Tourkit - Hudng dan
Phong Ké Todn

PHIEU THU

o HUGNG DAN SU DUNG TiNH NANG PHIEU THU
o TAO PHIEU THU TU PON HANG
o TAO PHIEU THU LE

PHIEU CHI (DE NGH| THANH TOAN)

o HUGNG DAN SU DUNG TiNH NANG PHIEU CHI
o TAO MG PHIEU CHI TU BDON HANG
o TAO MG PHIEU CHI LE

HOA BON

o YEU CAU HOA DON TU BON HANG
o THEO DOI VA CAP NHAT DANH SACH HOA BON

BAO CAO CONG NO

o BAO CAO CONG NO KHACH HANG
o BAO CAO CONG NO NHA CUNG CAP

BAO CAO DOANH THU

o BAO CAO DOANH THU



PHIEU THU



PHIEU THU

HUGNG DAN SU DUNG TiNH

NANG PHIEU THU

Cach truy cap: Menu - Ké toan - Phiéu thu

Phié€u thu: la noi téng hgp toan bd cac phiéu thu phat sinh trong hoat déng ctia doanh nghiép
hang ngay. Gilp cho ké toan cé thé ki€m soat téng quan toan bd cac hoat déng thu tir don hang,

hoat dong kinh doanh clia Team Kinh doanh.

age noyfpund or type unknown

1 Tao méi phiéu thu lé Tao mdi phiéu thu theo form cé san

age noyfpund or type unknown

2 Import Phi€u thu Tao mdi hang loat phiéu thu theo File Exel

cd san

age nojfpund or type unknown

3 Export Phiéu thu Tai xudng hang loat Phiéu thu

age nojfpund or type unknown

4 Cai dat chung Cai dat chung cho muc Phiéu thu

4.1. Cau hinh nguoi duyét

e Tai truong Nguoi duyét mac dinh chon tai khoan duyét:
age nojfpund or type unknown

tai khoan duyét -> An dé& hoan thanh

4.2 Cau hinh duyét tu déng

Tai man cai dat -> Truong Tu dong duyét:

age no

bund or type unknown

-> Sau khi chon dugc



https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736652707405.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736652723500.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736652773210.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736652805034.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736994317846.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736994425165.png

e Trang thai: dé bat ty ddng duyét : khi cé phié€u thu tir don hang va tour 1é, tai

khoan dugc gan tai ngudi duyét mac dinh sé auto duyét phiéu

age noyfpund or type unknown

5 BO loc theo trang thai phiéu

6. Duyét phiéu thu

age noffpund or type unknown

7. Sta/ Xoa/ In nhanh phiéu thu

Click vao Ma phi€u thu “ mau xanh” dé€ hién thi cac trudng thoéng tin Sta/Xdéa/ Xuat phi€u/In nhanh:
age noyfpund or type unknown

ﬁezaund or type unknown
e Man chi tiét phi€u thu hién thi:

e Cac trang thai duyét phiéu thu:

Icon hinh anh Mo ta

Stra Y’Jund or type unknown Click vao dé sira phiéu thu

Xo4 Yaund or type unknown Click vao dé x6a phiéu thu

Khoé phiéu age noyfpund or type unknown khod phiéu thu -> phiéu sé khbng slra
dugc nlra

Xem phiéu thu ﬁe%wnd or type unknown P& in nhanh Phiéu thu
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PHIEU THU

TAO PHIEU THU TU BON
HANG

Budc 1: Truy cap vao don hang can xuat phi€u thu

Da6i véi tour FIT:

age noyfpund or type unkn

Truy cap vao man hinh Gilt chd (don hang) ctia nhém khach - Tao phiéu thu

Daoi véi Bon hang khac:

Truy cap vao man hinh danh sach don hang - Cét “chlrc nang” an vao icon "Chic nang 3 gach" dé
x6 ra chlc nang “ Xuat phiéu thu”

age noyfpund or type unknown

Budc 2: Xuat phiéu thu
age noffpund or type unknown

Khi click vao nut “ Xuat phi€u thu” hé théng sé hién thi bang Phiéu thu.

Budc 3: Dién cac trudng théng tin trong bang

Click chon "Xuat phi€u thu" dé ma Popup tao phiéu thu. Lic nay hé théng sé ma [én 1 bang thong
tin tao phi€u thu nhu sau :

age noyfpund or type unknown

Céc trudong théng tin bat buéc nhép:

Tén phiéu thu (Tu ddng bat theo Ma tour hoac cé thé Sura)

Ma phiéu thu (Tu déng bat theo Ma tour va sé lan thu tién hodc co thé Sia)

Trén cung 1 Tour tao ra nhiéu lan thu khac nhau hé théng sé tu sinh Ma phiéu theo Nol,
No2 .v.v. d€ phén biét cac lan déng tién cuda khach

Ngay thanh toédn (Tu déng bat theo ngay lap phi€éu hoac cé thé Sura)

Loai phié€u thu: Phan loai phiéu thu theo yéu cau Ké toan

Phuong thic thanh toan
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e SO tién thu: Nhap s6 tién thu clda khach hang

Budc 4: Luu

Click "Luu" dé€ hoan thanh phiéu thu



PHIEU THU

TAO PHIEU THU LE

Budc 1: Truy cap Ké toan - Phiéu thu

Budc 2: Tao méi

Click "Tao mgi" LUc nay hé théng sé mé |én 1 bang thong tin tao phi€u thu nhu sau :

age noyfpund or type unknown

Budc 3: Dién cac trudng théng tin trong bang

Céc truong théng tin bat buéc nhép:

Tén phiéu thu: Dién tén phiéu thu

Mé& phi€u thu: Hé théng tu bat theo mé phi€u da dugc Quy udc hodc c6 thé Sa
Ngay thanh todn: Ty dong bat theo ngay lap phiéu hoac cé thé Sura

Loai phiéu thu: Phan loai phi€u thu theo yéu cau Ké toan

Phuong thirc thanh toan

* POSETIRERAaEAGLS LY sl khach hang

Budc 4: Luu

Click "Luu" d€ hoan thanh phiéu thu
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PHIEU CHI (PE NGHI THANH
TOAN)



PHIEU CHI (DE NGHI THANH TOAN)

HUGNG DAN SU DUNG TiNH
NANG PHIEU CHI

Cach truy cap: Menu - Ké toan - Phiéu chi

Phié€u chi: |a nai téng hop toan bd cac phi€u chi phat sinh trong hoat dong cta doanh nghiép hang
ngay. Gilp cho ké& todn co thé ki€m soat téng quan toan bd cac hoat ddng chi tir don hang, hoat
doéng kinh doanh cia Team Kinh doanh.

1. Tao méi phiéu chi lé

Tao mdéi phi€u chi theo form cé san

age noyfpund or type unknown

age no
2. Import Phiéu chi
c6 san
age no
3. Export Phiéu chi
age no

pund or type unknown

Tao mdi hang loat phiéu chi theo File Exel

bund or type unknown

Tai xuong hang loat Phi€u chi

4. Cau hinh phiéu chi

pbund or type unknown

Cai dat chung cho muc Phiéu thu

4.1. Cau hinh ngudi duyét

e Tai truong Nguoi duyét mac dinh chon tai khoan duyét theo tirng phong ban -

age noyfpund or t

age nojfpund or type unknown

> Sau khi chon dugc tai khoan duyét -> An dé hoan thanh

4.2. Cau hinh duyét tu déng

Tai man cai dat -> Truong Tu dong duyét:
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e Trang thai: M dé bat ty ddng duyét : khi cé phié€u thu tir don hang va tour 1é, tai

khoan dugggs ANGUSE duyétimag dinh sé auto duyét phiéu

e Trang thai dé tat tu dong duyét

age noyfpund or type unknown

-> An dé hoan thanh

5. BO loc theo trang thai phiéu

age nogfpund or type unknown

6. Chuc nang duyét phiéu chi

Duyét phiéu chi

age nofpund or type unknown

6.1. Duyét phi€u Chi trén danh sach phiéu Chi tai kho Phiéu chi

e Click vao Ma phigrzdiciaman xanh ' 4§ hign thi cac trudng théng tin Stra/X6a/ Xuat

phi€u/In nhanh:

e Man chi tiét phiéu hién thi:

age no

pund or type unknown

e Kiém tra thong tin va Chon Duyét/Khéng duyét

6.2. Duyét phi€u Chi trén danh sach phiéu Thu tai Pon hang

e Tai danh sach don hang —» Co6t chirc nang an vao icon
age noyfpund or type unknown

phiéu chi:

e Hé thong sé dé xuat 1 danh

cac phiéu chua hién thi tich

age no

pund or type unknown

age no

bund or type unknown

dé x6 ra chlrc nang Xuat

sach phiéu chi lién quan téi don hang dé

la cac phiéu dang cho duyét.

age nojfpund or type unknown

. Po6i vaéi

age no

pund or type unknown

-> Click vao
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Ma phi€u thu mau xanh dé hién thi thong tin day du cda Phiéu Thu va thao

Duyét/K.Duyét

7. Stra/ Xoa/ In nhanh phiéu chi

Click vao Ma phiéu chi “ mau xanh” dé hién thi cac truong thong tin Stra/Xda/ Xuat phiéu/In nhanh:

age nojfpund or type unknown

e Man chi tiét phiéu hién thi:

age noyipun

e Cac trang thai duyét phiéu chi:

Icon

Stra

Xoa

Khod phiéu

Xem Dé nghj Thanh toan

d or type unknown

hinh anh

ﬁez

bund or type unknown

g{

bund or type unknown

éez

bund or type unknown

bund or type unknown

%

M6 ta

Click vao d& stra phiéu chi

Click vao dé xda phiéu chi

khoa phiéu chi -> phiéu sé khéng sra

dugc nlra

P& xem file DNTT

age no,

bund or typ
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PHIEU CHI (DE NGHI THANH TOAN)

TAO MO PHIEU CHI TU PON
HANG

Budc 1: Truy cap vao don hang can xuat phiéu chi

Budc 2: Truy cap vao man hinh danh sach don hang —» Cot “chuc
nang” an vao icon "Chitc nang 3 gach" dé x6 ra chirc nang “ Xuat
phiéu chi”

ﬁe{aund or type unknown

Budc 3: Sau khi click "Xuat phi€u chi"sé hién thi bdng Danh sach NCC
va thanh todn nhu sau

Yaund or type unknown
Click chon Xuat phiéu chi tuong (ng vGi Nha cung cap can xuat phiéu chi

Budc 4: LUc nay hé thong sé ma 1én 1 badng thong tin tao phiéu chi
nhu sau :

yound or type unknown

Budc 5: Dién cac truong théng tin trong bang

Céc truong théng tin bat buéc nhép:

Tén phié€u chi: Dién tén phiéu thu

Mé phi€u chi: Hé théng tu bat theo mé& phi€u da dugc Quy udc hodc cé thé Sta
Loai phiéu chi: Phan loai theo yéu cau Ké toan

Ngay thanh todn: Ty dong bat theo ngay lap phiéu hoac cé thé Sura

Nhap thong tin ngudi nhan tién: Ho tén, So dién thoai,..

So tién thu: Nhap s6 tién chi, dé nghi chi cho déi tac
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ngmman

Budc 6: Click "Luu" dé hoan thanh phiéu chi
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PHIEU CHI (DE NGHI THANH TOAN)

TAO MO PHIEU CHI LE

Budc 1: Truy cap K& toan - Phiéu chi

Budc 2: Click "Tao mdi" LUc nay hé thong sé mé 1én 1 bédng thong tin
tao phi€u chi nhu sau :

%aund or type unknown

Budc 3: Dién cac trudng thong tin trong bang

Céc truong théng tin bat buéc nhép:

Tén phié€u chi: Dién tén phiéu thu

Mé& phi€u chi: Hé théng tu bat theo mé& phi€u da dugc Quy udc hodc cé thé Stra
Loai phiéu chi: Phan loai theo yéu cau Ké toan

Ngay thanh todn: Tu dong bat theo ngay lap phi€u hodc cé thé Sta

Nhap thong tin ngu0| nhan tién: Ho tén, SO dién thoai,.

o REHET IR ENTEREML LS 6 nghi chi cho doi tac

Budc 4: Click "Luu" dé hoan thanh phiéu chi
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HOA PON



HOA DON

YEU CAU HOA PON TU BDON

HANG
PHONG KINH DOANH YEU CAU XUAT HOA PON TREN PON HANG

Budc 1: Truy cap vao don hang can Xuat trd hda don

D6i véi tour ghép 1é

Truy cap vao man hinh Gilt chd (don hang) cia nhém khéch > Yéu cau Héa don

D6 véi don hang khac:

age no

bund or type L

e Click chon Méa hé théngrrm dgm.hang.:hiénthi,PopUp théng tin chi ti€t don hang

e Chon Yéu cau hda don

age noffpund or type unknown

Budc 2: Dién théng tin Xuat héa don theo bang

age nojfpund or type unknown

Budc 3: GUi yéu cau

age noyfpund or type unknown

Click chon dé gui yéu cau sang Ké toan
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HOA DON

THEO DOI VA CAP NHAT
DANH SACH HOA BON

Khi nhéan théng bao yéu cau héa don tu Phong Kinh doanh

Cach truy cap:

Menu > K& todn > Danh sach hdéa don
age noffpund or type unknown

Chuc nang

Nut

Hinh anh

NUt chot 3&3

bund or type unknown

Khéng chét ﬁez

bund or type unknown

Hoan ﬁe{

bund or type unknown

Xac nhan nguai choét 3%

bund or type unknown

Xac nhan ngudi ﬁez

pbund or type unknown

bund or type unknown

Dinh kem Tép Y

Mo ta

Néu thong tin Héa don la ddng thi &an
vao nut chét

Néu thong tin Héa don khong dung thi
an vao nut K.duyét

NE&u muén thay déi quyét dinh ban cé
thé an H.Duyét d€ hoan duyét va
duyét lai theo quyét dinh mgi

Hé théng sé hién thj tén tai khoan
choét thanh céng Héa don chot

Hé thong sé hién thi tén tai khoan
ch6t thanh cong Héa don

Hé thong sé hién thi tén tai khoan
ch6t thanh cong Héa don
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Xem chi tiét H6a don

age no

D& xem chi tiét hda don, click chon S6 Hoa don

pbund or type unknown

Stra/X6éa Hbéa Bon

Click chon nuat Chic nang dé Stra/Xda thong tin Héa don

age no

bund or type unknown
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BAO CAO CONG NO



BAO CAO CONG NO

BAO CAO CONG NO KHACH
HANG

1. Bao cao cong no khach hang

1.1. Cach truy cap

Bdo cdo > Béo cdo hé thong > Bdo cdo cong ng khach hang

ﬁe{wnd or type unknown

1.2. Cac bo loc

yaund or type unknown

St dung B loc dé tim kiém thong tin Khach hang

1.3 Xuat Bao cao
%wnd or type unknown
Click chon dé Xuat B&o cao thanh File

2. Bao cao cong no khach hang FIT

2.1Cach truy cap

ﬁ—:‘zound or type unknown
Pon hang > Tour FIT > Danh séach gilt chd

2.1. Chuc nang
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e Loc Trang thai Thanh toan M

e Theo doi thong tin khach hang, Ma tour

age nogfpund or type unknown
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BAO CAO CONG NO

BAO CAO CONG NO NHA
CUNG CAP

1. Bao cao cdng no nha cung cap

1.1. Cach truy cap

Bdo cdo > Béo cdo hé thong > Bdo cdo cong ng khach hang

age noffpund or type unknown

1.2. Cac bo loc

age nojfpund or type unknown

1.3. Xem chi tiét cong no ting NCC

age nojfpund or type unknown age noyfpund or type unknown

e Click chon nut dé xem chi tiét cong ng ting tour/don hang
age noyfpund or type unknown

 Hién thi Bang c6ng ng chi tiét
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BAO CAO DOANH THU



BAO CAO DOANH THU

BAO CAO DOANH THU

1. Bao cao doanh thu

1.1. Cach truy cap

Bdo cdo > Bdo cao hé théng

yaund or type unknown

1.2. Cac loai bao cao doanh thu

Hinh anh Mo ta

age noyfpund or type unknown Bdo cdo theo thoi gian Nhap don/Tao don trén hé théng
(Theo Ngay tao)

%aund or type unknown Bdo cdo theo Ngay khai hanh ctia Tour/Bon hang

Yaund or type unknown Bdo cdo theo Ngay két thic cha Tour/Pon hang

age nojfpund or type unknown Bdo cédo theo Ngay duyét Don (Déi véi Dich vu 1&, Booking
phong)

%aund or type unknown B&o cdo lgi nhuan tour/bon hang

1.3. Xem chi tiét don hang tung nhan vién

A

e Chon Loai bdo cdo can xem c( 181 or type unknown

e Chon Tén Nhan vién can xem

e Sir dung B6 loc dé€ loc theo yéu cau
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