Phiéu chi

Phié€u chi : la noi téng hop toan bd cac phi€u chi phat sinh trong hoat déng cldia doanh nghiép
hang ngay. Gilp cho ké todn cé thé kiém soat tdng quan toan bd cac hoat déng chi tlr don hang,

hoat dong kinh doanh ciia Team Kinh doanh.

Truy cap: Menu - Ké toan - Phiéu chi
age noffpund or type unknown

1. Tao phiéu chi

e Cac cach tao phiéu chi:

Céch tao phiéu Hinh anh minh hoa

Tao phiéu chi lé ( tao ngay tai man age nogfpund or type unknown
Phiéu thu)

Tao phiéu chi tr ban hang/ Booking/ age nogfpund or type unknown
Visa/ Lich diéu xe

<

m3an Phiéu chi)
Tpund or type unknown

1.1. Tao phiéu chi lé (tao ng

e Click vao icon

Truong thong tin Hinh anh minh hoa

Tén phiéu chi age nopfpund or type unknown
Ngay thanh toan age noffpund or type unknown
Loai phiéu chi age nojfpund or type unknown

dé ma 1én bang thong tin tao phiéu chi :

M6 ta

Céc phiéu chi khéng lién quan téi don
hang. Thu tién tur cdc ngubn I€, nguén
khong lién quan téi hoat dong bén
hang

La cac phiéu chi dugc tao ra ngay tir
cac Booking/Don hang, gan lién véi
hoat déng ban hang.

age noyfpund or type unknown

M6 ta

Dién tén phiéu chi theo tinh chat cta
phiéu chi
VD : chi tién coc khach Nguyén Van A

Chon ngay khach sé thanh toan. ( Co
thé la chinh ngay tao phiéu hoac 1
ngay trong tuong lai)

Chon loai phiéu chi tuong Ung
VD : chi NCC, Chi van phong.v.v.v
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Truong thong tin

Hinh anh minh hoa

Ma phiéu chi ﬁe{hund or type unknown

Phuaong thirc thanh toan Yaund or type unknown

Nhan vién duyét Yaund or type unknown

Nguoi theo doi ﬁe{bund or type unknown

Théng tin ngudi nhan: age nopfpund or type unknown
- Ly do

5. Duyét phan cap phiéu chi

5.1. Cau hinh chitc vu

Cai dat
e Théng tin chi tién:

Truong thong tin

Hinh anh minh hoa

Téng tién ﬁe{hund or type unknown

SO tién chi* Yaund or type unknown

Dinh keém File éezaund or type unknown

Sau khi dién da cac thong tin -> Click

ﬁe{ound or type unknown
dé luu théng tin

1.2. Tao phiéu chi tir don hang (tao ngay tai man don hang)

M6 ta

M& tu dong ( Cé thé sura)

Chon phuong thic thanh toan chi cho
NCC

Chon thanh vién sé duyét phiéu chi
do6. chi thuong la ké toan hoac Quan
ly ( C6 setup cdu hinh tu dong

Chon tai khoan theo déi phi€u

Pién ly do dé€ ké toan va ngudi duyét
dé doc dé hiéu la chi tién khoan gi

M6 ta

Pai véi Phiéu chi lé ( Ko tir don hang)
thi ko can dién

Pién so6 tién chira

Chon tép thong tin lién quan téi phiéu
chi dé dinh kém
VD : Hinh anh chuyén tién
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e Tai danh sach Bon hang:FIT/ GIT/ Landtour/ Dich vu Ig

nang click icon d€ xé ra chirc nang Xuat phiéu chi

e Khi click vao nit “ Xuat phi€u chi” hé théng sé hién thi bang Phiéu chi:

Pl

Click vao Xuat phiéu

tao phiéu chi nhu sau :

Truong thong tin

Hinh anh minh hoa

Tén phiéu chi ﬁe{hund or type unknown

Ngay thanh toan yound or type unknown

Loai phi€u chi ﬁe{hund or type unknown

Mé phiéu chi ﬁe{hund or type unknown

Phuong thic thanh todn ﬁe{hund or type unknown

Nhéan vién duyét ﬁe{hund or type unknown

Ngudi theo doi ygund or type unknown

Sau khi dién da cac thong tin -> Click

Yound or type unknown
dé luu théng tin

age nogfpund or type unknoy

¥ PORKR, t20-RhiEH chi. Lic nay hé théng sé md 1én 1 bang théng tin

Mo ta

Ty dong bat theo ma tour (C6 thé sura)

Chon ngay chi ( C6 thé la chinh ngay
tao phiéu hoac 1 ngay trong tuong lai)

Chon loai phi€u chi tuong Ung
VD : chi NCC,...

Ty dong bat theo ma Tour + Nol (S6
lan tao phiéu thu lién quan)

Chon phuong thic thanh toan chi

Chon thanh vién sé duyét phiéu chi
d6. Thudng La ké toan hoac Quan ly (
Cé setup céu hinh ty dong)

Chon tai khoan theo déi phi€u

e Luu y: Trén cling 1 Tour tao ra nhiéu lan chi khac nhau hé thong sé tu sinh Ma phiéu theo
Nol, No2... dé€ phan biét cac lan chi tién


https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342053328.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736843537116.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342126146.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342201752.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342404416.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736841523730.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342483918.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737342446965.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736841563602.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736841575634.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736841613482.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736841250220.png

2. Chic nang duyét phiéu chi
age noyfpund or type unknown

e Vao man list cta phiéu Chi -> Click vao icon Cai dat

2.1. Cau hinh ngudi duyét
age nogfpund or type unknown

e Tai truong Nguoi duyét mac dinh chon tai khoan duyét: -> Sau khi chon dugc
age nojfpund or type unknown

tai khodn duyét -> An dé hoan thanh

2.2. Cau hinh duyét tu déng

Tai man cai dat -> Truong Tu dong duyét:

age nogfpund or type unknown

e Trang thai: dé bat tu dong duyét : khi cé phiéu chi tlr don hang va tour &, tai
khoan duggms NG dUyétimag dinh sé auto duyét phiéu
e Trang thai dé tat tu dong duyét

age nof#fpund or type unknown

-> An dé hoan thanh

2.3. Duyét phiéu chi trén danh sach phiéu chi tai kho Phiéu chi

e Cac trang thai duyét phiéu chi:

Nut Hinh anh Mo ta

NUt duyét age nogfpund or type unknown Né&u théng tin phi€u chi la ddng thi an
vao nut duyét

Khéng duyét age noFfpund or type unknown Né&u théng tin phi€u chi khéng ding
thi &n vao nat K.duyét

Hoan duyét age noyfpund or type unknown N&u muén thay déi quyét dinh ban cé
thé an H.Duyét d€ hoan duyét va
duyét lai theo quyét dinh mgi

X&c nhan ngudi duyét age nogfpund or type unknown Hé théng sé hién thj tén tai khoan
duyét thanh cong phiéu thu
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2.4. Duyét phiéu chi trén danh sach phiéu chi tai Pon hang

e Tai danh sach bon hang: GIT/ Landtour/ Dich vy

XRamn GOt chits,nang

click icon d€ x& ra chic nang “ Xuat phiéu chi”
age noffpund or type unknown

e Hé thong sé dé xuat 1 danh sach phiéu chi lién quan téi don hang dé . Doi véi

%ound or type unknown age noffpund or type unknown
cac phiéu chua hién thi tich la cac phiéu dang cho duyét. -> Click vao

Ma phi€u chi mau xanh dé hién thi théng tin day dd cda Phi€u chi va thao Duyét/K.Duyét

3. Stra/ X0&/ In nhanh phiéu chi

Click vao Ma phi€u chi “mau xanh” dé€ hién thi cac trudng théng tin Stra/Xda/ Xuat phi€u/In nhanh

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

e Cac trang thai duyét phiéu chu:

Icon hinh anh Mo ta

Stra ﬁe(aund or type unknown Click vao dé stra phiéu chi

X04a %Dund or type unknown Click vao dé& x6a phiéu chi

Khod phiéu age nogfpund or type unknown khod phiéu chi-> phi€u sé khéng sua
dugc nlra

Xem phiéu chi Yaund or type unknown P& in nhanh Phiéu chi

4. Cdc bd loc

Tim kigm Nagay chimg tir Ngéy thanh ton: Trang théi thanh tosn Trang théi chét Losi phiéu chi PTthanh todn: Chi nhénh

Tén, ST, Email, 55 ching t, M Tour. ~Chan trang thi v | Tées v -chon- v ~cChon- ~ | Chon chinhénh ~

NV phu tréch: NV duyét Nhom Ngay khdi hanh: Naay két thic: Tim kiém theo s§ tién;

— Ghon — v —Chon— v | Chenrhém | | Chon thii gian khéi hanh Chon thas gian k thic Tir oén n

Truong thong tin M6 ta

Tim kiém Cd6 thé nhap tén, SDT, S6 chung tu
Tim kiém nhanh theo tén, SDT hoac sé chung tu
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Trudng théng tin M6 ta

Ngay ching tu Tim kiém nhanh theo ngay tao phiéu chi
Ngay thanh todn Tim kiém nhanh theo ngay thanh todn
Trang thai thanh todn Tim kiém nhanh theo trang thai cda phiéu chi (Tao mdi,

bat coc, Hoan thanh)

Trang thai chot Tim kiém nhanh theo trang thdi chét clda phiéu chi
- Da chét (Phiéu chi da khda)
- Chua chét (Phiéu chi chua chét)

Loai phiéu chi Tim kiém nhanh theo loai phiéu chi

PT thanh todn Tim kiém nhanh theo phuong thic thanh todn

Chi nhanh Tim kiém nhanh theo chi nhanh

NV phu tréch Tim kiém nhanh phiéu chi theo nhan vién phu trach

NV duyét Tim kiém nhanh phiéu chi theo nhan vién duyét

Nhdm Tim kiém nhanh theo nhdm

Ngay khéi hanh Tim kiém nhanh phiéu chi theo ngay khéi hanh cuda tour
Ngay két thuc Tim kiém nhanh phiéu chi theo ngay két thic cua tour
Tim kiém theo sé tién Tim kiém nhanh hda don theo sé tién

- Trudng hgp chi nhap sé tién ta: Hién thj tat cd cdc hda
don >= s0 tién to dugc nhap

- Trudng hgp chi nhap sé tién dén: Hién thj tat cd cdc hda
don <= s0 tién dén dugc nhap

- Truong hgp nhap cad 2 trudng tur - dén: Hién thj tat cad cac
hda don thubc khodng dugc nhap

- Trudng hgp nhap tor = dén: Hién thj tat cd cdc hda don cé
gia tri ding bang gia tri dugc nhap

Tat ca(831) Chua duy&t{393) D& duyet(484) Khéng duyst(4) Chir chi(7) ngay Cha chi{14) ngay Ché chi(30) ngay Qua han chi

Trang thai M6 ta
Tat ca B6 dém + Loc téng sb phiéu chi (Bao gom tat cad cdac trang
thai)
Chua duyét B6 dém + Loc tét ca cdc phiéu chi chua duyét
Da duyét BO dém + Loc tat ca cdc phiéu chi da duyét
Khéng duyét B6 dém + Loc tat cad cdc phiéu chi khong duyét
Cha chi (7) ngay Loc tat cd cdc phiéu chi dang chd chi 7 ngay
Cha chi (14) ngay Loc tat cd cdc phiéu chi dang cha chi 14 ngay
Cha chi (30) ngay Loc tat cd cdc phiéu chi dang chd chi 30 ngay

Quad han chi Loc tat cd cdc phiéu chi da qua han chi
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5. Tao luéng duyét phan cap

5.1. Cau hinh Chic vu

Budc 1: Cai dat hé thong => Cau hinh => Chc vu

4
admin v

xa

Workspace

Nha cung cap

CRM

Bdo Gia

Bon hang/LKH

Booking Phong/Khach san

Vé May Bay

Hufding dan vién

Quénlyxe

Biéu hanh Tour

Tai chinh/K& toan

KPIs

Hoa Hong

Marketing

Bdo cdo

théng

Thanh vién

THIET LAP HE THONG

Cai dat chung

emo  Cau hinh céng ty (2]
-
== Cai dat cc thong tin céng ty

% Chi nhénh
Danh myc cac chi nhanh

E Chire vu
Quan I ehirc vu nhan vien

Théng tin khach hang

g Phan loai khach hang

Wl Danh sach phan loai khach hang

Théng tin nha cung cap

Loai nha cung cap
ThiétIap loai nha cung cap

Phuong tién

Thiét 1gp céc hang méy bayxe .v.v.v

Buodc 2: Thém mdi

Phan quyén chic vu phéng ban
Phan quyén céc phong ban

av  Thi trudng
N’ Quan ly thi ruong

Quy trinh duyét
V' Quan Iy quy trinh phé duyet

P Ngubn khéeh hang
Danh mue ngudn khach hang

Class Hotel
Thiét Iap class Hotel

& Loaixe
& hinh loai xe trong digu xe

Email céng viée
Quén Iy céc email céng vige

« Nhom / Phang ban
@8 qu:n Iy nhom nhan vien

L Thpind
Danh muc Iy do hty

Déng khach san
Thiét Iap du an cla khach san

Ngén ngi
CAu hinh ngén ngtx HOV

« Quan ly Chirc vu

STT TEN CHUC vy

TEN NHAN VIEN

Chua cd dif ligu chifc vu

CHUC NANG

)
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Budc 3: Dién day du thong tin trong popup [Thém mdéi chirc vu] va click button [Luu]

Thém méi Chire vu

Tén chirc vy *

Nhép tén chiic vu

Tén nhan vién (Chon nhigu)

Q Tim kiém nhan vién

[ 123

[[] ABTRAVEL

[[] Admin Thoa 123
[] Baocdo

[] Béo céo 2025

[] BDSPECIAL

D3 chon: 0 nhan vién

Truong thong tin M6 ta
Tén chic vu Nhé&p tén cla chirc vu mudn cau hinh
Tén nhan vién Chon cac nhan vién thudc chic vu dang tao

Luu y:

e Tén cla cac chirc vu khong dugc dat trung nhau
e Cac chirc vu da dugc gan vao quy trinh duyét khéng thé xéa
e M6i nhan vién chi dugc gan vao 1 chic vu

5.2. Cau hinh quy trinh duyét
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Budc 1: Cai dat hé théng => Cau hinh => Quy trinh duyét

xa

ke

CRM

Béo Gia THIET LAP HE THONG

Bon hang/LKH
Cai dat chung

Booking Phang/Khéch san

Vé Mdy Bay == Cau hinh cang ty )
=5 Caidat cac thong tin cong ty

Hurgng dan vién

Qudn Iy xe

Biéu hanh Tour

Chi nhénh
Danh muc cac chi nhanh

Tai chinh/KE toan Chic vu
E Quan ly chirc vu nhan vién
KPIs
Hoa Hong
Théng tin khach hang
D 4n & Céing vige
. o3a Phan logi khach hang

Marketing

Danh séch phén loai khach hang

Bdo cdo > Théng tin nha cung cap

théng
Thanh vién

@ Cau hinh

Log hé théing
https://demo2.tourkit.n/config®

Loai nha cung cép
Thiét 14p loai nhé cung cép

Phuong tién

Thigt 1ap céc hing may bay.xe .v.vv

Phan quyén chire vy phang ban
Phan quyen cic phong ban

Thi treéng
Quan Iy thi truéng

D Quy trinh duyt
¥ Quan|y quy trinh phé duyét

= Ngudn khach hang
Danh muc ngudn khéch hang

Class Hotel
Thiét Iap class Hotel

& Loai xe
C&u hinh loai xe trong diu xe

Ny, Email cang viec
D PN, TR,
Quén Iy cac email cong vige

Nhém / Phéng ban
Quan Iy nhém nhan vién

B L dehiy
Danh muc Iy do hiy

Déng khach san
Thiét I&p du an cda khach san

Ngén ngit
(A]%]

C&u hinh ngén ngir HDV

admin -~

Budc 2: Thém mdi

32| o

‘Workspace

Nha cung cap

CRM
o sTT

Bio Gia
Bon hang/LKH 1
Booking Phang/Khach san 2
Vé Mdy Bay 5
Hudng dén vién

4
Quin by xe

5

Bigu hanh Tour

Tai chinh/K& toan

KPIs

Hoa Hong

Durén & Cong

HRM

Marketing

Bido cdo

Cai d3t hé théng

Log h& théng

+ Quan ly Quy trinh duyét

TEN QUY TRINH

test

Test tao quy trinh

Quy trinh 03

Quy trinh 02

Quy winh nghi phép

A A A A A

CHUT NANG

%

[
=]

=]}

=]}

B
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Budc 3: Dién day du thong tin trong Phiéu quy trinh duyét va click button [Luu]

PHIEU QUY TRINH DUYET

Tén Quy Trinh: *

Nhap tén quy tinh...

Buoc1. Chicwui* Chonchicvy v Nhanvien: Chonnhanvien  X6a
+ Thém nqudi duyét
Phurong Thire Duyat:

@ Chi mt nhan vién rong cing mat b phan duyét xong thi 1i bd phan 1iép theo
duyet

(O Tét canhan vién trong ciing mdt bd phdn duyét xong thi 16i b phdn tiép theo
duyét

Truong théng tin M6 ta
Tén quy trinh Nhap tén cla quy trinh muén cau hinh
Danh sach ngudi duyét Click button [Thém ngudi duyét] dé thém cac budc cho quy

trinh duyét

Phuong thic duyét Chon phudng thic duyét cda quy trinh
Luu y:

e Tén cula cac quy trinh khéng dugc dat trung nhau

e Cac quy trinh da duogc gan vao phiéu chi khéng thé xdéa

e Khi thuc hi€n chinh slra quy trinh thi cac phi€u chi dugc tao sau thoi di€m chinh stra sé ap
dung theo quy trinh méi, cac phi€u chi tao trugc khi chinh sira thi van ép dung theo quy
trinh trude do

e Trong 1 quy trinh moi chic vu chi dugc sir dung & 1 budc

5.3 Cau hinh phiéu chi
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Budc 1: Tai chinh ké todn => Phiéu chi => Cau hinh

:: G . .

Workspace )
Phiéu Chi
(CRErED Tim kigm: Ngay chimg tir Ngay thanh todn Trang thai thanh toan Trang thai chét Loai phigu chi PT thanh to4n Chinhanh:
CRM T E ~Chon trang thai v Tétca v - Chon - v —Chon - v Chon chi nhanh v
Béo Gia NV phuy trach: NV duyét: Nhém: Ngay khdi hanh: Ngay két thic: Tim kigm theo 6 tign
X —Chon— ~  —Chon— ~ | Chonnhém ~| | Chontha gian khd Chon thi gian két th T a
Don hang/LKH
Booking Phéng/khach san
29
Tao Méi

{ VéMdy Bay

Hudng dén vien >
20 phidu chi Import phigu chi Export phigu chi Tited v 0 v

Quin I xe

Diéu hanh Tour

Titea(193)  Chuaduydt(127)  Daduydt(s9)  Khongduydt(r)  Chochi(7)ngdy  Chochi(l4)ngay  Chochi30)ngdy  Qud han chi
‘Tai chinh/K& 10én . N oo -
RPN L " Ngay Ngay Thanh ~ S@tien T . NV phu X . L
O STT SGchingtir Ten phiéu chi Ma Tour @ 9y Nguoinhan  SGdiénthoai - " PTThanhtodn Trangthdi  Trang théi duyét
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Luu y:

e Khi OFF duyét phan cap & Cau hinh trang, an Chon luéng duyét & man Tao méi phi€u chi.
e Khi ON duyét phan cap & Cau hinh trang:
o An Nhan vién duyét & hién thi Chon luéng duyét @ man Tao méi phiéu chi.
o Ban dau mot phiéu chi bat ON nguoi duyét mac dinh & phi€u chi dé da cé ngudi
duyét thi khi ON duyét phan cép thi van theo luéng duyét ctia nguoi duyét mac dinh
& Chon luéng duyét é man stra khéng cho phép chon.
e Khi ON nguoi duyét mac dinh:
o Hién thi Nhan vién duyét & man Tao mdéi phiéu chi.
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o Ban dau mot phiéu chi bat ON duyét phan cap -> phiéu chi dé da cé nguai duyét thi
khi ON nguoi duyét mac dinh thi van theo luéng duyét phan cap & Nhan vién duyét &
man stra khéng cho phép chon.
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