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TIN HOC KE TOAN

) BAI 1. MO PAU
TONG QUAN VE BANG TiNH EXCEL

1. NHUNG KHAI NIEM CHUNG:

Microsoft Excel 1a mdt chuong trinh img dung thudc bd Microsoft Office, 1a mdt cong
cu manh dé thuc hién céac bang tinh chuyén nghiép.

Ciing nhu cac chuong trinh bang tinh Lotus, Quattro,..., bang tinh cia Excel cling bao
gém nhiéu 6 duoc tao béi cac dong va c0t, viéc nhap di liéu va tinh toan trong Excel ciing co
nhitng diém tuwong tu tuy nhién Excel c6 nhiéu tinh ning wu viét va c6 giao dién rat than thién
véi nguoi st dung.

Hién tai Excel dugc st dung rong rai trong moi truong doanh nghiép nham phuc vu céac
cong viéc tinh toan thong dung, bang cac cong thic tinh toan ma ngudi st dung (NSD) khong
can phai xay dung cac chuong trinh.
2.CAC THAO TAC SU DUNG EXCEL

2.1. Lam viéc véi bang tinh
- Khéi dong Excel

Céch 1: Nhap d6i chudt vao biéu tuong Excel trén man hinh nén (Néu c0)

Céach 2: Kich chudt vao biéu tuong Excel trén thanh MS Office Shortcut

Céach 3: T Menu Start - Chon Program - Chon biéu tuong Microsoft Excel

Céach 4: Tir Menu Start - Chon Run - xuét hién hop thoai: Nhap tén tap tin chuong

trinh Excel (kém theo dudng dan day di) -> nhap OK

- Thoat khéi Excel: C6 nhiéu cach:

Cach 1: Chon 1énh File - Exit

Céach 2: Kich chudt vao nit Close trén thanh tiéu dé cua cira s6 Excel

Céch 3: Nhén t6 hop phim Alt + F4
Khi déng Excel, néu bang tinh chua dugc luu trit thi excel s& xuét hién thong bao: "Do you
want to save the change...?" ( Ban c¢6 luu lai nhimng thay ddi trén tap tin BOOK1 khong?)

Néu chon Yes: Luu tap tin rdi dong Excel lai

Néu chon No: Péng Excel lai ma khong luu tap tin

Néu chon Cancel: Huy bo 1énh thoat Excel

2.2 Céu tric bang tinh Excel

MBbi tap tin Excel c6 thé chua nhiéu bang tinh. Mdi bang tinh dugc goi 1a mot Sheet
(g6m 256 cot x 65536 dong). Mdi tap tin (book) c6 thé chira téi da 255 Sheet. Khi mé méi mot
tap tin, Excel s& ldy tén tap tin 1a Book1.xlIs va con tré s&é nam & bang tinh Sheetl.

Vung bang

tinh
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2.3 Pinh dang trang tinh
- Nhap dir liéu

Mubdn nhap dit liéu tai 6 nao thi phai di chuyén con tré dén 6 do.

Nhap liéu binh thudng va két thic nhap bang phim Enter.

Ngit dong trong 1 6: ding phim Alt + Enter

- Di chuyén con tro 8:

Dung phim miii tén/ hodc phim Enter

Dung chudt kich vao 6 can di chuyén dén.

Tab / Shift Tab: dich chuyén sang phai/ trai mot man hinh

Page Up/ Page Down: Lén /xuéng mot man hinh

- Thay d6i kich thwéc cot/ hang
Kéo chudt trén vach ngin cua tiéu dé cot/hang
- Xir ly 0, cot, hang:
Chen o, cot, hang:
Chén é: Chon 1énh Insert - Cells -> Xuét hién hp thoai:

Shift Cell Right: Chén mét 6, ddy cac 6 cling hang sang phai

Shift Cell Down: Chén mét 6, day cac 6 cling cot xudng

Entire row: Chén mdt hang vao vi tri hién tai

Entire Column: Chén mot ¢t vao vi tri hién tai
Chén cgt: Chon Iénh Insert - Columns
Chén hang: Chon Iénh Insert - Rows

Ngoai ra c6 thé kich phai chudt vao vi tri can chén rdi chon 1énh tuong tmg.

Xoa 0, cft, hang:
Chon khdi &

Chon Iénh Edit - Delete -> Xuét hién hop thoai:

Shift Cell Left: Xoa 6, kéo cac 6 cung hang sang trai

Shift Cell Up: Xoa mdt 6, kéo cac 6 cung c¢dt & phia dudi 1én

Entire row: Xo4a mét hang tai vi tri hi€n hanh

Entire Column: Xoa mot cot tai vi tri hién hanh

Ngoai ra co thé kich phai chudt vio vi tri can chén rdi chon 1énh tuong tng.

Che diu khoi cét, khéi dong:
Chon mét trong cac cach:

C1: Dung chudt kéo trén vach ngan tiéu dé cot /hang cho dén khi 2 vach ngin tring

nhau

C2: Chon 1énh Format - Row/ Columns - Hide/Unhide (che dAu /hién thi lai)

C3: Kich phai chudt trén tiéu dé cot/ tiéu dé hang - Chon 1énh Hide/Unhide
3.PO THI

3.1. Gidi thi¢u dé thi (Chart):

Biéu d6 1a sy biéu dién cac con sb, dir liéu béng hinh anh dé nguoi doc ndm bat thong
tin mdt cach tryc quan hon Do thi ¢6 thé dugc sir dung dé minh hoa su bién dong cua chudi sb
lidu trong bang tinh, cho phép nhin khai quat cac ddi tuong va tién doan hudng phat trién trong
tuong lai.

Trudce khi tao 1ap dd thi, can phai xac dinh pham vi dit liéu tham gia minh hoa trong dd

thi.

3.2. Thao tdc tao do thi:

- Chon pham vi dit liéu can biéu dién 1én d6 thi

- Chon Iénh Insert — Chart (hodc click nat hinh dd thi trén thanh cong cu Standard).
Xuét hién:
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- Hop thoai Chart Wizard - Step 1 of 4 - Chart Type: Tai day chon dang thirc dd thi can
ding trong danh sach bén trai va chon mot dang con ctia n6 trong danh sach bén phai va an
nut Next

- Hop thoai Chart Wizard - Step 2 of 4 - Chart Source Data: Tai day ta khai bao vung dir
liéu s& dung dé tao do thi (Data range).

+ Phiéu Data Range: Khai bao dit liéu nguon

Data Range: Toa do khdi dit liéu dung dé v& dod thi
Series in: Chon dang db thi doc dif liéu theo hang (Row) hay Cot (Column)
+ Phiéu Series: Khai bao timg chudi sé liéu trén d6 thi, trong do:
Series: Chira cac chudi dit liéu tham gia dd thi
Values: Toa d6 khdi chia gia tri
Name: Toa do 6 chta tén cua chudi dir liéu
Category (X) Axis labels: Khdi dung 1am nhén truc X Sau khi khai bao xong tai hop
thoai nay, 4n nat Next

- Hop thoai Chart Wizard - Step 3 of 4 - Chart Option: Hop thoai nay ding dé khai bao cac
noi dung vé: Tiéu dé cuia do thi (Titles), truc toa do (Axes), dudng ludi (Gridlines), cha thich
(Legend), nhén (Data Labels), bang dir liéu (Data Table)... Khai bao xong, an nat Next dé
tiép tuc.

- Hop thoai Chart Wizard - Step 4 of 4 - Chart Location: Khai bao vi tri dat dd thi:

- As new sheet: d0 thi dugc dat & mot Sheet khac véi Sheet chira sb liéu

- As object in: d6 thi dwoc dit trén cung Sheet voi bang s6 liéu
Khai bao xong ta 4n nut Finish dé két thuc tao lap dd thi.

3.3. Higu chinh dé thi:

- Hodc Double Click vao thanh phan can hiéu chinh trén d6 thi dé mo hop thoai hiéu chinh
ctia thanh phan dugc chon.

- Hodc kich chon thanh phﬁn nay trén dd thi rdi chon 1énh Format - Select <tén thanh
phin)...

* Cic thanh phan trén do thi gom:
- Chart Title: Tiéu dé ctia dd thi
- X Title: Tiéu dé cta truc X
- Y Title: Tiéu dé cua truc Y
- Category label: Tiéu dé di liéu s6
- Data Series: Puong biéu dién cia bi¢u d6
- Legend: Chu thich
- Gridlines: Cac duong ludi
- Axes: Truc toa do
- Data Labels: Nhan
- Data Table: Bang dit liu
4. CAC HAM THONG DUNG

4.1. Nhém Ham xir Iy 56:

a. Ham ABS:
- Ca phap: ABS(n)
- Cong dung: Tra vé gia tri tuyét dbi cua sb n
- Vidu: ABS(-5) -> 5

b. Ham ROUND:
- Ca phap: ROUND(m, n)
- Cong dung: Lam tron s thap phan m dén n chir s6 16. Néu n duong thi lam tron phan
thap phan. Néu n am thi 1am tron phan nguyén.
-Vidu 1: ROUND(1.45,1) -=> 1.5
- Vidu2: ROUND(1.43,1) > 1.4
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- Vidu 3: ROUND(1500200,-3) -> 1500000
- Vidu 4: ROUND(1500500,-3) -> 1501000
c. Ham LEFT:
- Ca phap: LEFT(s, n)
- Cong dung: Trich ra n ky tu ctia chudi s ké tir bén trai.
- Vidu: LEFT(“EXCEL”,2) -> “EX”
d. Ham RIGHT:
- Ca phap: RIGHT(s, n)
- Cong dung: Trich ra n ky tu ciia chudi s ké tir bén phai.
- Vi du: RIGHT(“EXCEL”,2) -> “EL”
e. Ham MID:
- Ct phap: MID(s, m, n)
- Cong dung: Trich ra n ky tu ctia chudi s ké tir vi tri thi m.
- Vi du: MID(“EXCEL”,3,2) -> “CE”
f- Ham LEN:
- Cl phap: LEN(s)
- Cong dung: Tra vé gia tri 1a chiéu dai cta chudi s.
- Vidu: LEN(“EXCEL”) -=> 5

Chii y: Néu cac ham LEFT, RIGHT khéng c6 tham s6 n thi Excel sé hiéu n=1.

4.2. Nhém ham thong ké:
a. Ham COUNT:
- C phap: COUNT(pham vi)
- Cong dung: Dém s6 6 ¢o chira dit liéu sé trong pham vi.
- Vi dy: Bé dém s6 NV trong bang (cot E) thi dung cong thirc: COUNT(E2:E6) -> 5
b. Ham COUNTA:
- Cl phap: COUNTA(pham vi)
- Cong dung: Pém sb 6 ¢o chira dit liéu trong danh sach List.
- Vi dy: Bé dém s6 nhan vién trong cot C & bang excel thi dung cong thic:
COUNT(C2:C6) >4
c. Ham COUNTIF:
- Ca phap: COUNTIF (pham vi, diéu ki¢n)
- Cong dung: Pém sb 6 thoa mén diéu kién trong pham vi.
- Vi dy: Bé ¢ém s6 nhan vién thudc phong Ké toan (cot D) thi dung cong thirc:
COUNTIF(D2:D6, “Ké toan”) -> 3
Chit y: Trix truong hop diéu kién 1a mot con s6 chinh xac thi cac truong hop con lai déu phai bo
diéu kién trong mét ddu ngodc kép.
Vi du 1: Pém s6 nhéan vién c6 Luong CB 14 1.000.000
COUNTIF(E2:E6,1000000) -> 2
Vi du 2: Bém s6 nhén vién c6 Luong CB nhé hon 1.000.000
COUNTIF(E2:E6,7<1000000”) -> 2
d. Ham MAX:
- Cl phap: MAX(pham vi)
- Cong dyng: Tra v€ gia tri la s6 1om nhat trong pham vi.
- Vi dy: Bé biét Luong CB cao nhit thi ding cong thirc: MAX(E2:E6) -> 1.200.000
e. Ham MIN:
- Cu phap: MIN(phgm vi)
- Cong dyng: Tra v€ gia tri la 6 nhé nhat trong pham vi.
- Vi du: Bé biét Luong CB thap nhat thi dung cong thirc: MIN(E2:E6) -> 800.000
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f. Ham AVERAGE:
- Ca phap: AVERAGE (pham vi)
- Cong dung: Tra vé gia tri 13 trung binh céng ctia cc 6 trong pham vi.
- Vi du: Bé biét mirc luong trung binh thi ding cong thirc: AVERAGE(E2:E6) -> 980.000
g. Ham SUM:
- Cu phap: SUM(pham vi)
- Cong dung: Tra vé gia tri 1a tong cac 6 trong pham vi
- Vi du: Dé tinh tong Luong CB ciia tat ca cac nhan vién: SUM(E2:E6) -> 4.900.000
h. Ham SUMIF:
- Ca phap: SUMIF (viing chira diéu ki¢n, diéu kién, viing can tinh tong)
- Cong dung: Ham dung dé tinh tong cé diéu kién. Chi nhiing 6 ndo trén viing chita diéu
kién thoa mén diéu kién thi sé tinh tong nhimng 6 twong ng trén ving cdn tinh tong.
- Vi du: Tinh tong Luong CB ciia nhan vién phong Ké toan: SUMIF(D2:D6, “Ké toan”,
E2:E6) -> 3.000.000
4.3. Nhom ham xw ly dir li¢u logic:
Dt liéu logic 1a loai dit liéu ma chi chira mot trong hai gia tri True (dung) hoéc False (sai).

a. Ham IF:
- Ca phép: IF(biéu thivc diéu kién, gid tri 1, gid tri 2)
- Cong dyng: Ham tién hanh kiém tra biéu thire diéu kién:
+ Néu biéu thire diéu kién 13 True (dGng) thi tra vé gid tri 1.
+ Nguoc lai, néu biéu thire diéu kién 1a False (sai) thi tra vé& gid tri 2.
- Vi du 1: Hiy dién gia tri cho cot két qua. Biét ring: Néu Tai khoan No 1 111 thi ghi
theo cot S tién. Néu khac thi ghi 0. IF("SO CAI'!'SES$5,CSDL!SK5,0)
Chu y:
- Ham IF ding dé chon 1 trong 2 lya chon nhung néu phai chon nhiéu hon 2 Iya chon
thi dung ham IF theo kiéu 16ng nhau.
- Biéu thuc diéu kién ctia ham IF ludn phai c6 két qua tra vé 1 trong 2 gia tri True
(dting) hoac False (sai).
b. Ham AND:
- Ca phép: AND(biéu thirc diéu kién 1, biéu thirc diéu ki¢n 2,...)
- Cong dung: Ham tra vé gia tri True (dtng) néu tit ca cac biéu thic diéu kién déu ding
VA tra vé gia tri False (sai) khi co6 it nhéat mot biéu thie diéu kién sai.
c. Haim OR:
- Ca phép: OR(biéu thive diéu ki¢n 1, biéu thirc diéu kién 2,...)
- Cong dung: Ham tra vé gia tri True (dung) néu c6 it nhat mot bt didu kién ding va tra
vé gia tri False néu tt ca cac bt diéu kién déu sai.
4.4. Nhom ham tra ciru:
a. Ham VLOOKUP:
- Ca phap: VLOOKUP(n, khéi, m, r)
- Cong dung: Tién hanh tim gié tri n trong cot dau tién ctia khoi va lay gia tri twong tng
trén cot thir m.
+ Néu r=0 (hoidc FALSE) thi tim gié tri chinh x4c bang véi n. Néu khong tim thay thi
tra vé 161 #N/A (161 khong tim thay)
Vi du: Dién gia tri cho cot TEN TAI KHOAN trong bang CDPS dwa vao SHTK va tra ¢ bang
HTTK: VLOOKUP(A8,HTTK,2,0)
b. Ham HLOOKUP:
HLOOKUP c6 ct phap va cong dung tuong ty VLOOKUP nhung dugc dung trong truong hop
bang tra dugc b tri theo hang ngang thay vi theo hang doc nhu VLOOKUP.
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BAI 2. CO SO DU LIEU (DATABASE)

1. Khai niém:
La tap hop céc thong tin, di liéu duogc to chirc theo cdu tric hang, cot dé khai thac, truy cap
nhanh chong.
- Dong dau tién dung dé chira tén ving tin hay con goi 1a trudng (Field) cia CSDL.
Tén viing tin phai 1a kiéu chudi va duy nhat.
- Nhitng dong ké tiép ding dé chtra ndi dung CSDL. Mbi hang dugc goi 1a mau tin hay ban
gh1 (Record)
2. Sip xép trén co S0 dir li¢u:
- Chon pham vi can sap xép (xem vi du)
- Chon 1énh Data - Sort, xuét hién hop thoai:
+ Sort by: Chon ¢t (Field) lam tiéu chi chinh dé sap xép.
+ Chon kiéu sap xép:
- Ascending: Sép Xép theo thtr ty ting dan.
- Descerding: Sap xép theo thir ty giam dan.
+ Then by: Chon cot 1am tiéu chi sip xép phu (Excel s& sip xép dua vao tiéu chi phy nay
khi tiéu chi chinh trong muc Sort by bi trung).
+ My List has: Tty chon cho dong tiéu dé cua CSDL:
- Header row: Chon muc nay khi trong pham vi dang chon c6 dong tiéu dé
(khong sip xép dong dau tién).
- No Header row: Chon muc nay khi trong pham vi dang chon khong c6 dong
tiéu dé (sip xép tat ca cac dong).
- Loc dir li¢u (Filter)
Chirc ning nay gitp trich ra nhiig ban ghi trong co s& dir liéu thoa méan nhing yéu cau dat
ra. Co 2 cach loc: Loc tu dong va loc theo bang diéu kién tao trudc.
Loc ty dong (AutoFilter): La cach loc lam cho bang dir li¢u chi hién thi cac ban ghi thoa
min diéu kién dua ra, con cac ban ghi khong thoa min diéu kién s& bi an. Thao tac nhu sau:
- Chon CSDL muén loc (chon ca dong dAu tién cua CSDL)
- Chon 1énh Data — Filter - Autofilter. Lic d6 trén tiéu dé mdi cot s& xuat hién biéu tuong
loc 1a cac Menu DropDown.
- Muén loc theo diéu kién & cot nao thi kich chudt vao biéu tuong loc cua cot do dé
chon mot trong cac muc c6 san. Trong d6 gém:
+ All: Cho hién thi tit ca cac ban ghi.
+ Top 10: Loc mdt nhém cac ban ghi c6 gia tri 1on nhat hodc nho nhat trong cot dang xét.
Muc nay chi c6 gia tri d6i voi dir lidu kiéu sb.
+ Custom: Cho phép nguoi st dung tu chon diéu kién theo hop thoai it Chon phép toan so
sanh can dung trong hop danh sach bén tri:
Pé huy lénh loc ta chon lai lénh Data - Filter - AutoFilter mot lan nita
Loc theo bdng diéu kién tao trude (Advanced Filter):
Dung dé loc dit lidu c6 diéu kién hoic trich di liéu dén noi khac. Véi cach loc nay, ta
phai nhap vao mot bang diéu kién riéng trude khi goi 1énh loc .
* Cich tgo bing diéu kién(Criteria)
bé tao bang diéu kién, nhét thiét trén bang diéu kién phai co it nhét 2 6, mot 6 chira tén truong
(Field) 1am diéu kién loc, mot 6 chtra diéu kién loc.
Tén truong lam diéu kién loc thuong dugc sao chép tu CSDL ra dé tranh sai s6t va dugc chinh
Xac
- Tao co sé dii ligu téng hop tiv cdc co sé dii ligu chi tiét (Consolidate):
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Puoc sir dung dé tao CSDL tong hop tir nhitng CSDL chi tiét (dugc chon lira trén ciing mot

hodc trén nhiéu tap tin bang tinh khac nhau)
- Néu CSDL chi tiét c6 cung céu trac (c6 cung s6 luong trudng, tén trudng va kiéu dir liéu timg
truong hoan toan nhu nhau) thi CSDL tong hop sé& €6 cau tric twong ty nhu cac CSDL chi tiét
va moi ban ghi cua CSDL tong hop sé 1a dir liéu tong hop tir cac ban ghi trong ciac CSDL chi
tiet.
- Néu cac CSDL chi tiét khong c6 cing cau trac thi nhat thiét phai c6 chung it nhat truong dau
tién bén trai cung kiéu dit liéu dé lam khod. Luc d6 CSDL tong hop s& c6 dang gop cac CSDL
chi tiét theo qui tic:

+ Céc truong tring tén s& duoc tong hop

+ Céc truong khong trung tén sé& duoc ghép ndi
Thao tac nhu sau:
- Pat con tro tai bang tinh s& chira két qua tong hop
- Chon 1énh Data - Consolidate, xuét hién hop thoai:

+ Function: Chon ham can ding dé tong hop

+ Reference: Nhap hoac dung chudt dé quét chon va 4n nt Add 1an luot toa do cac

bang chi tiét can tong hop.

+ Top Row: Tao dong tiéu d& cho bang tong hop.

+ Left Column: Tao tiéu dé cot dau tién cho bang tong hop.

+ Create link to source data:

Tao mdi lién két tir bang tong hop dén cac bang chi tiét nham muc dich néu c6 sy thay doi

trong cac bang dir liéu chi tiét thi cic dit lidu lién quan trong bang tong hop ciing tu thay d6i
theo.

3. Tinh tong ciac nhom:
Tinh tong cAp dwéi (Subtotals):
- Lénh dung dé nhém dir liéu theo timg nhém dong thoi chén vao cudi mdi nhom nhiing
dong thong ké tinh toan (goi 1a cac tong con - Subtotals) va mot dong tong két & cudi pham
vi (goi 1a tong 16n - GrandTotal). Thao tac nhu sau:
- Sép xép CSDL theo ¢6t lam khoa (muén nhom theo ct nao thi ¢t d6 goi la cdt lam khoa)
- bit con tré 6 vao vung CSDL, chon 1énh Data - Subtotals, xuét hién hop thoai:
+ At each change in: Chon truong lam khod dé sip xép
+ Use Function: Chon ham st dung dé thong ké
+ Add SubTotal to: Panh dau vao nhiing cot can thong ké gia tri
+ Replace current Subtotals: Thay cic hang Subtotal tao trudc dé bang cac hang
Subtotal maoi.
+ Page Break Between Groups: Ty dong dong tao ddu ngit trang giira cac nhom dir lidu.
+ Sumary Below data: Tao cac dong thong ké phia dudi cac nhom dit liéu.
+ Chon xong an OK.

4. Cac ham trén co s¢ dir liu
Diic diém chung ciia cdc ham trong co sé div ligu:
- Dang tong quat: <Tén ham>(Database, Field, Criteria)
- Cac ham str dung trong CSDL déu c6 3 d6i sb:
+ Database: La dia chi CSDL muén thao tac
+ Field: Chi dinh cdt nao trong Database s¢ duoc sit dung cho viéc tinh toan trong ham.
Field: ¢6 thé dugc khai bao 2 céch:
Céch 1: Khai béo bang s thir tu ciia cot trong CSDL (cot dau tién bén trai ciia Database 1a
cot 1, cot ké tiép 1a 2...)
Céch 2: Khai bao bang tiéu dé cot (dit trong dau ngoic kép)
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+ Criteria: La ving chira diéu kién tinh toan. Ving diéu kién phai duogc tao trude (cach
tao twong tu nhu chiic nang loc Advanced Filter).
Mt s6 ham thuwong ding:
Ham Dsum (Database, Field, Criteria)
Dung dé tinh tong cac 6 trong cot <Field> c6 diéu kién thoa man diéu kién trong bang
<Criteria> trong CSDL <Database>.
Ham Dmin (Database, Field, Criteria)
Dung dé tim gi4 tri nho nhat trong cot <Field> c¢6 diéu kién thoa man diéu kién trong
bang <Criteria> trong CSDL <Database>.
Ham Dmax (Database, Field, Criteria)
Dung dé tim gia tri 16n nhat cia cac 6 trong cot <Field> c6 diéu kién thoa man diéu
kién trong bang <Criteria> tai CSDL <Database>.
Ham Daverage (Database, Field, Criteria)
Dung d¢ tinh trung binh cong cua cac 6 trong cot <Field> c6 diéu kién thoa man diéu
kién trong bang <Criteria> tai CSDL <Database>.
Ham Dcount (Database, Field, Criteria)
Dung dé dém s6 6 c6 gia tri kiéu s6 trong cot Field co diéu kién thoa man diéu kién
trong bang <Criteria> tai CSDL <Database>.
Ham Dcounta (Database, Field, Criteria)
Dung dé d¢ém sb 6 co chira dit liéu trong cot Field c¢6 diéu kién thoa mén diéu kién trong
bang <Criteria> tai CSDL <Database>.

5. PivotTable

Pivottable 1a mot trong nhitng tinh ning hiru dung cta Excel dung dé tong hop, trich
loc, phan tich dir li¢u dé dang va nhanh chong. Két qua cua PivotTable c6 the tiép tuc dugce st
dung d¢ tinh toan ra cac chi tiéu mdi nham phuc vu cac yéu cau bao cao khac nhau.

Tao mai Pivottable, thao tac nhu sau:

Budce 1: Chon 1 Bang dit li€u da nhép -> chon thé Insert ctia thanh Ribbon -> Chon PivotTable.
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Budc 2: Tai ctra s6 Create PivotTable -> Kiém tra ving dif liéu bang Table/Range

Create PivotTable K4 >
Choose the data that you want to analyze
@ Select a table or range
Table/Range: BAMG KE DOANH THU BAM HAMNG' I $ASASKES4 ER= |
O Use an external data source
Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@ MNew Worksheet
O Existing Waorksheet
Location: oz
Choose whether you want to analyze multiple tables
I:' Add this data to the Data Model
I Ok | Cancel
- -
3\ 7 I3 5
r - A \ A A 1A ’ ~ 1A A
Budc 3: Chon 1 hoac nhiéu truong muon thé hién cac dir liu de loc:
e Fa - = & = =]
=
PivotTable Active Group Filter Refresh Change Data Actions Calculations Tools Show 3
= Field ~ = = = Source ~ - - - - H
Data ]
A3 - Jx ~
A 1 B 1 c 1 D 1 = s - -
13l PivotTable Fields — >
2 = ;
Choose fields to add to =
37 report: L had
5 | [ PivotTable 1 | Tere—— o
6 | To build a report, choose fields
7 | from the PivotTable Field List ST =
8 SO HOA BON
9 NGAY HOA DOMN
10 | RAA I S
11
12 Drag fields between areas below:
13 | 1
il ¥ FILTERS 1l COLUMMNS
15 | [ —
16 |
17 =
=il = ROWS > VALUES
19 |
20
21 | -
_r.g_p—lshe—et‘ll . @ > > Defer Layout Upd...
= [222] {zag| == ! ] + 100%
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FivatTable Ficld List

Choose fislds to add to report:
T iraay

[ Thang

[Tisan PFhEm

& mhdm s

|| v Warc

[ S& Tiem

Drag fields betwesh g =lomn ¢
T Report Filter F Column L
Foha Worc - Thang

HE]  Row Labels b Valuss

(*) Slicer d@é loc dir li¢u véi Pivottable:

Slicer 1a mdt cong cu méi xuét hién tir Excel 2010 cung c?ip c4c nat ma ban co thé bAm
vao dé loc dit liéu bang hodc dit liéu PivotTable. Ngoai viéc loc nhanh, slicer con thé hién trang
thai loc hién tai, gitip nguoi dung d& dang chon ndi dung cu thé duoc hién thi trong PivotTable
da loc.

Dé co thé kich hoat chirc ning nay, thao tic nhu sau:

Budc 1: Chon 1 PivotTable ap dung -> chon thé Insert ctia thanh Ribbon -> Chon Slicer.

Insert Page Layout Formulas Data Review View Analyze Design Q Tell me what ant to d

e i ~ - I2- - ] (]
il Store = IE 7 i "
T R Tz Pi tl;l O I% = Ri I?d CIRX"‘;' IIII'I\i'P'ITFT ;e[);“ Li Col Win/ | S imeli
votTable Recommended Table  Pictures Online ... | & my Add-ins ~ ecommende w m o s . PivotCha ine  Column Win er fimeline
LD il Charts ', kx >j< © Map ~

PivotTables Pictures @+ Loss
Tables lllustrations Add-ins Charts & Tours Sparklines Filters

Budc 2: Chon 1 hodc nhiéu truong mudn thé hién céac dit liéu dé loc:

nsert Slicers [ >

sSTT
sS HOA BOMN
MGAY HOA BTN
FAR KH

TEM KHACH HAMG
PAE HH

TEMN HAMG HOA
sS LUOMNG

2O GLA

THAMH TIEM

THAMG

DK Cancel
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Budc 3: Trén ting Slicer ¢6 1 hodc nhiéu treong dé loc dit liéu theo muc tiéu béo céo:

'MA KH (AIl) ~
|Row Labels | - | Sum of SO LLFONG Sum of DON GIA Sum of THANH TIEN
Hang hoa 01 755 121,200 45,753,000
|Hang hoa 02 475 453 600 53 865,000
|Hang hoa 03 160 121,200 9.696,000
Hang hoa 04 818 285 200 38.779.040
Hang hoa 05 374 2,160,000 134,640,000
|Hang hoa 06 300 92,960 13,944,000
|Hang hoa 07 650 121,200 39,390,000
Hang hoa 08 460 105,600 24 288,000
|Hang hoa 09 280 54,000 7,560,000
|Hang haa 10 145 105,600 7.656,000
Grand Total 4417 3,620,560 375,571,040
TH... ¥= SO HOA... 7= TEN KHACH HA... 7—

4 | ~ | 00000041 - "CONG TY CO PHAN B

5 00000042 CONG TY TNHH AN N___

6 he | 00000043 CONG TY TNHH ANH ..

00000044 CONG TY TNHH BACH._ .
| 00000045 CONG TY TNHH DAU T_..
| 00000046 CONG TY TNHH MTV
00000047 o CONG TY TNHH THL___

6. Thuc hanh
Thao tac trén may
Lam cac bai tap thuc hanh cac ham da duoc gioi thiéu

#**IN BANG TINH
XEM TRUOC KHI IN:
Pé xem téng thé trudce khi in thi dung 1€nh File - Print Preview (hodc kich chudt vao nut
Print Preview trén thanh cong cu Standard)
DPINH DANG TRANG IN:
Trong thao tac dinh dang trang in gém c6: Pinh dang kho giéy, dinh dang 18, dinh dang
tiéu dé dau trang va chan trang, chon ving in...
Mo trinh don File - Page Setup, xuét hién hop thoai Page Setup:
- Ngin Page: Chon hudng in va kho gidy
+ Tai muyc Orientation: thay ddi kiéu in
Portrait: Pinh dang kiéu in ding
Landscape: Pinh dang kiéu in ngang
+ Tai muc Paper size: Chon khd gidy in
- Ngin Margin (hinh trén) ding dé dinh dang 1é trang:
+ Top: Lé trén + Left: L& trai
+ Bottom: Lé duéi + Right: L& phai
+ Header: Tiéu dé trén + Footer: Tiéu dé dudi
+ Center on page: Pinh ndi dung in nam giita trang theo chiéu ngang (Horizontally) hay
theo chiéu doc (Vertically)
- Ngin Header/Footer (hinh trén) dung dé tao tiéu dé dau va chan trang: Cac nat Custom
Header va Custom Footer lan lugt ding dé tao tiéu dé dau va chan trang.
Néu chon ntt Custom Header thi xut hién hop thoai dé tao tiéu dé dau nhu sau:

Ths. Kiéu Bich Hing Page 11
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- Chon ngan Sheet: dé chon ving in
+ Print Area: Dia chi viing can in trong bang tinh
+ Row to Repeat at top: Dong can ldp lai & diu mdi trang
+ Column to repeat at left: Cot can lap lai bén trai & moi trang in
+ Gridlines: In ndi dung bang tinh c6 duong ludi
+ Row and column header: In ca tiéu d& cot va sé thu ty dong

Pinh dang
+ Black and white: Chi in tring den
+ Draft quality: Ché d9 in lot
+ Comments: In chu thich (None: Khong in; At end of sheet: In chii thich ¢ cubi trang;
As displayed on sheet: In nhu dang hién thi trén sheet)
+ Cell errors as: Chi dinh in céac 6 bj 16i (Displayed: In nhu hién thi 16i; Blank:
Dé trong; -- Thay cac 6 161 bang dau gach; #N/A: Cac 6 bi 15i thi in chit #N/A)
+ Page order: Chi dinh thir ty in céc trang
Down, then over: Tir trén xudng va tir trai qua phai
Over, then down: Tir trai qua phai va tir trén xudng

THU'C HIEN IN BANG TiNH:

Chon 1énh File - Print, xuét hién hop thoai Print:
+ Name: Chon tén may in
+ Print range: Tai ddy chon muc All dé in hét tit ca cac trang hodc chon Page (s) dé in
tir trang (From)...dén trang(To)...
+ Trong Print what: In cac 6 va ddi twong dang chon (Selection), in sheet hién hanh
(Active Sheet(s)), In tit ca cac sheet (Entire workbook), chi in danh sach duogc chon trén
sheet (List)
+ Number of copies: S ban in ciia mdi trang

BAI 3. UNG DUNG KE TOAN TREN PHAN MEM KE TOAN DOANH NGHIEP

Cai dit hé thong

Xay dung co s¢ dit licu

Khai bao ban dau

Nhap dir liéu trén ching tir vao phan mém ké toan theo tirng phan hé nghiép vu
Thuc hién bit toan tong hop cudi ky

SRR

Kiém tra va in bao biéu ké toan

Gidi thiéu mot sé phan mém ké toan thong dung:
- Phian mém ké toan MISA; FAST; ...
- Lap S6 sach, Bao cao Ké toan trén ting dung EXCEL.

Ths. Kiéu Bich Hing Page 12
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Ké toan Excel

B 2 o

& MNew Workbook > Tao Worksheets dat tén thanh cac s6 ké toan t
heo mau Hinh thhre Nhat kv chung

L ESE A LUy TR

AL T

5ed B

2. Xay duwng co so dir liéu

2.1 WORKSHEET <sHTTK=>
Dat tén khdi. tén cot cho bang Hé théng tai khoan (HTTK)

-
Rl

Buoc 1. Quet khdi bang HTTK

Budc 2. Chon thé Formulas:
> Chon Define name = dat tén: HTTK

> ok
Budc 3. Chon Create from selection > Top row

= ok

Page 13
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22 WORKSHEET <CSDL>
< Dat tén khéi, tén c6t cho bang Co sé& dir liéu (CSDL)
Budc 1. Quét khbi bang CSDL
Budc 2. Chon thé Formulas
= Chon Define name > dat tén: CSDL > ok
Buwudéc 3. Chon Create from selection > Top row > ok

s3» Tao tinh ndna loc SHTK, cho c¢ét TK No; TK Co trona bana
Co s& d liéu (CSDL)
Budc 4. Chon 2 ¢t TK No, TK Co.
Budc 5. Chon thé DATA > DATAVALIDATION > Chon LIST
Budc 6. Trong 6 SOURCE:

> Nhé&n F3 » Chon SHTK > OK

2. Xay dwng co so dir liéu (tt)
2.3 WORKSHEET <BCDTK>

< Tao cdngd thirc két xuat di¥ liéu Lap Bang can ddi tai khoan

[1] SO HIEU TK=HTTKIA3

[2] TEN TK =VLOOKUP($A8;HTTK;2;0)
[3] SO DU DK NO' =VLOOKUP($A8;HTTK;3;0)
[4] SO DU BK CO =VLOOKUP($3A8;HTTK;4;0)
[5] SO PS NO =SUMIF(TK_No;$A8;Sd_tién)
[6] SO PS CO =SUMIF(TK_Cd%;$A8;Sb_tién)
[7]1 SO DU CK NO =MAX(0;(C8+E8)-(D8+F8))
[8] SO DU CK CO =MAX(0;(D8+F8)-(C8+EB8))

[9]; [10]; [11]; [12]; [13]; [14]= AUTO SUM

2. Xay dwng co s& diF liéu (tt) 1
2.4 WORKSHEET <SOCAIl>
< Tao cong thirc Lap Sé cai cac tai khoan
[1]1 SHTK =DATA VALIDATION —> LIST -= SHTK
[21 TENTK =VLOOKUP($E$5;HTTK;2:0)
[3]1 SO DU DK NQ =VLOOKUP($E$5;HTTK;3:0)
[4] SO DU BK CO =VLOOKUP($E$5;HTTK:4:0)
[51 NGAY NHAP =IF(OR(TK_No=$E%$5TK_C6=$E%$5):Ngay_nhép_di¥_liéu:"")
[6] SO CTLr =IF(OR(TK_No=$E$5,TK_C6=$E%$5);S6_ching tir;™)
[7]1 NGAY CTUF  =IF(OR(TK_No=$E$5.TK_C6=$E$5);Ngay_chinag tir:"")
[8] DIEN GIAI  =IF(OR(TK_No=$E$5:TK_C6=$E$5);Dién_qiai:"")
[9] TKDOI IPNG =IF(TK_No=$E$5:TK_C6:IF(TK_C6=$E$5: TK_No;"))
Ths. Kiéu Bich Hang Page 14
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2.4 WORKSHEET <SOCAI>
< Tao cong thrc két xuat dir liéu Lap S& cai cac tai khoan

[10] SO TIEN N¢ =IF(TK_Ng=3%$E$5;S4_tién;0)
[11]1 SO TIEN CO =IF(TK_Co6=8$E$5;Sé_tién;0)
[12] CONG PHAT SINH NO =SUM(F10+F...)
[13] CONG PHAT SINH CcO =SUM(G10+G...)
[14] SO DU CK NO =MAX(0;(FO+F ... )-(G9+G...))
[15] SO DU CK CO =MAX(0:(G9+G...)-(F9+F...))

2.5 WORKSHEET <B02-DN>
< Tao cong thirc Lap Bao cao két gua hoat déng kinh doanh

[11] THU NHAP KHAC =SUMIF(TK_C6."7117:S6_tién)
[12] CHI PHI KHAC =SUMIF(TK_No;"8117;S6_tién)
[13] LOT NHUAN KHAC =[11] - [12]

[14] TONG LOI NHUAN KE TOAN =[10] — [13]

[15] CHI PHI THUE TNDN HH =SUMIF(TK_No:"82117:S6_tién)
[16] CHI PHI THUE TNDN HL =SUMIF(TK_No:"82127:56_tién)

[17] LOT NHUAN SAU THUE TNDN =[14] — [15] — [16]

2. Xay dwng co s& diF liéu (tt)
2.5 WORKSHEET <B02-DN>

«+ Tao cong thirc Lap Bao cao két gua hoat déng kinh doanh
[1] DOANH THU BH, CCDV =SUMIF(TK_C6;,"5117;S6_tién)

[2]1 GIAM DOANH THU =SUMIF(TK_Ng;"521":85_ti&n)
[3]1 DOANH THU THUAN  =[1]1—1[2]

[4] GIA VvON HB =SUMIF(TK_Ng;"632":S5_tién)
[5]1 LO'I NHUAN GOP =[31—1[41

[6] DOANH THU TC =SUMIF(TK_C06;"515";56_tién)
[71 CHI PHI TAI CHINH =SUMIF(TK_N@;"635";56_tién)
[8] CHI PHI BAN HANG =SUMIF(TK_Ng;"641":56_ti&n)
[9] CHI PHI QLDN =SUMIF(TK_Ng;"642".S6_tién)
[10] LOT NHUAN THUAN  =[5] + [6] - [7] - [8] - [9]

[11] THU NHAP KHAC =SUMIF(TK_Co6;"7T117:S6_tién)
[12] CHI PHiI KHAC =SUMIF(TK_No;"8117;56_tién)
[13] LOT NHUAN KHAC =[111-[12]

Ths. Kiéu Bich Hing
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3. Khai bao ban dau
< M& danh muc Tai khoan chi tiét theo tirng déi twong
trén Hé thdng tai khoan (HTTK)
v’ Tai khoan Tién
¥ Tai khoan Naén hang
v’ Tai khoan Phai thu KH
v Tai khoan Vat tw, Hang héa
v’ Tai khoan CCDC, TSCD, Chi phi tra trwéc
¥ Tai khoan phai tra ngudi ban

I S O P

% Nhap sé du dau ky cac Tai khoan (Néu cé)

4. Nhap dir liéu trén chirng tir vao File ké toan Excel theo
tirng phan hé nghiép vu

« Hach toan nghiép vu mua;
ban phat sinh theo trinh tw ngay thang vao Sheet CSDL.

< Hach toan cac nghiép vu Tinh lvong,
cac khoan trich theo lwong theo quy dinh hién hanh.

10

4. Nhap dir liéu trén chipng tir vao File ké toan Excel theo

tirng phan he nghiép vu
File: Home et Page Layout " Diata 1
i - o A x| =l B PR — (= | £ >
reste o @l 5w A = |5 5E Eluerge scomsr © $ % 0 W A S .::::.I.'....E._.n G insen Duiere
£ Didn gl
-~ L] L3 -3 L r -3 H ¥ L] L

C0 SO DU LIEU

Ui i

Svima tis wch T Mivin Flamg chrs thesh o (35 3313 4.4 3 s

SEEEEEIEO RN »

RILICE

4 [ i e £ (it
Thd ST4IT i vike e khina irir [F5) EET] |
BOZ-DN | BOY-DMN | PHIEL THU | PHIEU CHI | BA .. @)

L]
&
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5. Lap céc bat toan téng hop cudi ky ‘
% Lap cac but toan va cong thirc két chuyén Doanh thu thuén:;
thu nhép khac
2 S K/C céac khoan giam Doanh thu
K/C cac khoan giam Doanh 511 521 Lal o
thy =SUMIF(TK_No;"521%.S6_tién)
K/C Doanh thu 1huén K/C Doanh LwthUéﬂ XBKQKD
i 511 911 ] Gl
XDKQKD =SUMIF(TK_C6:"511“S6_tién)
KIC Dosnh i1 Tai chiinl | K/C Doanh thu Tai chinh XD}’(Q}-(D
XDKQKD =SUMIF(TK_C6;"515%56_tien)
K/C THU NHAP KHAC XPKQKD
K/C Thu nhép khé 711 911 .
1 10ap hac ~SUMIF(TK_C6:“711S6é_tién)
5. Lap cac but toan téng hop cudi ky ‘
% Lap cac but toan va coéng thic két chuyén Chi phi; XD KQKD
KIC Gia von 911 632  WCoGiavén — =SUMIF(TK No;"632":Sé tién)
KICCPTaichinh 911 635 k¢ cPTC =SUMIF(TK_No"635"S6_tién)
K/ICCPBéanhang 911 641 K/C CPBH =SUMIF(TK_No;“641*:Sé_tign)
K/C CP QLDN 911 642 KIC CPQLDN  =SUMIF(TK_No;"642":56 tién)
i KIC CPKHAC  =SUMIF(TK_No:“811%S6_tién)
KIC CPThUé TNDN .. o5 :
e KIC CP Thué TNDN HH

=SUMIF(TK_No;“8211%S6_tién)
Thué TNDN phéi nép 8211 334 THUE TNDN PHAI NOP

KIC Lai 1L, 911 4211 KCLA/LO

BAO CAO KET QUA HOAT DONG KINH DOANH
Thang & Nam 2022
Brom vi tinh: Bbag

CHI TIEU M s 1::.'::' MR Ay Nikm trane
1 ] 3 + =
1. Doamh this ban bing v cung cap dich vy 1 L L] 1S58 725 000
2 doank thu 2 e
g 4n hang v cung chp % 1558725000
<
5 11 VIZT [ 1.143.184.000
3 & ban hang va cung cap dch = 415541000
ELTE = =
= agug tal chimh 1 Vizs
3 23 Viis
23
ang FT] 13824092
Iy doank nghidp FE] L0000
an tir hoat Agmge kink doani AT 1606208
- (24 + 25y
ET
az
13 Lgi uhmjn khic (40 = 31 _33) T =
14, Tomg Lyt mhudn ke todm trwes thad =0 401606908
(SO=304-40)
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BAI TAP THU'C HANH KE TOAN TIN HQC

Bai tap 1 : Mot doanh nghi€p ap dung phuong phap ké toan ké khai thuong xuyén. Trong ky
c6 cac nghi¢p vu kinh te phat sinh nhu sau : (BVT. 1.0004)

1. Xuét ban 1 16 thanh pham, gia xuat kho 80.000, gia ban 100.000, thué GTGT 10%. Bén
mua d4 nhan hang tai kho doanh nghiép, tién chua thanh toan.

2. Di thu duge tién cua nguoi mua & nghiép vu 1. Vi thanh toan trude thoi han nén bén mua
dugc huong 2% chiét khau trén tong gia thanh toan va chi thanh toan s con lai sau khi trir
chiét khiu. Ngan hang da chuyén vao tai khoan tién goi ctia doanh nghiép.

3. Xuit kho mot 16 thanh pham goi di, gia xuat kho 150.000, gia ban 200.000, thué GTGT
10%. Hang goi di bén mua chua nhan, dong thoi con chi tién mat tra tién van chuyén 16
hang nay 10.000.

4. Nhan duoc giéy bao bén mua da nhan dugc 16 hang goi di ¢ nghiép vu 3, tién chua thanh
toan.

5. Bén mua tra lai mot ntra 16 hang da xac dinh tiéu thu & nghiép vu 4 vi kém phém chit. Lo
hang nay di trd vé nhap kho.

6. Nhan duoc gidy bao c6 ciia ngan hang da thu dugc tién cua 16 hang dang goi di (Got tur
thang trudc). L6 hang nay co gia xuét kho 200. 000, gia ban 250.000, thué GTGT 10%.

7. Doanh nghiép dong y giam gia cho bén mua 1 s6 hang bi giam chat lugng, s tién giam gia
theo gia ban 14 10.000, thué GTGT 10%.

8. Ngan hang goi gidy bao vé khoan tra 1di tién vay 10.000 va thu 1ai tién goi 2.000.

9. Chi phi ban hang va chi phi quan 1y doanh nghiép phat sinh nhu sau :

10.

N¢i dung Vat | CCDC loai phian b6 | Luwong Trich theo Trich
lidu | 2 lan (gia xuit kho) lwong khau hao
Chi phi BH 2.000 4.000 10.000 22% 8.000
Chi phi QLDN | 1.000 2.000 5.000 22% 6.000

11. Tinh va két chuyén 13i 15 vé hoat dong kinh doanh vao cudi ky (gdm ca hoat dong tai
chinh)

Yéu cdu : Dinh khoan cac nghiép vu kinh té phat sinh trén.

Bai tip 2 : Doanh nghi¢p kinh doanh 1 loai san phém X, ké toan hang t6n kho theo phuwong
phap ké khai thuong xuyén, xac dinh tri gid hang ton kho theo phuong phap binh quan gia
quyén cudi ky

Thanh phim ton kho dau thang 1: TK 155 500sp (50.000.000)

Trong thdang 1 phat sinh cdc nghiép vu sau :

1. Nhap kho tir san xuat 200 san pham (PNO1)

Xuat kho 300sp ban cho khach hang (dd duoc xac dinh tiéu thy) (PX01)

Nhap kho tir san xuat 300sp (PN02)

Xuat kho ky goi dai Iy 250sp (PX ky goi dai Iy s6 14)

Dai ly bao da ban duge 200sp, 50sp con lai doanh nghiép nhén vé nhap kho (PN03)
Cubi thang ké toan lap phiéu tinh gia thanh : Gia thanh thyc te 105.000d/sp

ow%ww

Yeu cdu : Pinh khoan cac nghiép vu kinh té phat sinh trén. Biét rang gia ban 1a 130.000d/sp,
thué GTGT 10%. ) ’ ) ‘

Bai tip 3: Doanh nghi¢p tinh thu¢ GTGT theo phuong phap khau trir, ké toan hang ton kho
theo phuong phéap ké khai thuong xuyén, xuat kho theo phuong phap FIFFO, c6 tinh hinh nhu
sau:

806 dw ddu thang : TK 155A 2.400.000 (200SP)
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Tinh hinh phdt sinh trong thang:

1. Nhap kho thanh phim tir san xuat 800spA, gi4 thanh thyc té 1a 13.000d/sp.

2. Xuét kho 300 sp A ban thu tién mit. Gia ban chwa thué 21.000d/sp, thué GTGT 10 %.

3. Xuét kho ban chiu 500sp A, gia ban chua thué 21.000d/sp, thué GTGT 10 %. Vai ngay
sau, khach hang tra lai 40sp A chét lugng kém, doanh nghiép nhén lai nhap kho. Khach
hang thanh toan phan con lai sau khi trir chiét khiu thanh toan dugc huong 1% gia mua
hang con lai chua thué GTGT bang TGNH.

4. Nhan lai 10sp A ban thang trude bi tra lai, gia xuit kho 12.000d/sp, gia ban 18.000d/sp,
thué GTGT 10%, chi tién mat thanh toan.

Yéu cdu : Tinh toan va dinh khoan cic nghiép vu kinh té phat sinh trén.
Bai tap 4: Doanh nghiép ndp thué GTGT theo phuong phap khiu trir, ké toan hang ton kho
theo phuong phap ké khai thuong xuyén, xuat kho theo phuong phéap FIFO.
Thanh phim ton ddu théng :
SP A:2.000SP x 1.200d/sp
SP B: 3.000SP x  850d/sp.
Phat sinh trong thang nhw sau :

1. Nhap kho thanh pham tir san xuat 8.000spA, gia thanh thyc té 1a 1.180d/sp va 2.000sp
B, gi4 thanh thuc té 900d/sp.

2. Xuat kho 7.000sp A ban truc tiép cho khach hang M, Gia ban chua thué 1.800d/sp, thué
GTGT 10 %. Khach hang chua thanh toan.

3. Xuét kho 2.500sp B gdi di ban cho khach hang N. Sau d6 nhan dugc ching tir chip
nhan thanh toan cua khach hang N, gia ban chua thué 1.250d/sp, thué GTGT 10%.

4. Khéch hang A thanh toan tién mua hang ¢ nghiép vu 2 baing TGNH sau khi trir chiét
khiu duoc huong 1a 1% trén gia thanh toan..

5. Nhan lai 400sp M da ban thang trude bi khach hang tra lai, gia thanh thuc té lac xuat 1a
1.200d/sp, gia ban chua thué 1.600d/sp, thué GTGT 10%. S6 hang nay di dugc nhap
kho. Doanh nghiép da chi tién mit tra lai tién cho khach hang.

6. Nhan duoc gidy bao cua ngan hang vé khoan tién khach hang N thanh toan, ngan hang
da trir vao ng vay ngan han.

7. Xuit ban 1. 000sp B thu tién mat ngay, gia ban chua thué 1.200d/sp, thué GTGT 10%.
Sau d6 do s sp nay kém pham chit nén doanh nghiép phai giam gia 20% trén gia chua
thué va da tra lai khoan giam gia nay cho khach hang bang tién mat.

8. Chi phi ban hang gom tién lwong 500.000d (trich cac khoan theo Iwong ), vat liéu bao bi
50.000d, nhién liéu 80.000d, khdu hao TSCP 250.000D, dich vu mua ngoai phai tra
40.000d.

9. Chi phi quan Iy doanh nghiép gom tién lwong 1.500.000d (trich cic khoan theo luwong ),
phu ting thay thé 105.000d, khiu hao TSCP 250.000D, thué nha dat 100.000d, dich vu
mua ngoai phai tra 80.000d, chi phi khac bang tién tam tng 35.0004d.

10. Cudi thang :

- Sau khi khiu trir thué GTGT dau vaofolaf 480.000d, doanh nghiép dd nop thué GTGT
thang nay bang TM.

- K& toan két chuyén, xac dinh két qua kinh doanh.

Yéu cdu : Tinh toan, dinh khoan cac nghiép vu kinh té phat sinh trén.

Bai tip 5: Doanh nghiép san xuit va tiéu thy hai loai san pham A va B, nop thué GTGT theo
phwong phap khiu trir, ké toan hang ton kho theo phwong phap ké khai thuong xuyén, xac dinh
tri gla hang t6n kho theo phuong phap binh quan cudi ky.
C6 s6 dau ky nhw sau :

TK 155 A 52.000.000 (4.000SP)

TK 155 B 28.200.000 (2.000SP)
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Trong ky co cdc nghiép vu kinh 1é phat sinh sau :
1. Tong hop chi phi ban hang va chi phi quan ly phat sinh trong thang (Pvt. 1.000d)

Loai chi phi Chi phi ban hang Chi phi QLDN
Vat liéu phu 200 400

Phan bo CCDC 400 600

Tien luong phai tra 3.000 6.000
Trich cac khoan theo luong 660 1.200
Khau hao TSCb 300 600

Dich vu mua ngoai phai tra 400 1.400
Tam Uing 530 1.660
Tong cong 5.490 11.860

2. Tinh hinh tiéu thu trong thang :

a. Xuéat ban ( theo hop déng trao ddi 10.000 kg vat liéu chinh, gia vat li€u chua thué 1a
12.000d/kg) cho cong ty Vit tw 6.000sp A va 2.000sp B theo gia ban chua c6 thué 1a
16.000d/sp A va 20.000d/sp B. Cong ty Vat tu dd giao di hang nhung cudi thang hang
van chua vé nhap kho.

b. Xuét kho k¥ goi cong ty Bach hoa 1.000sp A va 1.000sp B, gia ky giri chua c6 thué 1a
17.000d/sp A va 21.000d/sp B. Hoa hong ky guri 13 5% gia ban chwa thué va thué GTGT
trén hoa hong 10%.

c. Xuit kho dung cho bd phan ban hang 40sp A va dung cho bé phan QLDN 60 sp B.

d. Nhén gidy bao ciia ngan hang :

- Cong ty vat tu dong y thanh Iy hop dong va thanh toan hét s6 no con lai.

- Cong ty bach hoa thanh toan tién 400sp A va 600sp B nhan kkys gdi di ban dugc sau
khi trir hoa hong va thué trén hoa hong.

3. Nhap kho trong thang 4.000spsp A va 2.500sp B, gia thanh thuc té nhap kho sp A la
12.200d/sp, sp B 1a 14.640d/sp.

4. Cubi thang khau trir thué GTGT dau vao véi thué GTGT phai nop va da ndp di thué
GTGT con phai ndp béng T™.

5. Két chuyén xéac dinh két qua kinh doanh.

Tai ligu bé sung : Thué suat thué GTGT dau vao (vat lidu va dich vy mua ngoai) va dau ra
(thanh pham tiéu thu) 14 10%.
Yéu cdu : Tinh toan va dinh khoan cic nghiép vu kinh té phat sinh trén.

UNG DUNG KE TOAN TREN PHAN MEM KE TOAN DOANH NGHIEP

*BAI LUYEN TAP THU'C HANH TREN PMKT MISA

Cong ty CP Ngoc Viét co nhu cau dung hoa don dién tir tir thang 5/2022.

A. Thong tin doanh nghiép:

Tén doanh nghi¢p: Cong ty CP Ngoc Viét

Dia chi: S6 463 Kim Ma, Phuong Ngoc Khanh, Quan Ba Pinh, Thanh phd Ha Noi.

Mi s6 thué: 0101243150

S6 tai khoan: 0001232225411, Ngan hang Dau tu va Phat trién Viét Nam, chi nhanh Ha Noi.
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Dién thoai: 04.632112452

Website: infongocviet.com.vn
B. Doanh nghiép ndp thué GTGT theo phwong phap khau trir.
I. Danh muc
1. Danh muc hang hoa

Ma hang Tén hang hoa Don vi tinh Don gia Thue suat
héa
GO01 Giay Puma boi 10.000.000 10%
G02 Giay Adidas boi 12.000.000 10%
GO03 Giay Nike boi 10.000.000 10%
2. Danh muc khach hang
Ma Tén khach Mai s6 thué Dia chi S6 tai khoan Ngan hang Emai
khach hang
hang
TBD Cong ty CP 0101243150- | S6493 Nguyén 0001232225411 tbd@gmail.com
xuét nhap 166 Trai, Thanh Ngén hang Nong nghiép
khau Thai Xuan, HANG6i | va Phat trién néng thon
Binh Duong Viét Nam Chi nhanh
Nam Ha Noi
VH Cong ty CP 0101243152 S6 123 Dich 0001254111223 inforVietha@gmail.c
Viét Ha Vong Hau, Cau | Ngan hang Néng nghiép om
Gidy, HiNG¢i | va Phat trién néng thén
Viét Nam- Chi nhanh Ha
Noi
HAN Cong ty CP 0101243153 12 Tran Cung, 0001232225412 hanco@gamil.com
HANCO Tir Liém, Ha Ngan hang Piu tu va
Noi Phat trién Viét Nam —
Chi nhanh Ha Noi
LYY Cong ty CP 0101243155 1000 Buong 0245232225412 Lyy@gmail.com
LYY Lang, Ha Noi Ngan hang Piu tu va
Phat trién Viét Nam —
Chi nhanh Ha Noi

Yéu cau:

1. Khai bao cac thong tin ban dau sau khi ddng nhap phan mém lan dau tién:

e Thiét lap thong tin don vi.
e Thict lap chir ky so.

2. Lap hd so ding ky sir dung hoa don dién tir cho cong ty CP Ngoc Viét gom:

e Quyét dinh 4p dung hoa don dién tir (Theo Thong tu 32/2011)
e Khoi tao 1 mau hoa don co ban 1 thué suit.
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© CONG TY CPNGOC VIET

& Mi 56 thué:0101243150

% Dia chi: 83 463 Kim M, Phuimg Ngoc Khinh, Quén Ba Binh, Thanh phé Ha Nai.
Dién thogi: 0974893633

© 56 tai khoan: (001232225411 - Ngin hing Du tir v Phit trién Viét Nam

HOA PON GIA TRI GIA TANG Mau
(Bdn thé hign cia hda dom dién ak) Kih
Nedy thing  ndm b
‘L Ho tén ngudi mua hing:
i+ Téndonvic
1= M sb thué:
o Dha chi:
t Hinh thitc thanh toan: S5 tai khoan:
STT | Tén hing héa, dich vy | Demvitinh | Séleonz | Domgid

Cong tién hang:

o a=a e

| Thué sudt GIGT: Tién thué GTGT:
_r 'If:ng tién thanh todn:
(2 | E—
F:— So tien viet bang chir:
.
"
L Ngwii mua hing Newdi bin hang
i
- (EY. ghi rd ho, 1n) (Y, ghird ho, €n)
fir

e Lap thong bao phat hanh héa don dién tir véi s6 luong 500 hoa don.

e Tai bo hd so ndp online va ndp truc tiép.
3. Khai bao danh muc khach hang, hang hoa dich vu.
Sau khi dugc co quan thué chip thuén viéc sir dung hoa don dién tir, cong ty CP Ngoc Viét bt
dau phat hanh héa don:
4. Lap héa don ban 80 d6i gidy ma GO2 cho cong ty CP Viét Ha.
5. Lap va phat hanh don ban 100 d6i gidy ma G02 cho cong ty CP LYY.
6. Lap va phat hanh hoa don ban 250 d6i gidy ma GO1 va 100 d6i ma GO3 cho cong ty CP
HANCO.
7. Lép, phat hanh hoa don ban 150 d6i gidy ma GO3 cho cong ty CP Viét Ha va guri ludn hoa don
cho khach hang.
8. Lap hoa don ban 200 d6i gidy ma GO1 va 150 d6i ma GO2 cho coéng ty CP XNK Thai Binh
Duong.
9. Phat hanh hoa don ban 80 dbi gidy ma G02 cho cong ty CP Viét Ha.(Tai nghiép vu 4)
10. Chuyén hoa don ban 250 dbi gidy md GO1 va 100 doi md GO3 cho cong ty CP HANCO
thanh héa don gidy. Ngudi chuyén d6i: Ké toan trudng. (Tai nghiép vu 6)
11. Lap bién ban huy hoa don ban 100 doi gidy ma G02 cho cong ty CP LYY. Do cong ty CP
LYY thay doi dia diém kinh doanh sang 142 Tran Cung, Ttr Liém, Ha Noi.(Tai nghép vu 5)
12. Lap hoa don thay thé cho hoa don ban 100 dbi gidy ma GO2 cho cong ty CP LYY. Do cong
ty CP LYY thay d6i dia diém kinh doanh sang 142 Tran Cung, Tir Liém, Ha Noi. (Tai nghép vu
5)
13. Lap bién ban diéu chinh giam gia ban 80 doi giay G02 tir 12.000.000 xudng con 11.500.000
cho cong ty CP Viét Ha. (Tai nghiép vu 4)

Ths. Kiéu Bich Hing Page 22



TIN HOC KE TOAN

14. Lap va phat hanh hoa don diéu chinh giam gia ban 80 d6i giay GO2 tir 12.000.000 xudng
con 11.500.000 cho cong ty CP Viét Ha. (Tai nghiép vu 4)

15. Phat hanh cung lac héa don tai nghiép vu 3, 7 va giri héa don ludn cho khach hang.

16. Guri hoa don Diéu chinh giam gia ban 80 d6i giay G02 tir 12.000.000 xudng con 11.500.000
cho cong ty CP Viét Ha.

17. Giri tat ca hoa don da phat hanh cho khach hang cung luc.

18. Tai tat ca cac hoa don da phat hanh vé.

19. Lap cac bao céo théng ké lién quan dén hoat dong quan 1y Hoa don dién tir cong cong ty
CP Ngoc Viét.

20. Lap mau bleu diéu chinh thong tin hoéa don cho cong ty CP Ngoc Viét do chuyén tru s
kinh doanh vé 1 15 Buong Lang, Péng Pa, Ha Noi dé nop cho co quan thué.

21 . Huy tat ca s6 héa don dién tir con lai (dd ding ky st dung véi co quan thué nhung chwa
phat hanh cho ngudi mua) cho cong ty CP Ngoc Viét do cong ty khong con nhu cau st dung.

** BAILUYEN TAP THU'C HANH THIET KE
SO SACH - BAO CAO KE TOAN TREN EXCEL

Thong tin chung vé doanh nghiép:

Tén don vi : Cong ty TNHH AAA

Pia chi: 11050 Nguyén Xi, Phuwong 36, Quan Binh Thanh, TP.HCM
MST: 0304351634

Hinh thirc s¢ hitu von: TNHH

Linh vue kinh doanh: Xuat nhap khau, Thuong mai va Dich vu
Vén ding ky: 1.000.000.000 dong.

Ngudi dai dién phap luit: Nguyén Vin ...

Giam dbc: ...; Ké toan trwéng: ....; Thi Quy: ....

Chinh sach ké toan tai cong ty:

Tinh thué GTGT theo phuong phéap khau tri.

— Tinh khau hao theo phuong phap duong thang.

—  Gia xut kho theo phuong phép .....

— Thuyec hién ché d6 ké toan theo TT 200/2014/TT- BTC ngay 22/12/2014
— Hinh thuc s6 ké toan ap dung: “Nhat ky chung”.

86 dw diu ky T06/20xx: (DVT: Dong)

—  Tién mit 560.000.000
—  Tién gui NH 190.000.000
—  Phai thu khach hang Hoa Binh ~ 150.000.000
—  Phai thu khach hang Loc Phat 90.000.000
—  Thué GTGT dau vao ky trudc 10.000.000

— Cong cu dung cu 21.839.600
— Hang hoéa 1 — Tti xach 42.000.000 (700 cai)
— Hanghoa 2 — Cap da 80.000.000 (800 cai)
— Nguyén gia TSCDb 733.944.195
— Hao mon TSCDb 84.417.360
— Vay ngén hang 200.000.000

— Phai trda nguoi ban Thanh Céong  180.000.000
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Phai tra nguoi ban Nhan Hung  100.000.000
Ngudn voén CSH 1.109.681.532
Lai chua phan phdi 203.684.903

Tinh hinh nghiép vu phat sinh trong T06/202x:

1.

2.

10.

11.

12.

13.

14.

15.

Ngay 03/06 Tha kho dd mua va nhap kho 3.400 cai Tai xach, don gia 60.000d/cai, thué
GTGT 10% chua tra tién cho cong ty CP XD Nhan Hung. Phiéu nhap 01.

Ngay 05/06 Nhap khau 7.500 Cip da ciia cong ty YEN Thuong Hai, Trung Quéc, theo
T khai s6: 396/NK/2015. Pon gia 100.000d/céi, thué suat thué NK 20%, thué GTGT
hang NK 5%. Phiéu chi nop tién thué 01, Phiéu nhap 02.

Ngay 06/06 ké toan 1ap Phiéu chi 01 thanh toan tién hang lan 1 cho coéng ty CPXD
Nhan Hung (theo HD 0011801 ngay 03/04), s6 tién: 15.000.000 dong.

Ngay 06/06 ké toan lap oy nhiém chi dé nghi ngan hang VIB chuyén khoan thanh toan
tién hang thang truéc cho Cty TNHH Thanh Cong, sd tién 180.000.000 dong. Ngan
hang di goi gidy bao no sd 162 va HD dich vu phi chuyén tién s6 0075, KH: TT/2014,
s tién 11.000d, thué GTGT 10% trir vao s du TGNH.

. Ngay 07/06 xuit ban cho cong ty CP Loc Phat (MST: 0303214307, d/c: 5/5 dudng Tan

Théi Nhat, P Tan Théi Nhét, Q12), sé luong 3.600 cai Tai xach, don gia ban chua thué
80.000 d/cai, thué GTGT 10%, chua thu tién, thdi han tin dung 30 ngay. Thu kho da
xuét kho. Phiéu xuét 01.

Ngay 08/06 xuit ban theo cho cong ty TNHH Hoa Binh (MST: 0100119480621, d/c: 35

Nguyén Van Ba, P Binh Tho, Thu Buc, TPHCM), sb lugng 5.500 cai Cap da, don gia
ban chua thué 180.000 d/cai, thué GTGT 5%, chua thu tién, thoi han tin dung 30 ngay.
Thu kho d4 xuat kho. Phiéu xuat 02

. Ngay 10/06 nhan duoc 1énh chuyén c6, Coéng ty CP Loc Phat chuyén thanh toan 50%

tién hang theo hoa don ngay 07/04.

Ngay 12/06 Nhap mua 5.000 cai Tai xach, chua tra tién cho cong ty CP XD Nhan
Hung. Thu kho d nhap kho. Phiéu nhap 03

Ngay 13/06 xuét ban cho cong ty CP Loc Phat (MST: 0303214307, d/c: 5/5 duong Tan
Théi Nhat, P Tan Thoi Nhat, Q12, TPHCM), sb lugng 3.800 cai Tai xach, don gia ban
chua thué 75.000 d/cai, ty 1& chiét khau 1,5% trén gia ban chua thué, thué GTGT 10%,
chua thu tién, thoi han tin dung 30 ngdy. Thu kho da xuét kho. Phiéu xuét 03

Ngay 23/06, nhan duoc gidy bao tién dién. Ke toan chi tién cho chi bao Hong Mai nhan
vién phong ké toan cua cong ty dé di nop tién dién. Tong so tién chi ra 1a 5. 105.500
ddng (da bao gom thué GTGT 10%). Chi Mai di nop du so tién trén. Ké toan tién hanh
phan b chi phi dién cho: BP BH 70%, QLDN 30%. Phiéu chi 02

Ngay 25/06 chi tién cude dich vu vién thong theo héa don 765972. Ké toan phan b chi
phi dién thoai cho: BPBH 60%, QLDN 40%. Phiéu chi 03

Ngay 25/06, nhan duoc gidy bao tién nudc. Ké toan chi tién cho chi Pao Hong Mai
nhan vién phong ké toan cua cong ty dé di thanh toan tién nudc. Tong sb tién chi ra 1a
568.560 dong (da bao gom thué GTGT 5%). Ké toan tién hanh phan bo chi phi dién
cho: BP BH 70%, QLDN 30%. Phiéu chi 04

Ngay 29/06 cong ty quyét dinh cho cong ty TNHH Hoa Binh dugc huéng CKTM 1%
trén gia ban chua thué cua 16 hang ban ngay 08/04 do cong ty TNHH Hoa Binh mua
hang voi sb lugng 16m.

Ngay 29/06 cong ty CPXD Nhan Hung quyét dinh cho cong ty TNHH AAA duoc
huong CKTM 2% trén tong gia thanh toan trén héa don mua tii xach ngay 12/04 do
mua hang véi s6 lugng 16n.

Ké toan chi tién cho chi Pao Hong Mai nhan vién phong ké toan cua cong ty dé di ndp
tién 13i vay thang 04 (1ai suat 2%). Phiéu chi 05
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16.

17.

18.

19.

20.

Ngay 29/06, Ngan hang VIB giri gidy bao c6 601 thong bao 1di TGNH phat sinh trong
thang 04 14 1.550.000 dong.

Ngay 29/06 Phan b6 chi phi lwong va trich cic khoan theo luong T04 theo quy dinh
hién hanh. (Cian cir vao sb lidu ¢ bang lwong BPBH 30.000.000, QLDN 20.000.000).
Ngay 29/06 Phan b6 CCDC thang 04 cho cic bd phan (Cin ctr vao bang phan bd cong
cu dung cu BPBH 1.000.000, QLDN 2.000.000).

Ngay 29/06 trich khau hao TSCP thang 04 cho cac bd phan (Can ctr vao bang tinh khau
hao TSCDb BPBH 2.000.000, QLDN 3.000.000).

Ngay 29/06 khau trir thué GTGT thang 04. Xac dinh s6 thué GTGT con phai ndp hoic
duge khau trr.

YEU CAU: Can cir vao tinh hinh nghiép vu phdt sinh ké todn tién hanh:

1)
2)

3)
4)
5)
6)
7)

Pinh khoan cac nghiép vu ké toan

Tinh toan dinh khoan trén ching tir vao co so di liéu theo mau (dinh khoan tai khoan
chi tiét).

Lap but toan két chuyén xac dinh két qua kinh doanh, khau trir thué GTGT.

Lap bang can dbi tai khoan (bang can dbi sd phat sinh).

Lap s6 cai.

Lap bang bao cao két qua hoat dong kinh doanh (Mau B- 02)

Lap bang bao cao tinh hinh tai chinh /Bang can d6i ké toan (Mau B- 01)

© © © Chiic cic em 1am bai tot © © ©
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