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Chuwong nay giup nguoi hoc:
v/ Hiéu vé s6 ké toan: khai niém, dic diém va tac dung.
v’ Biét phan loai so ké toan

v’ Biét duoc quy trinh m& so, ghi so, khoa so, chira so ke

toan va mot sO quy tac lién quan.
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7.1. SO KE TOAN

7.1.1. Khai niém so ké toan
7.1.2. Cac loai sb ké toan

7.1.3. Quy trinh m& s0, ghi sb, khda sb va

chira sO ké toan



7.1. SO KE TOAN

H
*
!

7.1.1. Khdi niém sé ké todn v Duwgc sic dung dé ghi
chép hé thong hoa thong
tin vé cdc hoat dong kinh
té tai chinh trén co sé so
lidu ciia cdc chirng tir ké
toan theo dung phwong
phap ké todn

v' 86 ké todn la nhitng
to s6 dwoc xdy dung
theo mbdu nhat
dinh,co lién h¢ chat
ché véi nhau '-I WIS sbem \.:

\_...-U:H*.f;-'-; ONGPsAb 0L com
———SS———

|

v’ Nhiam cung cdp cdc théng tin cé hé thong phuc vu cong tic linh
dao va quan ly cac hoat dong kinh té tai chinh trong don vi
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PAC PIEM CHUNG

CUA SO KE TOAN

v' 86 ké todn dwoc thiét ké theo mau nhat dinh.

v Cdc to so, cdc so ke todn cu thé coé maoi lién hé chdt
ché voi nhau.

v' 86 ké toan dwoc mé theo ky ké todn (thdng, quy, nim).

v’ Can cir ghi s6 ké todn la cdc chirng tiv ké todn; viéc ghi
chép tréen so ke toan phai theo dung phwong phap ke toan.
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» Muc dich va tac dung cua so6 ké toan

- 86 ké todn dung dé ghi chép, hé thong va luu
giii toan bo cdc nghiép vu kinh té, tai chinh da

phat sinh cé lién quan dén don vi ké toan.

- H¢ thong hod, tong hop sé liéu, lgp bdo cdo

ké todn va cung cdp théng tin phuc vu cho

cac nha quan ly.



7.1.2 Cac loai so ké toan

E

Theo ndi dung ghi chép trén so ké toan

S6 KT tong hop: SO cai, so nhat ky chung, s6 diang ky chtng tir ghi
s0, NK ching tur
SO KT chi tiét: So chi tiét TS, chi tiét thanh toan, so chi phi, s6
doanh thu....

Theo cach ghi chép trén so ké toan
S6 ghi theo thir tu thoi gian: Nhat ky chung, s6 dk chung tir ghi s6
S6 ghi theo hé thong: S6 cai, so ké toan chi tiét, nhat ky chimg tur
S6 két hop ghi theo thoi gian va hé thong: Nhat ky — So cai



Theo cau triuc mau sO

SO kiéu mot bén: S6 ca1 kiéu mot bén
SO kiéu hai bén: SO cai1 kiéu hai bén
SO ki€u nhi€u cot: SO cai kiéu nhiéu cot, NK — CT kiéu nhiéu cot

SO kiéu ban co: So cai ki€u ban co, NK —CT kiéu ban co

Theo cach thire t6 chire so

S6 dong thanh quyén

SO to 101
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NHAT KY CHUNG

Chirng tir — S6 tién
NT Didn oidi D? ghi STT TK
GS S6 Nedy s0 cai dong DU No Cé
Xuét kho b3
2/11 15 1/11 Hat kno ban X 1 632 | 1.713.000
thanh pham
2 155 1.713.000
3
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So6 ding ky chirng tir ghi 56

Navm...

Chirng tir ghi so

SO

Ngay

SO tién

Chirng tir ghi so

SO

Ngay
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SO CAI
(theo hinh thirc chirng tir ghi s6)
Tén tai khodn: Tién mit

NT Chirng tir _ S tién
, Dién giai TKDU Ghi chi
GS S6 Ngay No Cé
S6 dw dau nam XXX
1/1/N 1/1/N Thu no 131 3.277.500

- Cong SPS thang

- S6 du cudi thang
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NHAT KY - SO CAl

Chirng tir TK 111 TK 112 TK 113 TK 211 TK....

So tién
phat sinh
So Ngay N CcC [N |[cC N C N C N C

S6 thir Ngay thang

> D.‘X e
fur ohi sé ién giai

1 SDbK XXX

2 1/1/N 01 1/1/N Thu no khach hang 3.277.500 | 3.277.500

6 Cong chuyén trrang sau
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SO CHI TIET

Vit tw, san pham, hang hoa
Tén VL, SP, HH...

NT

Churng tur

GS

So

Ngay

Dien giai

TK
bU

Pon
gia

Nhap

Xuéat

SL

ST

SL

ST

SL

ST
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S6 cdi kiéu hai bén

Bén no

Bén co

Chirng twr TK Chirng twr TK
P - Dién giai doi S6 tién P - Dién giai doi S6 tién
So Ngay fng So Ngay fng
PT 1.11.N Nhap quy 112 12.000. | Aa/25 | 1.11.N Rut séc 111 12.000.00
112 000 6
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S6 “ cdi kiéu mét bén”

TK 111 “tién mdt”

Ching tr

SO

Ngay

Dién giai

Tai khoan
boi ung

SO tién

No

Co

68

1/11/N

Thu ng khach hang

131

10.000.000
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SO NHAT KY CHUNG TU' SO 1

Chirng tw Ghi c6 TK 111, ghi n¢ cac tai khoan
X . T Cong
S0 | Ngay Dién giai | 112 133 621 627 641 | 642 Co6 TK 111
37.455 374.545 412.000
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7.1.3. Quy trinh mo SO, ghi s0, khoa so va chita s6 KT
7.1.3.1. M6 s6 ké toan

Mo so ké toan
Khi nao phii mé gom nhurng cong
s0 ké toan? viee gi?




M¢ sé ké todn dwoc

thuc hién khi:

v' Don vi ké todn bt
dau hoat déng
(moi thanh lap)

v’ hodc bat diau mét
ky ké toin mdi
(nién dp ké todn
moi)

Cong viéc thwe hién khi mé so ké todn

v’ Xdc dinh danh muc soé ké todn can
mé va ding ky danh muc so ké todn

v' Ghi chuyén so dw diu ky

(Mgi don vi KT chi dwoc mo mot hé

thong s6 KT chinh thirc va duy nhat)




7.1.3.2. Ghi s0 ké toan

E

Cain cir dé ghi s ké toan??? Cdch ghi chép vao sé KT???
- Chieng tie ké todn hop 12, hy - Ditng mucc tot, khong phai d@é ghi
Iy, hop phap

- Cac chwng twr ké toan cdan phai

-Khong dwoc ghi xen ké, chong chéo;
khong bo cach dong

ghi sé kip thoi, ré rang, day di, - Phin khéng cé sé liéu phdi dwoc gach

trung thwe, chinh xdc vao cdc so chéo

ké todn lién quan; khong duoc - Khéng dwoc tuy ti¢n sita chita, tiy xod

bo sot hodc ghi trung chirng = Ml trén sé ké todn; khi cé sai sét phdi sira
tu/nghiép vu khi ghi so ke toan .

Hach todn chira s6 ké toan theo quy tic chira so.
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7.1.3.3. Chira so ké toan

s



7.1.3.3. Chira so ké toan

E
E

a/ Chira so ké toan bang phuong phap cai chinh
Piéu kién ap dung:

Sai sot trong dién giai hodc so liéu ghi sai nhung khong anh
hudng dén so ti€n tong cong, khong sa1 quan hé do1 ing tai khoan.
Phuong phap chira

Dung muc d6 gach ngang chd da ghi sai; sau d6 ghi lai s6
dung bang muc thudong 1€n phia trén; ngudi chira s6 va ké toan
troeong ky xac nhan (chi nén ap dung trong ké toan thu cong).
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b/ Phuong phap ghi bo sung

E

- Ap dung trong céc trudng hop:

+ Ghi s6t nghiép vu phat hién trude hodc sau khi cong so ké toan

+ S0 tién da ghi nho hon sb tién thuc té phai ghi, khong sai quan hé doi
ung ta1 khoan, phat hién sau khi cOng S0.
- Phuong phap chitra:

+ Néu ghi sot nghiép vu thi ghi bo sung nghiép vu da bi bod sét vao dong
tiép theo cua trang so; hodc ghi vao dong tiép theo ctia dong cong (truong hop phat
hién sau khi cOng sé)) sau do cong lai SO.

+ Néu ghi thiéu so tién thi ghi bd sung s tién da ghi thiéu (chénh léch gitta
sO phai ghi voi s6 da ghi)
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¢/ Phuong phap ghi s6 am

- Ap dung trong cac truong hop:

+ S0 d3 ghi 16n hon so dung phai ghi nhung khong sai quan hé
do1 ing ta1 khoan va phat hién duoc sau cong s6

+ Ghi trung (nghiép vu/ chitng tir ) so tién nhiéu lan.

+ Ghi sai quan hé doi tmg tai khoan.

- Phuong phap chira:
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7.1.3.4. Khoa so ké toan

E
!

Cubi ky ké toan phai tién hanh cac cong viéc khoa so ké toan,
bao gom cac cong viéc nhu:
Cong s6 liéu trén cac so ké toan (sb phat sinh, so du)
Lap cac bang tong hop chi tiét

I
I

+ Lap bang can d6i thtr tam thoi

+ Lap cac but toan diéu chinh, buat toan khoa so, doi chiéu sé liéu
I

Lap bang can do1 thur hoan chinh d€ chuan b1 1ap cac bao céo tai
chinh
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BANG CAN BOI THU

- Bang can doi thir (c6 tai liéu con goi 1a bang tinh nhap) né
1a bang liét k€ so du luy ké cac tai khoan tinh dén tho1 diém lap bang
de ki€m tra sO 11i¢u da ghi trén cac sé ké toan co b1 sa1 sot, nham lan
gi khong, ngoai ra con cung cap so li€u cho qua trinh ké toan ti€p
theo.

- Trong ca qua trinh so liéu ké toan can 1ap 2 bang can doi thir
1a:

+ Bang can d6i thir tam thoi: d6i chiéu kiém tra so liéu, cung
cap mot so so li¢u dé lap cac but toan di€u chinh

+ Bang can d6i thir hoan chinh: cung cap s6 liéu dé 1ap cac
bao cao tai chinh

- Can ctr 1ap bang can doi thir 1a cac so cai tai khoan.

27
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BANG CAN DOI THU

(BANG POI CHIEU SO PHAT SINH TAI KHOAN)

Thang.....Nam:....

E
E

TT

Tén tai khoan

Du dau ky

P/S trong ky

Du cuoi ky

No Co

No Co

No Co

Tong cong
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E

BUT TOAN KHOA SO

- Bt toan khoa so ciing 1a cac but toan do ké toan tinh toan,
tong hop xac dinh trén tai liéu ké toan lién quan (nhu bang céan
do6i thir chang han).

- Bt toan khoa s6 dugc thuc hién vao cuodi ky sau khi 1ap
bang can do6i thur tam thoi va but toan diéu chinh, thudng cé cac
but toan khoa so sau:

1- Cac but toan khoa so céac tai khoan chi phi: 1a cac but
toan két chuyén chi phi (sau khi két chuyén chi phi thi cac Tai
khoan “Chi phi...” khong con so du)
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E
E

2- Céc but toan khod so céc tai khoan doanh thu:

1a cac but toan két chuyén doanh thu, nhu két chuyén doanh thu
ban hang...(sau khi két chuyén doanh thu thi cac Tai khoan “Doanh
thu...” khong con so du).

3- Bt toan khoa so tai khoan xac dinh két qua:

két chuyén 14i, 16 (sau khi két chuyén 13i/16 thi Tai khoan “Xac
dinh két qua kinh doanh” khong con so du

TAt ca cac but toan diéu chinh, but toan khoa so déu duoc ghi vao
SO nhét ky, sau do ghi vao SO céi tai khoan, sau d6 ké toan lap Bang can
d6i thir hoan chinh va 1ap cac Bao cdo tai chinh.
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7.2.1 Khai niém hinh thirc ké toan

Hinh thirc ke toan 1a hé thong to chirc so0 ké toan, bao om
sO luong s0, két cau cac loai s0, moi quan h¢ gitra cac 10a1 SO
trong VIEC gh1 chép, tong hO’p, hé thong hoa so liéu tu cac chung
tu k€ toan theo mot trinh tu va phuong phap nhat dinh nham cung
cap céc so liéu can thiét cho viéc 1ap cac bao cao ké toan.

Str dung nhirng so ke
toan nao?

Theo quy dinh hién hanh
(TT200; TT133) Cac doanh
nghiép dwoc thiét ké mau
s0, ghi chép theo yéu cau
quan ly cua d?anh nghiép.

Trinh tu va
phuwong phap ghi
sO nhw thé nao?
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7.2.2. Cac hinh thirc ké toan

NHAT KY - SO CAI
CHUNG TU GHI SO

NHAT KY CHUNG

NHAT KY - CHUNG TU

KE TOAN MAY
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HINH THU’C KE TOAN NHAT KY - SO CAI

th

Tat ca cac nghiép vu kinh té tai chinh phat sinh
Pac duwoc két hop ghi chép theo trinh tw thdi gian
trng  va theo nodi dung kinh té trén cung mét cudn sb
ké toan tbng hop duy nhat 1a Nhat ky - Sé cai.

 Nhat ky - S6 cai

sO KT « SO va thé ké toan chi tiét.

Cac loai




HINH THU’C KE TOAN NHAT KY - SO CAI

BO: i, NHAT KY - SO CAl
Pon vij tinh: déng

NHAT KY SO CAl
TT  Ngay Chirng tur Didn  Taikhoan  Sb TK 111 TK 112
ghisO  gséhieu Ngay 9@  No co U No C6 No  Co
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HINH THU’C KE TOAN NHAT KY - SO CAI

Chuirng tir gbc

E
E

y

|

Bang tdng hop CTG

\4

S, thé ké toan chi tiét

|

NHAT KY - SO CAl

l

ﬁ

Bang tong hop chi tiét

A

B4o c4o ké toan

<

v

Ghi hang ngay

——  Ghicudi ky

s > _Dél Ch'éu, klém tra
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HINH THU’C KE TOAN NHAT KY - SO CAI

E
E

v' Ul diém

* Mau s6 don gian, dé kiém tra, do61 chiéu

v Nhuoc diém

* Kho phan cong cong viéc
» Chi thich hop véi don vi ¢c6 quy md hoat dong nhd, sb

lwong nghiép vu khong nhiéu
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HINH THU’C KE TOAN NHAT KY CHUNG

Tat ca cac NVKT phét sinh déu phai dwoc ghi
vao sd Nhat ky chung, theo trinh ty thoi gian
phat sinh va theo ndi dung kinh té. Sau do6 lay
sO liéu trén cac s6 Nhat ky dé ghi vao sb cai
theo trng nghiép vu phat sinh.

Pbac
trung

» S6 nhat ky chung
Cacloai * SO nhat ky dac biét
sOKT  « SB cai
« S6 va thé ké toan chi tiét.
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Ngay
ghi s6

HINH THU’C KE TOAN NHAT KY CHUNG

Chuirng tw

S6

Ngay

NHAT KY CHUNG
Thang ...... nam.........
Pon vi tinh: dong

Dién giai Paghi  Sb hiéu
sb cai TK

Coéng chuyén trang sau

38
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No
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HINH THU’C KE TOAN NHAT KY CHUNG

Thang ...... nam.........
Pon vj tinh: dong
Ngay  Ching tir Dién giai Ghi No Ghi co6 cac TK
ghisd g4  Ngay TKIT 431 511 512 515 TK khac

Sé hieu Sé tién

Cong trang 1
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SO CAl
Tén tai khodn: Tién mat - S hiéu: 111

Thang ...... nam......
Pon vij tinh: déng
Chirng tw Dién giai Trang TK Sé tién
Sé Ngay nhatky  doi ing No Cé
S6 dw dau ky

Coéng s6 phat sinh
S6 dw cubi ky
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Chirng tir goc

Nhat ky l B S
AR —— S, thé ké toan ch
SUTVERI NHAT KY CHUNG o et oo e

| ﬁ

> S cai — , | Bang téng hop chi
tiet
Ghi hang ngay v
————  Ghi cudi ky Bang can.dm sO phat
sinh
"""""""""""""""""""" > DObi chiéu, kiém tra
' |
Bao cao tai chinh <
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HINH THU’C KE TOAN NHAT KY CHUNG

E
E

v' Uu diém

* Mau so don gian, dé ghi chep, dé phan cong cong viéc

v Nhuoc diém

» Khoi luong cong viée ting do ghi chép trung lap nhiéu

e Chi thich hgp v61 nhitng doanh nghi€p c6 quy mo 16n
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HINH THU'C KE TOAN CHUNG TU GHI SO

Pic “Chirng tir ghi s6” 14 cin cir truc tiép dé

trung

ghi so ké toan tong hop.

- S0 Cai
Cacloai - S0 ddng ky chiing tir ghi s6
sO KT - Bang can déi s6 phat sinh tai khoan

- Cac sd, thé k& toan chi tiét
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HINH THU'C KE TOAN CHUNG TU GHI SO

E

Mau chirng tr ghi sé

NOi dung SO hiéu TK SO tién
NG Co
Ccong
Ngudi ghi sO Tha trudng don vi K& toan trudng
(ky, ho tén) (ky, ho tén) (ky, ho tén)
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HINH THU'C KE TOAN CHUNG TU GHI SO
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HINH THU'C KE TOAN CHUNG TU GHI SO

E
!

v’ Uu diém

 Mau so6 don gian, dé ghi chép, do1 chiéu, kiém tra,
thuan tién cho phan cong cong viéc ké toan.

v Nhuoc diém

* Ghi chép trung lap, khoi lugng cong vi€c nhi€u, viéc
ki€m tra don vao cuoi1 thang.
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HINH THU'C KE TOAN NHAT KY CHUNG TU ﬂﬂ

- Tap hop cac NVKT PS theo bén c6 ciia cac TK két hop véi phan tich cac
NVKT theo cac TK d6i ing no
- Két hop viéc ghi cheép cac NVKT PS theo trinh tu thot gian voi viée hé théng
Pac  cac NV theo ND KT (theo TK).

trweng - Két hop viéc HT tong hop voi HT chi tiét trén cing mot so KT va trong cling
mot qua trinh ghl chep
- Str dung cac mau so in san cac quan hé doi tng tai khoan, chi tiéu quan 1y kinh
té, tai chinh va 1ap bao cdo tai chinh.

- Nhat ky ching tu’ (10 nhat ky);
Cac loai - Bang ké (10 Bang keé);
sO KT - S8 Cai (mau theo hinh thrc Nhat ky chirng tur);
- SO hodc thé ké& toan chi tiét.
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HINH THU’C KE TOAN NHAT KY CHUNG TU

Mau Nhéat ky - Chirng tur
Nhat ky chirng tir S6 2 - Ghi C6 TK 112 - Tién gtti Ng&n hang
Thang nam

., Cong
n Ghi c6 TK 112 — TGNH ,
.| et NGi R Co TK
SO Ghi no cac TK
T dung 112
s| N 111 133 151 152 | 153 | 156 | 211 | 311
P& ghi sé Céi ngay....thang....ndm
Nguoi ghi s6 Ké toan truwéng Giam dbc

48
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HINH THU’C KE TOAN NHAT KY CHUNG TU

Chwng tr goc

|

S6 ké toan ct

Nhat ky CT

Bang chi tiét SPS

B4o cao tai chinh va cac bao cao ké toan khac
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HINH THU’C KE TOAN NHAT KY CHUNG TU

v’ Uu diém

e Giam bdt khoi luong cong viée ghi chép cia KT cong
viéc déu trong thang, thong tin kip thoi

v Nhuoc diém

* Mau so phurc tap, do1 hoi can bd ké toan phai ¢6 trinh

do chuyén mon cao.

50



HINH THUC KE TOAN TREN MAY TINH

6\

bac trung:
Cong viéc ké toan duoc thuc hién theo mdt chuong trinh
phan mém ke toan trén may vi tinh

D

C
S6 ké toan:

Phan mém ké toan duoc thiét ké theo hinh thirc ké toan
nao thi str dung so6 ctia hinh thirc d6
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HINH THU'C KE TOAN TREN MAY TIiNH

, S6 ké toan
Chung tur ké toan SO téng hop
So chi tiét
PHAN MEM

KE TOAN :
Bang tong hop '
chirng tur ké toan -Bao cao TC
cung loai -Bao cao QT

MAY VI TINH




V' /) CAM ON CAC BAN
<P DA LANG NGHE



