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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin c6 thé duoc phép
dung nguyén ban hoac trich dung cho cac myc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh Iéch lac hoac st dung véi muc dich kinh doanh
thiéu lanh manh s€ bi nghiém cam.



LOI GIOI THIEU

Ké toan 13 mot cong cu quan trong khong thé thiéu trong qua trinh quan 1y hoat
dong ctia mot t6 chirc. Vi mong mudn cung cap day du kién thire vé cac van dé xu 1y
thong tin ké toan, t6 chirc, danh gia mot hé thong thong tin ké toan trong ca hai méi
truong xtr 1y bang tay va xtr Iy bang may, mon hoc Ung dung phan mém trong ké toan
dugc thiét ké giang day cho sinh vién chuyén nganh ké toan bao gdbm 5 chwong trinh
bay nhitng kién thirc co ban vé cach xtr 1y thong tin ké toan bang phan mém MS Excel
trong diéu kién ap dung hinh thtrc ké toan Nhat ky chung.

Tai liéu nay duoc bién soan nham phuc vu cho cong tic giang day va nghién
ctru. Pong thoi con ¢ § nghia:

-Gitp sinh vién lam quen véi qua trinh xir 1y ké toan théng qua viéc st dung
phan mém Excel.

-Cung cép kién thirc gitip sinh vién t6 chiic cong tac ké toan trong diéu kién tin
hoc hoa.

-Gitp sinh vién tiép can cong tac ké toan trén thyuc té trong diéu kién gia dinh
doanh nghiép da tin hoc hoa cong tac ké toan.

Dé dép tng yéu cau giang day, hoc tip va nghién ciru, yéu cau_thyc tién trang bi
cac kién thirc co ban vé thong ké doanh nghiép cho hoc sinh, sinh vién khéi nganh kinh
té dap tmg duoc chuong trinh khung ctia Bo Lao dong — Thuong binh va X4 hoi, Khoa
Kinh té - X4 hoi va Nhan vin trudng Cao diang Cong dong Pong Thap bién soan Giao
trinh Théng ké doanh nghiép (dung cho trinh d6 trung cap va cao dang)

Gi4o trinh duoc thiét ké gdbm 5 chuong nhu sau:

Chuong 1:  T6 chirc dit liéu

Chuong 2:  Lap s6 nhat ky



Chuong 3: S cai va S6 chi tiét
Chuong 4:  Lap bang can ddi sb phat sinh
Chuong 5:  Lap béo cdo tai chinh

Trong qua trinh bién soan, tac gia da tham khao nhiéu tai liéu lién quan ctia cac

truong Pai hoc, Cao dang, Trung cip va cdp nhat nhing kién thirc méi nhét.

“Tac gia chin thanh cam on cac dong nghiép di giup d& trong qua trinh bién
soan gido trinh nay. Mic du di c6 nhiéu cb ging, song do lan dau bién soan va ngudn
tai liéu tham khao c6 han nén kho tranh khoi nhiing thiéu sot. Tac gia rat mong nhan
dugc su dong gop ¥ kién cua cac ddng nghiép va ban doc dé 1an tai ban sau gido trinh
duogc hoan thién hon.

Xin tran trong cam on.
Pong Thap, ngdy thang nim 2017
Chu bién
PHAN VAN PAT
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GIAO TRINH MON HOQC

Tén mén hoc: TIN HOC KE TOAN
M& mdn hoc: MH25KX 6340301

Thoi gian thwe hién mon hoc: 45 gio; (Ly thuyét: 15 gio; Thuc hanh, thi nghiém,thao
luan, bai tap: 25 gio; Thi/kiem tra két thdc mon hoc: 5 gio, hinh thirc: thuc hanh)

I. Vi tri, tinh chat ciia mén hoc:

- Vi tri: M6n hoc Tin hoc ké todn thuoc nhém cac moéon chuyén moén duge bo tri gidng
day sau khi da hoc xong cac mon chuyén mon cua nghé.

- Tinh chat: Mén hoc Tin hoc ké toan 1a mén hoc st dung bang tinh Exel ing dung vao
thuc hanh cong tac ké toan.

I1. Muc tiéu mon hoc:
- Vé kién thire:

+ Trinh bay dugc cac ham co ban trong phan mém Excel ¢6 lien quan dén mén
hoc.

+ Trinh bay duoc cac budc luan chuyén ching tir ké toan, tao 14p cac bao cdo tai
chinh trén phan mém Excel.

- Vé ky nang:

+ Van dung duoc phén mém Excel vao cong tac ké toan.
- Ve nang lwc ty chu va trach nhiém:

+ Nghiém tic khi nghién ctru

+ C6 tinh than lam viéc hop tac, c6 thai do 1am vi€c tich cuc, chu dong sang tao,
co ky luat va tac phong cong nghiép.

II1. N§i dung mon hoc:
1. Noi dung téng quat va phan bo thoi gian:

Thuc
hanh,
Téng | Ly thi 1 Kiém
Stt Noi dung £ %, | nghiém,
i) thuyét A tra

thao

luan, bai

. tap
1 | Chuwong 1: TO CHUC DU LIEU 3 3 0 0

viii



1. On tap va B6 sung mot s6 kién
thirc can ban vé Excel.

2. Hinh thuc ké toan.

3. T6 chic dir liéu ké toan.

Chuong 2: LAP SO NHAT KY
1. Lap s6 nhat ky chung
2. Lap sb nhat ky thu tién
3. Lap s6 nhat ky chi tién

10

Chuong 3: SO CAI - SO CHI TIET

1. Sb cai
2. Sb chi tiét

10

Chuong 4: LAP BANG CAN POI SO
PHAT SINH

1. Lap bang can ddi sb phat sinh
2. Lap bang tong hop chi tiet

Kiém tra

Chuong 5: LAP BAO CAO TAI
CHINH

1. Lap bang can ddi ké toan
2. Lap bao cao két qua kinh doanh
3. Lap bdo cdo luu chuyén tién t¢

On tap

Thi/kiém tra

N

Cong

45

15

25




~ CHUONG 1
TO CHUC DU LIEU
Ma Chuong: MH 25-01

Muc tiéu:

Gilip nguoi hoc ciing ¢é lai mot s6 ham vé sé hoc, logic, thong ké, chudi, do
tim... lam tién dé cho viéc thiét Idp va tinh todn cdc biéu ban trong cong tdc ldp bdo
cdo tai chinh trong doanh nghiép.

T6 chite dir liéu ké todn trén bdang tinh Excel.

1. On tap va bo sung mdt s kién thirc cin ban vé Execl:
1.1. Nhom ham so hoc:
+ Abs(s0):  tra vé gia tri tuyét doi cia mot so.

Vidu: =Abs(10) - 10
=Abs(-10) — 10
+ Int(sd):  tra vé phan nguyén ciia mot so.
Vidu: =Int(545) —> 5
=Abs(5.65) —» 5
+ Mod(sd bi chia, so chia): tra vé phan du cua phép chia nguyén
Vidu: =Mod(7,3) — 1
Vidu: =Mod(11,3) —» 2
+ Round(s6 cin l1am tron, vi tri lam tron): 1a tron s6 theo vi tri chi dinh
VD: ROUND(123.456,2)=123.46
ROUND(123.456,0)=124
ROUND(123.456,-1)=120

1.2. Nhém ham logic:
+ Not(gia tri logic): tra vé gia tri phu dinh.

Vidu: 6 Al chtra 5, 6 A2 chira 8
=A1>A2 —  False
=Not(A1>A2) —  True

+ And(gia tri logic 1, gia tri logic 2, ...):



Tra vé True, néu tat ca moi ddi sd déu 1a True
Tra vé False, néu c6 it nhat mot ddi sb cua nd 1a False
Vi du: =AND(5>3, 15<18) —»  True
=AND(5>3, 15<10), - False
+ Or(gia tri logic 1, gia tri logic 2, ...):
Tra vé False, néu tat ca moi ddi sd déu la False.
Tra vé True, néu c6 it nhat mot dbi sb cua né 1a True.
Vi du: =0r(5>3,15<10) —  True
=0r(5<3, 15<10), — False
+ If(diéu kién, biéu thic 1, biéu thirc 2):
Néu diéu kién cho két qua 1a dung, thi ham tra vé biéu thic 1.
Néu diéu kién cho két qua 1a sai, thi ham tra vé biéu thuc 2.
Vi du: =If(5>3,”nam Ién hon ba”,”nam nhé hon ba™)

1.3.Nhém ham thong ké:
+ Average(so 1, s0 2, ...) : trd v€ gia tri trung binh cOng

Vi du: =Average(4,5,6) — 5
+ Max(sd 1, s6 2, ...) : tra vé gia tri 16n nhat
Vi du: =Max(4, 5, 6) - 6
+ Min(s6 1, s6 2, ...) : tra vé gia tri nho nhat
Vi du: =Average(4,5,6) —»> 4
+ Sum(sod 1, 56 2, ...) : tra vé tong sd.
Vi du: =Sum(4, 5, 6) - 15
+ Count(sd 1, s6 2, ...) : dém céac 6 chira gia tri s6.
Vi du: =Count(4, “A”,6) — 2
+ CountA(sd 1, s6 2, ...) : dém cac 6 chira gia tri.
Vi du: =Count(4, “A”, 6) - 3
=Count(4, “A”, 6, ) - 3

+ SumIf(Khdi chi muc, Piéu kién, Khoi tinh tdng) : tinh tong co diéu kién.



v/ Khéi chi muc:  Khdi duge so sanh véi diéu kién.
v’ Diéu kién: C6 thé 1a mot gia tri hay mot chudi chira biéu thirc so sanh.
v/ Khéi tinh téng:  Khéi duoc tinh téng.
+ CountIf(Khdi chi muc, Piéu kién) : dém cac 6 thoa man diéu kién.
v/ Khéi chi muc:  Khdi duge so sanh véi diéu kién.
v’ Piéu kién: Co thé 1a mot gia tri hay mot chudi chua biéu thirc so sanh.
Vi du: Lap cong thirc tinh tong sd tién va sd luot ban cho bang tong hop theo
Tén mat hang.

Bang 1.1: Bang téng hop tén mat hang - 01

A B C D E
1 Béang ké
2 Tén mat hang Loai S6 luong Don gia Thanh tién
3 Gao 2 5 55 275
4 Nép 1 4 75 300
5 Gao 1 6 65 390
6 Gao 2 4 55 220
7 Nép 1 12 75 900
8
9 Bang tong hop
10 Tén mit hang Tong tién | S6 luot ban
11 Gao 885 3
12 Nép

Cong thure cho 6 B11:

=SumlIf($A$3:$A$7,A11,$F$3:$F$7) — 275+390+220 = 885
Cong thure cho 6 C11:

=CountIf($A$3:3A$7,A11) —» 3

1.4. Nhém ham xir ly chubdi:
+ Len(chuoi): trd vé s6 cho biét d§ dai ctia chuoi.



Vi du: =Len(“Nguyen Van An”) — 13

+ Left(chudi, n): trich (14y) ra n ky ty tinh tir bén trai ca chudi.
Vi du: =Left(“CDCD DPoéng Thap,4) — “CBCD”

+ Right(chudi, n): trich (1ay) ra n ky tu tinh tir bén phai cta chudi.
Vi du: =Right(“CDCP DPdng Thap”,9) — “Pong Thap”

+ Mid(chudi, m, n): trich (ly) ra n ky ty bat dau tai vi tri m trong chudi.
Vi du: =Mid(“CDCP Pong Thap”,6,4) —  “DPong”

+ Trim(chudi): cit bo tit ca cac khoang trang thira trong chudi.
Vidu: =Len(“Nguyen @ Van An”) — 19

=Len(Trim(“Nguyen Van An”)) — 13

+ Lower(chudi): chuyén tat ca cac ky tu trong chudi thanh chir thuong:
Vi du: =Lower(“DPONG THAP”) — “ddng thap”

+ Upper(chudi): Chuyén tat ca cac ky tu trong chudi thanh ky ty in hoa.
Vi du: =Upper(“Pong Thap”) — “DONG THAP”

+ Proper(chudi): chuyén cac chit ddu mdi tir thanh chit hoa
Vi du: =Proper(“chao cac ban”) — “Chao Céac Ban”

=Proper(“CHAO CAC BAN”) — “Chao Cac Ban”

+ Value(chudi): d6i chudi ra sd
Vi du: =Value(“123”) - 123

+ Text(Value, format_text): Dung dé ddi s6 thanh chudi theo dang format_text.
VD: TEXT(2800,7$0.00”) 1a $2800.00

1.5. Nh6ém ham tim kiém:
+ Vlookup(gia tri tim, bang dir li¢u, cgt khai thac, ma do tim): ham do tim mot gia

trj trong cot bén trai ctia bang dit lidu va tra vé gia tri twong mg trong cot khai thac.
v/ Gia tri tim: 12 gia trj duogc dung dé do tim trong cot bén trai cua bang dit
liéu.

v Bang dir li¢u: 1a ving chira dit liéu duge do tim 1an khai théc.



v/ Cot khai thac: 13 s thir tr cta cot khai thac trong bang dit 1iéu, noi ham s&
lay gia tri tra vé.
v M& do tim: xac dinh ta mudn chon cach do tim chinh xac hay gin dung:

1 (hodc b6 qua): ham s& thyc hién do tim gia tri bang hodc nho ké véi
gia tri ding dé do tim. Piéu kién 1a cot dir liéu bén trai cua bang dir liéu phai xép thu ty
tang dan.

0: ham s& thyc hién do tim gi4 tri bang véi gia tri dung dé do tim.

+ Hlookup(gia tri tim, bang dir liéu, dong khai thac, ma do tim): ham do tim mot
gia tri trén dong dau tién cua bang dir liéu va tra vé gia tri twong tng trong dong khai
thac.

v Gia tri tim: 13 gia tri duoc dung dé do tim trong dong dau tién cia bang di
liéu.

v/ Bang dir liéu: 1a ving chta dit liéu duoc do tim 1an khai thac.

v/ Dong khai thac: 1a sb tht ty ciia dong khai thac trong bang dir liéu, noi ham
s& 14y gid tr tra vé.

v M& do tim: xac dinh ta mudn chon cach do tim chinh xac hay gin dung:

1 (hodc b6 qua): ham sé& thyc hién do tim gia tri bang hodc nho ké véi
gia tri dung dé do tim. Piéu kién 1a cot dir lidu bén trai cta bang dir liéu phai xép thir tu
tang dan.

0: ham s¢ thuc hién do tim gia tri bﬁng voi1 gia tri dung dé do tim.

+ Index(bang dir liéu, dong, cdt): ham truy xuét gia tri trong bang dir liéu, néu biét
thir tr dong va cdt cua 6 chura gia tri do.

v Bang dir liéu: 1a ving dir liéu dugc tham chiéu.

v/ DONng: xéac dinh tht ty dong cia 6 chira dir liéu can truy xuat.

v/ Cot: xac dinh tht ty cot ctia 6 chira dir liéu can truy xuét
+ Match(gia tri tim, khoi chi muc, ma do tim): ham do tim mot gia tri trong khéi chi
muc va trd vé vi tri ciia gid tri tim thdy.

v’ Gia tri tim: 13 gi tri duoc ding dé do tim trong khdi chi myc..



v/ Khéi chi muc: 13 ving chira dit liéu duoc do tim (khéi chi myc [a 1 dong hay
1 cot).
v M& do tim: xac dinh ta mudn chon cach do tim chinh x4c hay gn dung:
1 (hodc b6 qua): ham s& thyc hién do tim gia tri bang hodc nho ké véi
gia trj dung dé do tim. Piéu kién 13 khéi chi myc phai xép tht ty ting dan.
-1 : ham s€ thuc hién do tim gia tri b'fmg hodc 1én hon ké véi gia tri dung
dé do tim. Diéu kién 1a khdi chi muc phai xép tht ty giam dan.
0: ham s& thuc hién do tim gié tri bang véi gia tri dung dé do tim.

Vi du: Lap cong thuce tinh don gia cho bang ké nhu sau dua vao Tén mat hang

va Loai.
Bang 1.2: Bang tong hop tén mit hang - 02
A B S D E
1 Bang gia
2 | Tén mat hang/Loai 1 2 3
3 Gao 65 55 50
4 Nép 75 65 58
5
6 Bang tong hop
7 Tén mat hang Loai S6 luong Don gia Thanh tién
8 Gao 2 9
9 Nép 1 12
10 Gao 1 4

Cong thuc cho 6 D8:
Cach 1: =Vlookup(A8,$5A$3:$D$4,Match(B8,$B$2:3D%$2,0),0)
Cach 2: =Hlookup(B8,$B$2:$D$4,Match(A8,$A$3:$A$4,0),0)
Céach 3: =Index($B$3:$D$4,Match(A8,$A%$3:3A$4,0),Match(B8,$B$2:$D$2,0))

1.6. Nhom ham Yé thoi gian: )
+ Today(): tra vé ngay thang nam hién hanh cua h¢ thong may tinh.



Vi du: Hém nay la ngay 20/10/2007
=Today() @—  20/10/2007
+ Now(): tra vé ngay thang nim, gid phat gidy hién hanh cia hé thong may tinh.
Vi du: Hém nay la ngay 20/10/2007, 11:05:25
=Now() —  20/10/2007 11:05:25
+ Date(Nam, thang, ngay): tra vé gia tri ngay thang nim, néu cung cip cac doi sé chi
nam. Thang, ngay.
Vi du: =Date(2007, 10, 20) —  20/10/2007
+ Day(ngay thang nim): tra vé chi s6 ngay trong thang tir 1 — 31
+ Month(ngay thang nim): tra vé chi s thang trong nam tir 1 — 12
+ Year(ngay thang nim): tra vé chi sd nam.
Vi du: HOm nay la ngay 20/10/2007
=Day(Today()) - 20
=Month(Today()) — 10
=Year(Today()) - 2007
+ DateValue(chudi ngay thiang nim): chuyén chudi chita ngay thang nam thanh gia
tri ngay thang nam.
Vi du: HOm nay la ngay 20/10/2007
=DateValue(“20/10/2007”)+5 —  25/10/2007

1.7. Nhém ham khac:
+ Row(6 tham chi€u): ham trd vé s cho biét thu tuy dong cua 6 tham chiéu. Truong

hop khong str dung dbi s6, ham s& tra vé th tu dong cta 6 dang tham chiéu.
Vidu: =Row(B5) — 5
6 A3 chura cong thirc =Row() - 3
+ Column(d tham chiéu): ham tra vé sd cho biét thir tu cot ctia 6 tham chiéu. Trudng
hop khong st dung ddi s6, ham sé tra vé thi tu cot cta o dang tham chiéu.
Vidu: =Column(B5) - 2

0 D3 chura cong thirc =Column() — 4



+ Address(th tw dong, thir tw cdt, kiéu dia chi): ham tra vé& chudi cho biét dia chi 6
theo thur ty dong, thir ty cdt chi dinh.
Kiéu dia chi:

1 (hoiic bb qua):  Dia chi tuyét ddi

2: Dia chi hon hop, ¢ dinh dong
3: Dia chi hdn hop, ¢b dinh cot
4: Dia chi twong d6i

Vi du:

=Address(4,5,1) —  $E$4

=Address(4, 5) —  SE$4

=Address(4,5,2) — E$4

=Address(4,5,3) —  $E4

=Address(4,5,4) — E4
+ Indirect(dia chi chudi): ham tra vé dia chi thuc su caa mot chudi chia dia chi.

Vi du:

A B C D
1 5
2 $A%1

=$A$1+5 — 10
=Indirect(“$A$1”) + 5 — 10
=Indirect(D2) + 5 - 10
=Indirect(Address(1,1)) + 5—» 10
+ ISNA(value): ham tra vé gia tri True néu gip 16i #N/A, nguoc lai tra vé False.
Vi du:

A B C D
1 #N/A
2 $AS$1

=If(ISNA($BS$1), 2,4) — 2



=If(ISNA($C$1), 2,4) — 4

2. Hinh thirc ké toan: 7 7
Tuy theo dac diém va qui mo kinh doanh, doanh nghi¢p c6 thé lva chon mot

trong céc hinh thirc ké toan sau:

- Hinh thtc ké toan Nhat ky chung.

- Hinh thutc ké toan Nhat ky - S6 Cai.

- Hinh thtc ké toan Chiing tir ghi s6.

- Hinh thtc ké toan Nhat ky - Chimng tur.

- Hinh thtrc ké toan trén may vi tinh.

Trong d6 hinh thirc ké toan Nhat ky chung duoc st dung phd bién trén thé giodi
va thich hop cho viéc tin hoc hoa cong tac ké toan.

Thong tu S6 200/2014/QD-BTC ngay 22 thang 12 nim 2014 cia Bo tai chinh
huéng dan Ché do Ké toan doanh nghiép.

2.1. Pac trung co ban cua hinh thire ké toan Nhat ky chung. w
Tat ca cac nghiép vu kinh t, tai chinh phat sinh déu phai dugc ghi vao so nhat

ky, ma trong tdm la s6 Nhat ky chung, theo trinh tu thoi gian phat sinh va theo noi
dung kinh té cua nghiép vu do6. Sau d6 1ay sb liéu trén cac s6 nhat ky dé ghi vao S6 Cai
va cac so chi tiét tuong ng theo tirg nghiép vu phéat sinh.

Hinh thuc ké toan Nhat ky chung gdm céc loai s6 chi yéu sau:

- SO Nhat ky chung, S6 Nhat ky dic biét.

- S6 Cai.

- Céc s0, thé ké toan chi tiét.

Bang 1.3: Danh muc s6 ké toan theo hinh thtrc nhat ky chung

SO TT Tén s6 Ky hi¢u
01 | S6 Nhat ky chung S03a-DN
02 | So nhat ky thu tién S03al-DN
03 | S6 nhat ky chi tién S03a2-DN




04 | S6 nhat ky mua hang S03a3-DN
05 | S6 nhat ky ban hang S03a4-DN
06 | S6 Cai (dung cho hinh thirc Nhat ky chung) S03b-DN
07 | Bang cén ddi sb phat sinh S06-DN
08 | S6 quy tién mat S07-DN
09 | Sé chi tiét quy tién mat S07a-DN
10 | SO quy tién giri ngan hang S08-DN
11 | SO chi tiét vat liéu, dung cu, san pham, hang hoa S10-DN
12 Bang tong hop chi tiét vat liéu, dung cu, san pham, | S11-DN
hang hoa
13 Thé kho (s6 kho) S12-DN
14 | SO tai san cb dinh S21-DN
15 | S6 theo ddi TSCP va cong cu, dung cu tai noi st | S22-DN
dung
16 | Thé Tai san cb dinh S23-DN
17 | S6 chi tiét thanh toan v&i nguoi mua (nguoi ban) S31-DN
18 | SO chi tiét thanhtoan voi nguoi mua (nguoi ban) bang | S32-DN
ngoai t¢
19 | S6 theo ddi thanh toan bing ngoai té S33-DN
20 | SO chi tiét tién vay S34-DN
21 | SO chi tiét ban hang S35-DN
22 S chi phi san xuit, kinh doanh S36-DN
23 Thé tinh gia thanh san phém, dich vu S37-DN
24 | SH chi tiét cac tai khoan S38-DN

10




