HUONG DAN SU DUNG PHAN MEM
HO TRO QUYET TOAN THUE TNCN
QTTNCN
(Danh cho T6 chirc, ca nhan chi tra)



A.Cac titmakhai cplmaiCQrCap

1. CQCT thong thuong tra thu nhép tur tién cong, tién lwong: ké khai quyét toan
thué gom to khai 05/KK-TNCN, 05A/BK-TNCN, 05B/BK-TNCN

2. CQCT hoat dong trong nganh bao hiém c6 chi tra thu nhap cho dai 1y bao hiém:
ké khai to khai 05/KK-TNCN, bang ké 05A/BK-TNCN, 05B/BK-TNCN cho
CBCNV trong co quan dong thoi ké khai to khai 02/KK-BH, bang ké 02A/BK-
XS cho dai 1y bao hiém

3. CQCT hoat dong trong nganh xo sd c6 chi tra thu nhap cho dai 1y x6 s: ké khai
to khai 05/KK-TNCN, bang ké 05A/BK-TNCN, 05B/BK-TNCN cho CBCNV
trong co quan dong thoi ké khai to khai 02/KK-XS, bang ké 02A/BK-XS cho
dai 1y x6 s6

B.Ch&*c nang chinh cda &¢ng dung
1. Nhap dir liéu to khai va cac bang ké, phu luc di kém cua:

- T khai quy/jt toan 05/KK-TNCN

- To khai quyét toan 02/KK-XS

- To khai quyét toan 02/KK-BH

2. Két xuét dit liéu to khai, bang ké da nhap theo dung miu quy dinh dé giri cho
CQT

3. In to khai, bang ké theo diing mau quy dinh gtii cho CQT

4. Nhan va kiém tra cac tap tin dix ligu ho so quyet toan (duoc két xuat tir chinh
phan mém nay hodc dugc két xuat tir cdc phan mém quan 1y nhan sy, quan 1y
luong,...)

5. In thong tin hd tro quyét toan thué cho ca nhéan theo ding mau to khai 09/KK-
TNCN ttr dir liéu cac bang ké 0SA/BK-TNCN, 05B/BK-TNCN

C.Quy trinh thwc hién trén &ng dung

=

Co quan chi tra nhap dit liéu théng tin thu nhap va sé thué da khau trir cta ca
nhan vao cac bang ké tuong Ung véi ting loai to khai. Ung dung sé ho trg tong
hop 1€n to khai quyét toan thué TNCN khau trur

2. Két xuat dir liéu to khai, bang ké da nhap ra file (dang excel) dong thoi in ra
gidy to khai, bang ké twong tng véi file dir liéu gii cho CQT dé CQT ddi chiéu
dir liéu gitra file dién tor va ban in trudc khi nhan dir liéu vao hé théng nganh
thué
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3. In thong tin hd tro quyét toan c4 nhan theo ding mau t& khai 09/KK-TNCN cho
tung ¢4 nhan
Lgqu vy:
- S@u khi file dir Iiéu‘ va pén in to khai cua CQCT da duogc nop cho CQT,
néu co cac sai sét can dieu chinh, NSD phai thuc hién cac budc:

0 Diéu chinh dung dit liéu
0 Chon trang thai to khai 13 B6 sung, nhap s 1an bd sung tuwong tmg,
o Két xuat lai file, in lai to khai giri CQT

Tén file dir li¢u luc nay dugc dat theo sb 1an bd sung, dam bao tén file
ma&i khong trung voi tén file ma NSD da gui cho CQT trude day

- Thdng tin hd try quyét todn ca nhan ma CQCT cung cap la thdng tin
tham khao cho ca nhan. Ca nhan co thé b6 sung, chinh sua thdng tin, néu
can thiét, dé thuc hién quyet toan truc tiep voi CQT

DDHgqéng d&dn s dung tng dung
1. M& *ng dung

Nhay kép chudt vao biéu tuong , man hinh chinh xuét hién nhu sau:



F3 QT TNCHN Phien ban 1.0

B jjf Nhap ti khai
© L Tokhai DSIKK-THCM
{.. Tit khai 02jKE-BH

| Tirkhai D2jKK-%5 = 3

e Ter khai D9JKE-THCH

i v HO TRO QUYET TOAN THUE

{...H8 trevin théng tin QT thug cha c4 nhdn

Phién ban: 1.0

Bia chi 123

2.Lqu y traqdc khi nhap d& | i éu trén

- Nhiing 6, cot ¢6 dau (*) 1a nhiing 6, cot bat buoc phai nhap thdng tin,
khong dugc dé trong

- Nhirng dong chi tiéu dugc d a n Au & la nhitng dong chi tiéu cho
phép nhap gia tri. Gia tri cua nhitng chi tiéu con lai s€ dugc phan mém ho
tro tinh

- Dé duoc huéng dan ké khai cho nhiing chi tiéu cho phép nhap gia tri,
NSD dua con tré chudt vao truong can husng dan va nhan F1, thdng tin
hudng dan sé hien thi 1én man hinh gom ¥y nghia nghiép vu cuda chi tiéu
va cach ké khai.

- Céc gié tri duoc tinh ra 12 s6 am s& duoc thé hién trong dau ngoic don ()

- Sau khi nhap hét dix liéu trén 1 dong trén bang k&, bam phim F5 dé thém
dong mai cho to khai mai

- Dé x6a 1 dong dir ligu trén ing dung: bam chudt vao dong mudn xoa va
bam phim F6

rng



- T hop phim tat: Méi niit Ignh déu 6 thé sir dung to hop phim tat de thuc
hién chirc néng thay cho viéc kich chudt nhu sau: Nhan dong thoi phim
Alt va phim c6 danh dau gach ¢ chan trén nat 1énh. Vi du: “Ghi di liéu”
thi t6 hop phim tat la: Alt + G

- NSD c6 thé thuc hién sap xép dit liéu cac bang ké, phu luc theo cac cot
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c6 biéu tugng (sip xép theo Ho va tén), hoac biéu tuong ! (sép
Xep theo Tong thu nhap hoa_ip S thué). O cac lan mo sau, dir liéu sé duoc
hién thi theo dung trinh tu sap xép da duoc chon

3 Nhap to k-ANCN 05/ KK
3.1. Mechoc ntng

Thyc hién chie nang tr menu Nh & p  t \0oT ok hkahia i -TNCH./MnK
hinh nhép thong tin t& khai 05/KK-TNCN xuat hi¢n nhu sau:



I3 QT TNCN Phien ban 1.0

Chon thdng tin t& khai.

113 s thug j K4 tinh thug

2009 Bing ¥

MEL 26 OSAK-TNCH
TG KHAT QUYET TOAN THUE THU NHAP CA NHAN
{Danh cho t chive, ca nhan tra thu nhap t Ben lwong én cfing cla ca nhéan cw trd)
chinhthie: ™ Bl sung: T Lan:
[01] Ky tinh thué: Nam| 2009
[02] Mi s thué: (%) | |
[03] Téntd chire, ci nhan tra thu nhap:(*) | |
[04] Bia chi: (*) | |
[05] Bién thoai: | | [06] Fax: |
[07] Email: | |
[22] Co' quan thué cap cuc (*) | - |
[23] Co quan thué quan Iy () |Cuc Thué Thanh phii Ha NG v|
A. THU NHAP CHIU THUE (TNCT) TU TIEN LUGNG, TIEN CONG TRA CHO CA NHAN CU TRU:
L. Péi v6i ca nhin cw tri c6 hop déng lao déng:
STT Chi tiéu $6 lwong/So tien
1 |Thng TMCT 148 cho cé nhin [0s] i}
2 |Téng TMCT trd cho nhitng cé nhan thude dign phai khdu trir thué THCN [09] 0
3 |Téng s6 thué TMCM d4 khau trir [10] i
I1. Péi véi ci nhan c i khéng c6 hop déng lao déng:
STT Chi tiéu 56 lwong/Se tién
1 |Tdng TMCT ra cho cd nhén [11] i
2 |TBna TNCT trd cho cd nhén thudc dign phai khau tri thud 121 0
3 |Tdng 56 thué TMNCM d4 khau trir [131 0
B. THU NHAP CHIU THUE TU TIEN LUGNG, TIEN CONG TRA CHO CA NHAN KHONG CU TRU:
STT Chitiéu BT 546 lwong/So tien
1 |Tong sé ci nhan nhan TNCT [14] | Ngwéi ]
2 |Téng TNCT tra cho ca nhan [15] | VNP 1]
3 [Tdng so thué TNCN da khau trir [16] | VNP 0
Ngwoi ky | |
Ngay ky | | oMy vy
M4 | M| OSKE-TMCH / 0SAKE-TNCH ¢ O0SBKE-TMCH
Mhap lai Tai ki khai K&t xudt In Kigm tra | Ghi Béng |

I=]

32. ChZn thlng tin ty khai
- Ma s6 thué Pay la Ma s thué caa CQCT thu nhap
0 MST phai 1 cia CQCT thu nhap va do CQT cép.

0 MST phéi nhap chinh xéc, néu khong dung tng dung s& bao 15i khi

nhan nit “DPong y”




0 Nhap MST di timg nhép to khai: bang cach chon 1 MST trong danh
sach cac MST da dugc nhap to khai trude do. Cac thong tin cua
CQCT thu nhép s€ dugc tu dong hién thi theo thong tin da nhap.

- Ky tinh thué& 1a nam quyét toan thué TNCN
0 Ky tinh thué nhép theo dinh dang YYYY
0O Macdinhlanam hi-8n t ai

- Sau khi NSD nhap 2 thong tin MST, Ky tinh thué va nhan Bong ¥, phan
mem thuc hién kiém tra da ton tai thdng tin ho so quyet toan thue c6 cung
loai to khai, cung ky tinh thu¢ hay chua.

Néu di ton tai hd so quyét toan, phdn mém s& hién thi thong tin chi tiét
cua ho so quyét toan da co trong hé thong, cho phép cap nhat thong tin
diéu chinh.

Trudng hop trong hé théng chua cé to khai nao co tring cac yéu tb trén,
phan mém hién thi man hinh cho phép ca nhan nhap mdi cac thong tin
cua to khai quyét toan.,

33. Nhop thlng tin chung

- Lan dau tién nhap to khai cho MST cia CQCT thu nhap, NSD s& phai
nhap day du thong tin chung, bao gom céac théng tin sau:

0 Trang thai to khai: Mac dinh trang thai to khai la chinh thirc

0 Lan: Nhap s6 lan khi trang thi to khai 1a bo sung. S6 lan thudc tir 01
dén 99.

o Tén to chuc, ca nhan tra thu nhap: Nhép day du tén cia CQCT thu
nhap, thong tin bat budc nhap co6 do dai t61 da 100 ky tu.

0 Dia chi: Nhap day du dia chi cia CQCT thu nhdp, thong tin bat budc
nhap c6 do dai t61 da 200 ky tu.

0 Diér} thoai: Nh§1p s6 dién thoai lién lac cua C,QC"I' thu nhap, bao gém
cd s0 may 1é dé CQT lién lac khi c6 vudng mac vé to khai.

0 Fax: Nhap sd may fax cia CQCT thu nhép.

0 Email: Nhap email cia CQCT thu nhéap.

o Co quan t}}ué cap cuc: Chon 1 CQT cap cuc trong danh sach cac CQT
quan 1y hién thi

0 Co quan thué quan 1y: Chon 1 CQT quan Iy truc tiép CQCT thu nhap
trong danh séch.



- Tur lan nhap to khai thr 2 tro di, khi nhap MST ¢ng dung hién thi day dua
thong tin chung da nhap lan tha nhat. NSD c6 thé chinh sua théng tin
chung va ghi lai.

34, Nhop thlng tin ty khai

NSD khéng can nhép cac thong tin ndy. Ung dung sé& tu dong tinh va hién

thi Ién man hinh gia tri cac chi ti€u theo dit liéu nhap vao & cac bang ké, phu

luc di kém to khai

VATHU NHAP CHI U THUE (TNCT) TU TIEN
TRA CHO CA NHAN CQ TRU:

I.b6i v&i ca nhan c¢cq tru co6 hogp dong
- Tong hop tir bang ké 05A/KK-TNCN:
0 Tong TNCT tra cho c4 nhan [08]: 14 Téng thu nhép tra cho lao dong
ké khai trong bang ké 05A/BK-TNCN = Chi tiéu [18] trén bang keé
05A/BK-TNCN.
0 Téng TNCT tra cho c nhén thugc dién phai khél} trir thué [09]: 1a
Tong thu nhép nhan dugc cua s6 lao dong ky hop dong lao dong trong
ky c6 SO thué TNCN da khau trir khac 0 ké khai trong bang ké
05A/BK-TNCN
0 Tong s6 thué TNCN da khéu trir [10]: 1a Tong so thué thu nhap ca
nhan da khau trir ciia ca nhan theo bicu thué lily tién tirng phan = [24]
trén bang ké 05A/BK-TNCN
I.D6i vo&6i cé&a nhan cq trd khdng co6 ho
- Téng hop tir bang ké 05B/KK-TNCN
0o Tong TNCT tra cho ca nhan [11]: la Téng thu nhap tra cho ca nhan
khong ky hop dong lao dong trong bang ké 05B/BK-TNCN
0 Tong TNCT tra cho c4 nhan thudc dién phai khau trir thué [12]: la
Tong thu nhép tra cho ca nhan khong ky hop dong lao dong trong ky
c6 so thué€ khau trir > 0 ké khai trong bang ké 05B/BK-TNCN
0 Tong s6 thué TNCN da khéu trir [13]: 1a Tong s6 thué da khau trir cho
ca nhan khong ky hop dong lao dong trong ky ké khai trong bang ké
05B/BK-TNCN
VB. THU NHAP CHIU THUE TU TIEN L QONC
CHO CA NHAN KHONG C(d TRU:
- CQCT ke khai sé liéu téng hop cta c4 ca nhan khong cu tra bao gdm cac
chi tiéu sau:



0 Tong sb ca nhan nhén TNCT [14]: T6ng sb ca nhan khong cu tri nhan
TNCT tu tién luong, tién cong va cac khoan thu nhap khac c6 tinh
chét tién luong, tién cong trong nam.

0 Tong TNCT tra cho ca nhan [15]: 14 tong thu nhap tir tién luong, tién
cong va cac khoan thu nhép khac c6 tinh chat tién luong, tién cong ma
t6 chtrc, ca nhan thuc té tra cho ca nhan khong cu tra trong nim

0 Tong sd thué TNCT di khau trur [16]: 1a tong so thué ma to churc, ca
nhan khau trir 20% tir thu nhap tir tién cong, tién luong da tra cho cé
nhan khong cu tri trong ndm = [15] x 20%. Cho phép stra nhung
khong duge 16n hon Téng TNCT tra cho ca nhan * 20%

35. Nhop bd n/BK-TNEN 05 A

- La Bang ké thu nhap chiu thué va thué thu nhap ca nhan da khau trir doi
vGi thu nhap tir tién luwong, tién cong cho ca nhan cé ky hop 6y lao
dong.

- C06 hai cach dé nhap thong tin bang ké:
0 Nhap truc tiép
0 Nhap bang cach Tai bang ké

VNhap théng tin bang ké trwc ti ép:

- Céc théng tin chi tiét theo thir ty tir trai qua phai trén man hinh nhap bang
ké 05AKK-TNCN:
o STT: Tu dong hién thi va tu dong tang khi NSD nhdp dong ca nhan

moi.

o C6di éu c hi:fArng t$u6ng Hop s@audir li€u trong cac bang

ké cua céc to khai CO trang thai bo sung, NSD ¢6 thé danh dau céc ca
nhan co diéu chinh sd lidu dé phuc vu cho viéc in to khai bo sung.

o Ho v a Tér c’é mhan dugc tra thu nhap. K€ khai theo cac lao dong
(s6 nguoi thyc t& da duoc tra luong trong nam) ma don vi ky hop
dong lao dong, ké ca truong hop da thoi viée, thong tin bat bude nhap
toi da 100 ky tu

0 Ma& s 6 Ma b thé cua ca nhan nhan thu nhap. Ghi day du ma sO

thué nhu trén Thong bao ma s6 thué ¢4 nhan do co quan thué cap. Ké
khai theo ma 10 s6 cta ¢4 nhan.

0 S6 CMNDC¢ h iH&uCMND/ Ho chiéu khong ¢6 ky tu “dau
cach” trong day so6. Nhap ky tu, s6, do dai toi da 15.



o Thu nhap :ckékhaitong thuniép chiu thué TNCN da tra
trong nam quyét toan.

o Cac khoan giam truw

A SENPT: & phy thudc duoc giam trir gia canh trong nim
ctia ca nhan c6 ky hop ddng lao dong duoc tra thu nhap trén.

A Téng s6 thang gidm trir: S6 ngudi phu thudc nhan vai sd
thang dugc giam trir cua timg NPT. D6i voi ndm 2009 thi chi
tinh ti da 6 thang, con tir nam 2010 ti da 14 12 thang.

A Twthién , n hoakhuyd hoc: ké khai tong sé giam trir cho
Tir thién, nhan dao, khuyén hoc trong nim quyét toan

A B&o hiém bdt bubc d & : k& &haigong sé bao hiém bt
budc phan ca nhan di dong trong nam.

o TNCTl am c&an c & t Kkékhhi Tong th nhap tchiu uhéé
d4 tra cho ca nhan do lam viéc trong khu kinh té

0 S6 thué TNCN ctofphéykgh driudang sb figuyén lon
hon hodc bang 0, t61 da 20 chir so.

o Quy €t t oan Cloaliép d@IQdauT chon cic c4 nhan can
quyet toan thué TNCN qua CQCT

I Ca nhan quyét todn thué TNCN qua CQCT can phai c6 M4a

t hué c & khody ghude ca hai bang ké. Néu khong thi cé
nhan khong duoc quyét toan thué qua CQCT va khi d6 tng dung
s& danh ddu do va thong bao 18i to khai. Truong hop trong nim ca
nhan vira c6 thoi gian ky hop dong lao dong (thudc bang ké 05A)
va khong ky hop dong lao dong (thudc bang ké 05B) thi CQCT
thuc hién tong hop dit lidu cia ca nhan vao cing bang 05A trudc
khi thuc hién quyét toan ho cho ca nhan

moi ca nhan ¢c6 MST

0 Néu mudn chon nhiéu c4 nhan: Nhan nat = tmg dung hién
thi man hinh chon thong tin nhu sau:
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Chon thing tin In

(" B chon £&E ca

(" Chon theo 58 the b
Tir Bén

Bidng v | Biang |

A Chon tét ca: tng dung danh ddu chon cac ca nhan c6 théng tin
MST.

A Bo chon tit ca: tng dung bo danh dau tit ca cac c4 nhan da
danh dau chon trudce do.

A Chon theo sb thtr tu tir... dén...: tng dung danh dau chon cac cé
nhan trong khoang STT tr... d&én... c6 théng tin MST.

0 T6ng ®hué& HA woitinh iGsgthué phai ndp cuia timg c4
nhan trong nam khi danh dau chon Quyét todn tai CQCT, theo cong
thirc:

i

i

Thu nhép tinh thué = Thu nhédp chiu thué - Tong cac khoan giam

trir - Giam trir cho ban than:

A Béi véi ky tinh thué 1a ndam 2009: Giam trir cho ban than =
24.000.000

A Ddi véi ky tinh thué khac ndm 2009: Giam trir cho ban than =
48.000.000

Thué phai nop: Thu nhap tinh thué * Biéu thué lily tién

A Ddi vei ky tinh thué 1a ndm 2009: Thué phai nop = [(Thu nhap
tinh thue / 6) * Bicu thug¢ Ity tien theo thang ] * 6

A Déi voi ky tinh thué khac nam 2009: Thué phai nép = Thu nhap
tinh thué¢ * Biéu thué 1ty tién nam

Thué duoc mién giam = Thué phai nop * (TNCT lam céan ctr tinh

giam thu€ /Thu nhap chiu thué) * 50%

Téng s6 thué phai ndp = Thué phai nop — Thué duge mién giam

0S8 thué& daUnm dur ty tddmgrtmh khi ddnh dau chon
Quyét todn tai CQCT = Trj tuyét d6i (Tong sO thué phai ndp — S6 thué
TNCN d3 khau trir) néu Tong s6 thué phai nop — S6 thué TNCN da
khau trir <0
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0S6 thué con ph éfngddn@tadﬁnghmlkhldénh ém
dau chon Quyet toan tai CQCT = Tong s6 thué phai ndp — S6 thué
TNCN di khau trir néu Tong sb thué phai ndop — S6 thué TNCN da
khau trir >= 0

36. Nhop bd n/BK-TNCN 05 B
- La Bang ké thu nhap chiu thué va thué thu nhap ca nhan da khau trir doi
v6i thu nhép tur tien luong, tién cong cho ca nhan khong ky hop  Oidg
| a @ng ldbac co hop dong lao dong dudi 3 thang.
- €06 hai cach dé nhap thong tin bang ké:
0 Nhap truc tiép
0 Nhap bang cach Tai bang ké
VNhap théng tin bang ké trwc ti ép:
- Céc théng tin chi tiét theo thir ty tir trai qua phai trén man hinh nhap bang
ké 05BKK-TNCN:
0 STT: Ty dong hién thi va tu dong tang khi NSD nhdp dong c4 nhan
moi.
o0 Ho v alahp €nmguoi lao dong mé‘té chtrc/ca nhan da thué ngoai
trong ky (khong thudc dién ky hop dong lao dong) dugc nhan thu
nhap tr tién thu lao, thong tin bat budc nhap t61 da 100 ky tu

o Ma s 6 : Mt $6 thé® ciia c4 nhan nhan thu nhap (néu co). Ghi day
du ma sO thué nhu trén Thong bao ma sO thué ca nhan do co quan
thué cap. Ké khai theo ma 10 so ciia c4 nhan

0 S6 CMND/ HS® CMMD/ Bouchiéu khong co ky tu “dau
cach” trong day s6. Nhap ky tu, so, do dai té1 da 15.

o Thu nhap :@ dmg sél thutnhfputé tiénvthu lao da trd cho ca
nhan trong nén}, cho tat ca cac lan thu nhap, ké ca cac lan thu nhap
dudi 500.000 dong.

o TNCTI am can c & & Tonghhu ghipahin thtehiditra
cho ¢4 nhan do lam viéc trong khu kinh té

o S6 tTNGNed & Kk h &Tong £6 thaé da khau trir trong nam cua
ca nhan theo ty 1¢ tam khau trtr 10%
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o0 C6 di éu c hTronghtruosgthop buh @ liu trong cac bang
ké cua cac to khai co trang thai bo sung, NSD c6 thé danh dau cac ca
nhan c6 diéu chinh s6 li¢u d€ phuc vu cho vi¢c in to khai bo sung.

4. Nhap to kXK&ai 02/ KK
1.1. Mg choc ntng

Thyc hi¢n chirc ndng tr menu Nh a p  t\6T ok Fkehia i -XSOMah KnK
nhap thong tin to khai 02/KK-XS xuat hién nhu sau:

& QT TNCN Phien ban 1.0 [S]l=1]E3]

Chon théng tin t& khai.
M3 58 thug | j k¥ kinh thug 2009 g
Mau 56 O2MK-XS
TG KHAI QUYET TOAN THUE THU NHAP CA NHAN
{Danh cho co s giao dal Iy x0 s6 ird thu nhéo cho dal iy xd 56)
Chinhthie: ™ Bisung: T Lin:
[01] Ky tinhthué: Nam | 2009

[02] Mi sé thués('y | |
[03] Ténto chirc, ca nhén tra thu nhép:(*}| |
[04] Dia chi: (*) | |
[05] Bién thoai: | | [06] Fax: |
[07] Email: | |
[13] Co quanthué cap cuc | - |
[14] Co quan thué quan i (") |CL_|c Thué Thanh phé Ha Mai - |
STT Chitiéu BuT S lwong/So tién

1 |Téng b dai if xh s trang ki [08] | Mourivi i

2 |Téng thu nhap trd cho dai ki xd sd trang ky [09] | vNE i

Thng s0 dai Iy xd sd thudc dign khiu trir 5% thué ..
3 thu nhap ca nhan (101 | Mowdi 0
Thng thu nhap trd cho dai i xd 58 thude dign khéu trir 5% thué thy
4 nhap ca nhan [ Ve o
5 |Téng sf thué thu nhép cé nhan d4 khau triy [12] | vNE i
Nowovi ky | |
Naay ky | | DDA
M)A | k| M O2KK-25 / D2ABK-25
MNhap lai | Tai t& khai | Két xudt | In | Kigm tra | Ghi | Bong

1.2. ChZn th'ng tin ty khai
- M4 sb thué: Day 1a M s thué caa CQCT thu nhap
0 MST phai 1a cia CQCT thu nhap va do CQT cép.

0 MST phai nhép chinh xac, néu khong dung tmg dung s& bao 15i khi
nhan nit “Dong y”
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0 Nhap MST da timg nhép to khai: bang cach chon 1 MST trong danh
sach cac MST da duoc nhap to khai trudc do. Cac thong tin cua
CQCT thu nhap sé duoc tu dong hién thi theo thong tin da nhap.

- Ky tinh thué: 13 nam quyét toan thué TNCN
0 Ky tinh thué nhép theo dinh dang YYYY
0 Mac dinh 1a nam hién tai -1

- Sau khi NSD nhép 2 thdng tin MST, Ky tinh thué va nhan Bong y, phan
mem thuc hién ki€m tra da ton tai thdng tin ho so quyet toan thue c6 cung
loai to khai, cung ky tinh thu¢ hay chua.

Néu di ton tai hd so quyét toan, phan mém s& hién thi thong tin chi tiét
cua ho so quyét toan da co6 trong h¢ thong, cho phép cap nhat thong tin
diéu chinh.

Trudng hop trong hé théng chua cé to khai nao co tring cac yéu tb trén,
phan mém hién thi man hinh cho phép c4 nhan nhap mai céc thong tin
cua to khai quyét toan.,

1.3. Nhop th*ng tin chung

- Lan dau tién nhap to khai cho MST cia CQCT thu nhap, NSD s& phai
nhap day du thong tin chung, bao gom céac théng tin sau:

0 Trang thai to khai: Mac dinh trang thai to khai la chinh thirc

0 Lan: Nhap s6 lan khi trang thi to khai 1a bo sung. SO lan thude tir 01
dén 99.

0 Tén to chirc, c nhan tra thu nhap: Nhap day du tén ciia CQCT thu
nhép, thong tin bat budc nhap c6 do dai té1 da 100 ky tu.

0 bia chi: Nhap d?ly du dia chi caa CQCT thu nhap, théng tin bat budc
nhap c6 do dai t61 da 200 ky tu.

0 Dién thoai: Nhap s6 dién thoai lién lac ctia CQCT thu nhap, bao gém
cd s0 may 1é dé CQT lién lac khi c6 vudng mac vé to khai.

0 Fax: Nhap sd may fax cia CQCT thu nhép.
0 Email: Nhap email cia CQCT thu nhéap.

o Co quan t}}ué cap cuc: Chon 1 CQT cap cuc trong danh sach cac CQT
quan 1y hién thi

0 Co quan thué quan 1y: Chon 1 CQT quan Iy truc tiép CQCT thu nhap
trong danh séch.
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- Tur lan nhap to khai th 2 tro di, khi nhap MST tng dung hien thi day du
thong tin chung da nhap lan tha nhat. NSD c6 thé chinh sua théng tin
chung va ghi lai.

1.4 Nhop th*ng tin ty khali

NSD khéng can nhép cac thong tin ndy. Ung dung s& tu dong tinh va hién
thi Ién man hinh gia tri cac chi ti€u theo dit liéu nhap vao & cac bang ké, phu
luc di kém to khai

- Ung dung s& ty dong tinh va hién thi Ién man hinh gia trj cac chi tiéu theo
dix liéu nhap vao ¢ bang ké 02ABK-XS cac chi tiéu sau:

o

Tong sO dai 1y x6 s6 trong ky [08]: Tong sd dai 1y x6 sb duoc tra hoa
héng trong ky, ké ca cac dai ly da thoi viée tinh dén thoi diém lap to
khai = Téng sb dai 1y x0 s co trong bangké 02ABK-XS

Téng thu nhép tra cho dai ly X0 $6 trong ky [09]: Tong sb hoa hong da
tra trong ky cho dai 1y x6 s6 = Tong s6 thu nhap chiu thué trong bang
ké 02ABK-XS

Tong s6 dai ly x0 sb thude dién khau trir 5% thué thu nhép ca nhan
[10] Tong 50 dai ly XO s6 nhan hoa hong dai Iy dén murc khau trir thué
= Tong sb dai Iy x6 sb trong bang ké 02ABK-XS ¢6 s6 thué da khau
trie >0

T6ng thu nhép tra cho dai 1y x6 s thudc dién khau trir 5% thué thu
nhap ca nhan [11]: Téng thu nhap da tra cho cac dai 1y bao hiém nhan
hoa hong dai 1y dén mic khau trir thué 5% = Tong thu nhap cta céc
dai 1y x6 s6 trong bang ké 02A/BK-XS ¢6 S6 thué khau trir >0

Tong s6 thué thu nhap ca nhan da khau trir [12]: Tong s6 thué TNCN
d3 khéu trir theo ty 1& 5% cua cac dai Iy nhan hoa hong = Tong s6 thué
da khéu trir ciia bang ké 02ABK-XS

1.5. Nhop bd ng-Xs° 02ABK

- La Bang ké thu nhap chiu thu¢ va thue thu nhap ca nhan da khau trir doi
véi thu nhap cua dai ly xo6 so.

- C6 hai cach dé nhap thdng tin bang ke:

0]
0]

Nhép truc tiép
Nhép bang cach Tai bang ké

VNhap thdndang ké truc tiép:

- Céc théng tin chi tiét theo thir ty tir trai qua phai trén man hinh nhap bang
ké 02ABK-XS:
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o STT: Tu dong hién thi va tu dong tang khi NSD nhédp dong cd nhan
moi.

o C6 di éu c hTronghruosgthop buh @ liu trong cac bang
ké cua cac to khai co trang thai bo sung, NSD c6 thé danh dau cac ca
nhan c6 diéu chinh s6 li¢u dé€ phuc vu cho viéc in to khai bod sung.

o Ho v a t :@m ho raciia dal 1§ x6 s6 duoc tra thu nhap, thong
tin bat budc nhap t61 da 100 ky tu

o Ma s 6; MiSThctiaai 1y x6 s6 dugc trd thu nhap trén. MST do co
quan thué cap. K¢ khai theo ma 10 s6 cua ca nhan.

0 S6 CMT(hDchua c6 MST): S6 CMND khong ¢6 ky tu “dau
cach” trong day so0. Nhap ky tu, s0, do dai toi da 15.

o Thu nhap : dahtdnguthu hhbpwhBu thué TNCN d4 tra trong
nam quyet toan.

o Thu nhap |l am ca n:Téngthmnhém&aiutgué(ﬁm t hi
trd cho cd nhan do lam viéc trong khu kinh té (Pa trir bdo hiém bat
budc).

0 S6 thu
o S6 thu
bao hiém
5. Nhap to kBHi 02/ KK
51. Me choc nktng

Thuc hién chirc nang tor menu N h {El p t\of ok FKkd2/KK-BH) Man hinh
nhap thong tin to khai 02/KK-BH xuat hién nhu sau:

oK@ kha s6 thié ANAN duoc giam.

é
€  d:&onksh tAud da khiu bt trong nam cua dai 1y
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& QT THCN Phien ban 1.0

BE&E

Chon thing tin & khai.
M3 s thug | j K tinh thué 2009 i
WU s 02MK-BH
TG KHAI QUYET TOAN THUE THU NHAP CA NHAN
(Danh cho co s giao dal i bao higrm tra thu nhap cho dai iy bao higm)
chinhthie: ™ Bdsung: T Lim
[01] Ky tinh thué: Nam| 2008

[02] Mi s thué:(*) | |
[03] Ténto chire, ci nhén tra thu nhap:*) | |
[04] Bia chi: (") | |
[05] Bién thoai: | | [06] Fax: |
[07] Email: | |
[13] Co' quan thué cap cuc | - |
[14] Co' quan thué quan v () |CL_|c Thué Thanh phé Ha Mdi - |
STT Chi tiéu BT 56 lwong/Sé tién

1 |Thng st dai lf bao hidm trong ky [08] | Mouiri 0

2 |Téng thu nhép trd cho dai ki bio hidm trong ky [09] | ¥NE 0

3 |Téng s dai I bao hiém thudc dign khéu trir thué trong ki [10] | Nouwdi i

4 |Téng thu nhép trd cho dai I bdo hidm thudic dign khiu trir [111 | ¥NB 0

5 |Thng st thué thu nhép cé nhin d4 khiu trir [121 | ¥NE i

Nowdvi ky | |
Ngay ky | |Domamareere
M 4 » M| 02KK-BH / DZABK-BH
Mhap lai | Tai kirkhai | KEt xut | In | Kigrn kra | Ghi | Bang |
52. ChZn thlng tin ty khai

- M4 sb thué: Day 1a M s thué caa CQCT thu nhap

0 MST phai 1 cia CQCT thu nhap va do CQT cép.

0 MST phai nhép chinh xac, néu khong ding Gmg dyung sé bao 15i khi
nhan nat “Dong y”’

0 Nhap MST da ting nhap to khai: bang cach chon 1 MST trong danh

sach cac MST da dugc nhap to lghai trudec d6. Cac thong tin cua
CQCT thu nhap s€ duoc tu dong hién thi theo thong tin da nhap.

- Ky tinh thué: 12 nam quyét toan thué TNCN
0 Ky tinh thué nhap theo dinh dang YYYY
0 Mac dinh 1a nam hién ta1 -1

- Sau khi NSD nhap 2 thong tin MST, Ky tinh thué va nhan Bong y, phan
meém thuc hién ki€m tra da ton tai thdng tin ho so quyet toan thue c6 cung
loai to khai, cung ky tinh thu¢ hay chua.
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Néu da ton tai ho so quyét toan, phan mém sé& hién thi thong tin chi tiét
cua ho so quyét toan da co6 trong hé thong, cho phép cdp nhat thong tin
dicu chinh.

Truong hop trong hé thdng chua c6 to khai ndo cé tring cac yéu tb trén,

phan mém hlen thi man hinh cho phép c4 nhan nhip moi cac thong tin
cta to khai quyét toan.

53. Nhop thlng tin chung

Lan dau tién nhap to khai cho MST ctia CQCT thu nhap, NSD s& phai

nhap day du thong tin chung, bao gom céc thong tin sau:

0 Trang thai to khai: Mac dinh trang thai to khai 1a chinh thuc

0 Léan: Nhap s6 lan khi trang thi to khai 1a bo sung. S6 lan thudc tir 01
dén 99.

0 Tén to chuc, ca nhan tra thu nhap: Nhép day du tén cia CQCT thu
nhap, thong tin bat budc nhap co6 do dai té1 da 100 ky tu.

0 Dia chi: Nhap day du dia chi cia CQCT thu nh4p, thong tin bat budc
nhép c6 do dai to1 da 200 ky tu.

0 Dién thoai: Nhap s6 dién thoai lién lac cta CQCT thu nhép, bao gém
ca s6 may 1é dé CQT lién lac khi c6 vudng mac vé to khai.

0 Fax: Nhap sd may fax cia CQCT thu nhép.

0 Email: Nhap email cua CQCT thu nhép.

o Co quan tl}ué' cap cuc: Chon 1 CQT cép cuc trong danh sach cac CQT
quan 1y hién thi

0 Co quan thué quan 1y: Chon 1 CQT quan Iy truc tiép CQCT thu nhap
trong danh sach.

Tir 1an nhap to khai thir 2 tré di, khi nhap MST tng dung hién thi day da
thong tin chung da nhap lan tha nhat. NSD co0 thé chinh sua thong tin
chung va ghi lai.

54. Nhop thlng tin ty khai

Ung dung s& ty dong tinh va hién thi 1&n man hinh gia tri c4c chi tiéu theo
dir liéu nhap vao ¢ bang ké 02ABK-BH cac chi tiéu sau:
0 Tbng sb dai Iy bao hiém trong ky [08]: Téng s6 dai Iy bao hiém duoc

tra hoa hong trong ky, ké ca cac dai 1y da thoi viéc tinh dén thoi diém
1ap to khai = Téng s6 dai 1y bao hiém c6 trong bang ké 02ABK-BH
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0 Tong thu nhap tra cho dai 1y bao hiém trong ky [09]: Tong s6 hoa
hong da tra trong ky cho dai 1y bao hiém = Tong s thu nhap chiu thué
trong bang ké 02ABK-BH

0 Tong s6 dai 1y bao hiém thudc dién khau trir thué trong ky [10]: Tong
s0 dai 1y bao hiém nhan hoa hdng dai Iy dén muc khau trir thué =
Téng s dai Iy bao hiém trong bang ké 02ABK-BH c6 sb thué da khau
trir >0

0 Tbng thu nhap tra cho dai Iy bao hiém thudc dién khéu trir [11]: Tong
thu nhép di cta cic dai 1y bao hiém nhan hoa hong dén murc khau trir
thué = Tong thu nhép cua dai 1y bao hiém trong bang ké 02A/BK-BH
c6 s6 thué khéu trir > 0

0 Tong s thué thu nhap ca nhan da khéau trir [12]: Tong s6 thué TNCN
da khau trir cua cac dai 1y nhan hoa hong = Téng s6 thué da khau trir

cua bang ké 02ABK-BH
55. Nhop bd n/BK-BH® 02A

- La Bang ké thu nhap chiu thué va thué thu nhap ca nhan da khau trir doi
véi thu nhap caa dai ly bao hiém.

- C06 hai cach dé nhap thong tin bang ké:
0 Nhap truc tiép
0 Nhap bang cach Tai bang ké

VNhap thdéng tin bang ké truwc ti ép:

- Céc théng tin chi tiét theo thir ty tir trai qua phai trén man hinh nhap bang
ké 02AB/K-BH:

0 STT: Ty dong hién thi va tu dong tang khi NSD nhdp dong c4 nhan
moi.

o Co di éu c hTronghruosgthop birh @ li¢u trong cac bang
ké cua céc‘to’ khai co trang ghéi bo sung, NSD c6 thé dénhﬁ dau cac ca
nhan c6 diéu chinh s6 li¢u dé phuc vu cho viéc in td khai bod sung.

0 Ho va t 2&lahodéadia ddi I bio hiém duoc tra thu nhép,
thong tin bat budc nhap toi da 100 ky tu

o Ma& s 60: MSTh aiaédai 1y bao hiém duoc tra thu nhép trén. MST
do co quan thué cap. K& khai theo ma 10 s6 cta ca nhan.

o Thu nhap - dahtdnguthu hhfpwhdu thué TNCN d tra trong
nam quyeét toan.
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o Thu nhap |taim hc &gni: @6n thu bhip €hiu thué da
trd cho ¢4 nhan do lam vi¢c trong khu kinh t€ (Pa trir bdo hiém bat
budc).

0 S6 tdhauoc : §d kBained thué TNCN duoc giam.
0 SO0 tdhdu €k h & TOng 6onthi da khau trir trong nam cia dai 1y
bdo hiém
6. Ch®c nidng tkra DL
V Muc dich

Chi ra nhiing 15i trong qua trinh nhap liéu va yéu ciu nguoi dung sira trudc
khi thao tc. Chirc nang duoc sir dung khi:

- NSD mudn kiém tra dir liéu truéc khi luu vao hé thdng, trude khi két
xuat, va trudce khi in

- Sau khi nhap tap tin dit liéu ho so quyét toan can phai kiém tra théng tin
- Sau khi nhan tap tin di liéu bang k&, phu luc can phai kiém tra thong tin
- C6 02 loai 16i:
0 Ldi danh dau do: La 13i phai sira trudc lac In, két xuat to khai
0 Ldi danh déu vang: La 18i canh bao nhung van cho phép In, két xuat
to khai.
V Thao tac

Kigrn kra

Ngudi dung nhén nat | trén man hinh. H¢ théng thuc hién kiém

tra dir li€u cua to khai nhu sau:

- Néu c6 13i trong qua trinh nhap ligu, hé thong s& danh dau cac truong co
101, dong thot hién thi ndi dung loi khi NSD dat con tré chudt vao truong
co loi

- Néu to khai hop 1&, khong c6 16i thi tng dung théng béo:

Thing bao

o Tirkhaihap 8.
1




V Muc dich:
Gitp nguoi dung luu thong tin vira nhap hodc luu lai thay ddi trén to khai,
bang ké

V' Thao tac

Nguoi dung nhan nat G | trén man hinh. Hé thong sé& thyuc hién

kiém tra tinh ding dan cua dir liéu trén man hinh nhip (xem chirc ning
Kiém tra dir li¢u)

- Truong hop 1: Néu ¢ 15i dit liéu, hé thong sé& théng bao nhu hinh:

Thing bao

Thidng tin k& khai sai, cd mudn ghi lai khdng ?

"?
- /

i) khidng

0 Néu chon C0, hé thdng sé& luu dit liéu, ké ca dit liéu 16i
0 Néu chon “Khong”, hé thong s& khong luu dit lidu

- Truong hop 2: Néu khong 16i dir liéu, hé thong sé& thdng bao ghi dir liu
thanh cong

8.1l n to khai
V Muc di ch:

- In to khai, bang k&, phu luc da nhap ding theo mau chuan di quy dinh dé
gui cho CQT

- In, xem trudc, luu theo dinh dang file pdf (ding phan mém PDF Writer)
V Thao t ac tThiungin hinhi Ahfp: to khai, NSD nhin nut

In |

L a u_Uwg:dung chi thuc hién in t& khai néu dir liéu cua to khai, bang ké, phu luc
trén man hinh nhap hop 1€. Néu dit li¢u sai, hé thong s€ danh dau do nhiing 6 c6 di
liéu sai va hién thi thong bao “Thong tin ké khai sai. Phai stra diing trudce khi in”
VCac baqdéc thwc hién:
- Sau khi nhan nat “In” hé théng s& thuc hién tong hop to khai, kiém tra dix
liéu cua to khai, dam bao dir liéu dung trude khi duoc in. Néu dix liéu
dang thi trén man hinh xuat hién cua so:
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In to khai

Chon may in

5% ban in | 1

Trang in |

[w Inthdng kin chinh sira

In | ¥em kridc Bidng

- Chon may in: Chon tén may in c6 sin da cai dat dé in.
- S6ban in: Sb lugng to khai

- Trang in: Chon trang can in trong to khai. Dung khi mudn in lai mét sb
trang trong toan bo to khai. Néu dé trong thi UD sg in tat ca.

- In thoéng tin chinh stra:

0 Néu to khai co trang théi chinh thtrc: In thong tin chinh sira s& bi mo
khong cho phép chon.

0 Néu to khai c6 trang thai bd sung:

G Truong hop bang ké khong c6 danh dau nao vao cot Co diéu chinh
s0 liéu thi In thong tin chinh stra sé bi mo, khong cho phép chon.

U Truong hop bang ké c6 danh ddu hon mdt ca nhan vao cot Co diéu
chinh so6 li€u thi cho phép chon In thong tin chinh stra. Néu chon In
thong tin chinh stra thi:

A To khai chinh: in thong tin tong hop cia toan to khai dung nhu
trén man hinh nhap

A Bang ké: chi in cac dong chi tiét duoc danh ddu Co diéu chinh
s6 liéu nhung phai dam bao dong Tong cong cudi cung 1 dong
Téng cong cla toan bang ké nhu trén man hinh nhap. Riéng dbi
v6i to khai 05/KK-TNCN, néu chi danh dau C6 diéu chinh so
liéu cua cac dong thudc 1 bang ké, thi & bang ké con lai s€ chi
hién thi dong Tong cong cla toan bang ké.

A Trén timg bang ké s& dong Chu ¥ “Chung t6i xin cam két: Bang
ké nay chi bao goém thdng tin thay thé ctia c4 nhan co diéu
chinh thong tin. Thong tin ctia cdc ca nhan khong c6 tai Bang
ké nay duoc giltr nguyén nhu bang ké dinh kém to khai chinh
thirc hodc bo sung gan nhat.”

- Xem do:mMNofinnat“ X e m & khiggan xem trudc to khai trude lic
n.
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- In: Nhéan nat “In” dé thuc hién in to khai.
- D 6 nNhan nut “D 6 1 @ thoat khoi chirc ning In to khai

L q u: N§u may tinh cia CQCT khong két ndi truc tiép dén may in hodc khi in
tryc tiép bi cét trang , NSD tién hanh cach budc sau:

- Thuc hién cai dat bo “PDF Writer” (Xem trong tai liéu HD cai dat PDF
Writer)

- VAo lai phan mém nhap dit liéu, mé to khai
- Nhén nat “In t& khai”, xuét hién cta so:

In td khai
Chom méy in W|

5d ban in
@ wem krdc | Bdng |

- Chon may in: Chon tén may in la CutePDF Writer (nhu hinh trén)

Trang in |

- Nhéan nat “In”, xuat hién cura so:

Save As =X

S ave i |[D by Diocuments ﬂ |‘=‘_‘3F v
C3CME 4 My videas

5 Dowrlnads i SharePoint Drafts

I My eBaooks I3 Snaglt Catalog

@ by Muszic '-/E Ung dung guyet toan THCH. pdf
hﬂ My Pictures

B My Shapes

File narne: | 1hg dung quyet toan THCN.
Save as ype: |F'DF Files [* pdf] ﬂ Cancel |

Move up to CutePDF 3.1 and get advanced contral over pour PDF documents.
E azily merge & zplit POF filez, add security, digital signature, stamps, baookrmarks or
header/foater, make booklets, impoze [n-Up]. zave POF formz, and much maorel

hittpe v, CutePDF . com

- Ung dung mac dinh tén file 12 “Ung dung quyet toan TNCN.pdf”. Chon
Save d€ save vao dung duong dan trén man hinh, hodc NSD c6 thé thay
doi duong dan nay.
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- Sau d6 vao lai dung duong dan nay copy file vira save vao USB dé mang

to khai di in.
9. Két xuédt db& |i éu hd so quyét toan
V Mu c ichd Két xuat dit liéu to khai, bang ké, phu luc da nhip ra file excel
theo diing mau chuan da quy dinh dé co thé gui cho CQT
V Thao t ac Taihnnchinhhnhag ti khai, NSD nhan nat “K & xu & t
tép hdo so
Lqu vy:
Trudng hop bang ké c6 danh ddu céc c4 nhan c6 diéu chinh s0 liu thi khi ket xuat
van két xuat toan bd thong tin day du cua to khai va bang ké.
Ung dung chi thyc hién két xuat dit liéu ra file néu dit liéu cia to khai, bang ké,
phu luc trén me‘mqhinh nhap hop I¢. Néu dir li¢u sai, hé thong sé bo1 d6 nhiing 6 co
dir liéu sai va hién thi thong bao “Thong tin k& khai sai. Phai stra dung trude khi
ket xuat”
VCac bagqd&c thwc hién:

- Sau khi nhan nat “Két xuat tép hd s & h¢ thong s& thuc hién tong hop
lai dir liéu to khai, kiém tra’dﬁ’ Iiéu NSD cua to khai, dam bao dit liéu to
khai dting trude khi duoc két xuat ra file. Néu dir liéu dang thi thuc hién
ket xuat

- NSD chon duong dan qdén noi luu trir file duoc két xuat (pgﬁn} dinh la
C:\Temp). NSD cé thé chon thu muc luu file theo y muon bang céach
nhan vao nit - |

- Tén file két xuit duogc dit theo dung cdu tric: C1C2C3-
NIN2N3N4ANSN6N7N8NINION11IN12N13-M1M2M3M4-
YY1Y2Y3Y4 -LL1L2. xls. Trong do6:

0 C1C2C3: Thé hién tén viét tit cia co quan thué quan 1y. Vi dy HAN
(Cuc thué Ha Noi), HPH (Cuc thué Hai Phong)...

0 NIN2N3N4NSNE6N7NS8NINION1IN12NI13: Ma s6 thué co quan chi
tra (Néu ma s6 thué co quan chi tra 1a 10 so thi méc dinh ing dung tu
thém chudi “000” vao cudi).

0 MIM2M3M4: thé hién thong tin ky hiéu to khai
0 KKI1K2K3K4: thé hién thong tin ky tinh thué cta to khai
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0 LLIL2: thé hién trang thai Vé‘qu(’() lan nop to khaj (LOO thé hién trang
thai chinh thire, LO1 .. L99: the hi¢n trang thai bd sung tuong tmg voi
sO lan bo sung cua to khai)

Vi du : Co quan chi ‘gré co MS:F 0100100008 do Cuc thué Ha noi quan ly,
ké khai to khai quyét toan mau 05/KK-TNCN , to khai chinh thirc np
lan dau. Vay tén file s¢ nhu sau: HAN-0100100008000-05TL-Y2009-
LOO

I1ONhan d& |i éu hdé so quyét toan tuw

V Mu ¢  dNhin p tin dir liéu hd so quyét toan, kiém tra cdu trac tén file,

cau truc file va hién thi dir li€u vira nhan 1én man hinh néu cac kiém tra da
dugc dam bao, cho phép NSD c6 thé thuc hién céc chiic nang kiém tra dir
li¢u chi tiet to khai, tong hop to khai, in to khai,...
Chtic nang cho phép nhan va kiém tra cac file dit liéu hd so quyét toan duoc
ket xuat tr cdc ing dung quan ly luvong, quan 1y nhan sy hodc cac itmg dung
nhap dir licu khac, dam bao cac file da dung theo mau chuan dé guri cho
CQT

VThao t ac tThiuntin hinfi #hfip: to khai, NSD nhan nut

T4 ki khai

- Sau khi nhan nGt “Tai tor khai”, toan bo dit liéu to khai trén man hinh s&
bi x6a dé hién thi dir liéu cua file vira nhan 1én man hinh. Néu dur liéu
chua duoc Iuu, hé thong sé hién thi thong bao:

Thing bao

a mudin ghi lai théng tin thay d&i khdng ?

Cd khdng Hiry b

......................................

0 Néu NSD muén ghi lai théng tin vira thay doi thi nhdn nat “Co”. Hé
théng s€ luu dir liéu va cho phép chon file dit li¢u can nhan vao hé
thdng dong thoi kiém tra tinh dung din cua file dir lidu.

0 Néu NSD khong muén ghi thong tin vira thay doi thi nhan nut
“Khong”. Hé thong s& khong luu dit lidu va cho phép chon file dit liéu
can nhan vao hé thong dong thoi kiém tra tinh dung dan cia file dir
lidu.
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0 Néu NSD nhan vao nit Hiy bé thi hé thong giir nguyén trang thai
man hinh nhép, cho phép thue hién cac chie nang khac trude khi Mo
tép ho so.

Chon duong dan téi tép dé nhan dit liéu:

Chon duing ofn té tép @& nhdn ok liéu

Tai Bdng |

0 Nhén vao nut | - dé chon t6i thu muc chita file dit liéu can nhén.

0 Nhén nut “T& 1 dé thyuc hién viéc Tai dir liéu tir file 1én man hinh Gng
dung.

Kiém tra file di¥ liéu nhan vao: Khi thyc hién nhan file dix liéu, tng
dung tién hanh kiém tra file nhu sau:

0 Kiém tra tén file: Tén file phai dung cau tric tén file nhu khi két xuat
dir liéu ho so quyéet todn. Néu khong ding, img dung thong bao “Tén
file khong hop 1€” va khong thuc hién tai dit ligu.

0 Kiémtrac & u t r Hiledi fiéu nha@ vao phai ding theo ciu tric
file chuan do Tong cuc thué ban hanh. Néu file dugc chinh stra thong
tin, khi nhan vao, tng dung thong bao “File khong dung cau tric” va
khong thuc hién tai dir lidu.

0 Kiémtrathongtin MS T, Ky t i mt& ut Hhréd &nkfile aai
trong thong tin chung cua to khai: Néu 2 thong tin nay trén tén file va
trong thong tin chung cua to khai khong giong nhau, khi nhan vao,
ung dung thong bao “Dit liéu trong file khac voi tén file ” va khong
thuc hién tai dir liéu

0 Kiém trathong tin MS T, Ky  ttrbnp thongttil chudg to khai
va thong tin chung bang ké: Néu 2 thong tin ndy trong thong tin chung
t& khai va bang ké khong gidng nhau, khi nhan vao, Gmg dung thong
bao > va khong thuc hién tai dir li¢u

Néu file dir liéu da dam bao tat ca cac yéu cau kiém tra trén thi sau khi

nhan nat [énh “Tai dit liu” toan bd dir lidu to khai dugc hién thi 18n man

hinh, d6ng thoi thuc hién cac kiém tra:

0 Théng tin CQT cap cuc cua CQT quan 1y trén tén file: phai tring voi
thong tin CQT cap cuc ciia CQT quan 1y trong thong tin chung
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0 Thong tin Trang thai trén tén file: phai trung vi thong tin trang thai
trong thong tin chung

A Néu thdng tin Trang théi trén tén file 1a LOO: Trang thai trong

théng tin chung phai 1a Chinh thirc
A Néu théng tin Trang thai trén tén file 1a LO1..L99: Trang thai
trong thong tin chung phai la B6 sung va théng tin s6 lan phai

14 01..99
V Néu c6 16i thi img dung danh dau nhimng trudong c6 16i cung ndi dung 15i
“Dit liéu khong phu hop véi tén file”
Lgqu vy:

- Khi nhan vao tap tin dit liéu ho so quyét toan ma MST CQCT va Ky tinh
thué da co trong tng dung. Dir liu cua file vira nhan vao sé€ dugc ghi d¢
1én dit li¢u da dugc luu trong tng dung. Vivay t réalkhi mudn mo lai 1
file dlr liu  dalkét xuat trude @6, thi nén két xuat file dir liéu hién tai
cla to khai.

- Duang trén man hinh nhap to khai nao thi chi mo duoc file dix liéu cua to
khai loai d6. Vi du: Khi dang trén man hinh nhap to khai 05/KK-TNCN
thi chi m¢ duoc to khai 05/KK-TNCN, khéng mo duoc to khai 02/KK-
BH, 02/KK-XS

11.C4c ch®c nang ho tro khac
13.1. Tim nhanh théng tin
V Mu ¢ dGhaphép NSD tim nhanh thong tin da nhap trén bang ké
V Thao tac
- B ajc 1: Mo tab bang ké can tim nhanh thong tin
- B ajc 2: Nhap thdng tin tim kiém
Nguoi dung nhap dir liéu can tim vao 6 thong tin tim kiém nhu hinh:

Thang tin fm KEM. | i3 théng tin tin kié. .. | M8 s thg | Imkém

- B djc 3: Nhan nat tim kiém.

Heé thong s& danh dau nhing ban ghi thoa méan diéu kién tim kiém (danh dau
mau vang)

132.Choc ntng nhbnngduk®°l i Mu tp
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V Mu c_ dGhephép NSD nhan dir liéu vé bang ké tur file excel template da
nhap san dir liéu. Ung v6i ting bang ké ta ¢6 mau file excel template khac
nhau.

V Thao tac

B ajc 1: Chon tab bang ké can nhan dix liéu

B ajc 2: Tai mau bang ké theo duong link Mau Excel bang ké gin goc
trén bén phai man hinh. Chon Save as d€ luu mau bang ké vao may tinh
ca nhan.

B ajc 3: Mo lai mau bang ké, copy dit lidu tur cac file quan Iy khac theo
dang tirng chi tiéu trén.

B ajc 4: Quay lai ung dung, vao bang ké can nhan di liéu, nhan nat lénh
“Tai bang ké”. Trén man hinh xuat hién ctra s6 nhu hinh:

™Md tép bang ké
* Thém dif liéu vao di ligu d3 co
" Thém dif li§u mdi, =da dif ligu 48 oo

Chon dwing ofn tdi tép & nhén di liéu

| |

Tai dif ligu fiang |

B ajc 5: Chon kiéu tai bang ké&: Thém dit liéu vao dit liéu di c6
0 Thém dir liéu ma1, x6a dir li€u da co

B djc 6: Kich chon nat J dé chon duong dan tai file template bang ké
can chén dir liéu. (Cha y: Mau file phai dang mau quy dinh). Chon nut
Tai di¥ lieu. Hé thong lay dit liéu tir file excel vao hé thong
0 Néu chon thém dit liéu vao dit liéu da c6: Hé thong s& chén thém
dr li€u tur file excel vao dir li€u da c6 san trén ing dung
0 Néu chon “Thém méi, x6a dit liéu dd c6”, hé thong s& xoa dir liéu
hién tai va chen dir li¢u tur file excel vao ing dung
y .
MJ3i man hinh nhap bang ké s& twong ung véi 1 mau excel bang ké. Can
tai mau excel bang ké cua bang ké, phu luc nao thi NSD can m¢ dung
man hinh nhap bang ké, phu luc d6.
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- Dé xoba tat ca dir liéu cua bang k&, NSD c¢6 thé tai 1 bang ké khong c6 di
liéu vao véi lua chon “Thém mdi dir liéu, x6a dir liéu cii trén bang ké”

- CQCT gé thé thuc hién viéc nhap dir liéu theo dung mau excel‘ bang ké
trén nhiéu may tinh don I¢ khac nhau, dit li¢u phan tan thanh nhicu file va
thuc hién ghép noi dit liéu thanh 1 file bang ké duy nhat véi lua chon
“Thém vao dir liéu da c6”

- Trong truong hop CQCT co thdng tin thu nhap ca nhan trong hé théng
quan OI)'/ nhan su, quan 1y luong, CQCT ¢ the 'ghu:c hién the~0 cac buoc
sau dé thuc hién hoan thanh ho so quyét toan thu¢ maét cach de dang:

0 Budc 1: chon loai to khai can nhap dir licu

0 Budc 2: nhédp thong tin td khai, thong tin chung cua to khai va
thong tin dinh danh ctia CQCT

0 Buéc 3: két xuat dir liéu thu nhip cta cd nhan lam L cong, an luong

trong hé thong quan ly nhén sy, quan ly luong san c6 theo mau
excel bang ké (mau kha don gian)

0 Buéc 4: Lan lugt nhan cac file excel bang ké theo dung mau vao
ung dung
0 Thyc hién kiém tra dir liéu, tong hop dif liéu vira nhin vao hé
thong, chinh stra dir li¢u
0 Thuc hién két xuét tép ho so.
Luc nay CQCT da co 1 file dir licu hd so quyét toan theo dung quy dinh
chuan dé guri cho CQT
Déi véi bang ké 05A/BK-TNCN, nhiing chi tiéu Tong s thué phai ndp,

S6 thué con nop thira, S6 thué con phai khau trir thém phan mém c6 thé
hd trg tinh. NSD ¢6 thé khong can nhap gia tri vao cac cot ny

133. Nhop | u i

V Mu c  dXoxdi licu dang c6 trén man hinh, cho phép NSD bat dau nhap
ma&i thong tin to khai cho 1 MST khéc.
Sau khi nhap xong dir li€u cua 1 to khai va luu dir liéu vao hé théng (va thuc
hién cac chirc ning khac néu thay can thiét), NSD st dung chirc ning nay dé
bat d@Am dih i éu chdghol @ khain khac t
hoaicky t i nh )tDirdid dikiifificda to khai van dugc luu vao
ph?m mém, ¢ thé mé lai xem, sira, ...

VThao tac :Cnbhnhnhp i@ khai, NSD nhinnot "8 |
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L g u_Sau khi nhan nat “Nha p ”,/todni bd dir liéu dang c6 trén man hinh s€ bi
x0a, cho phép NSD nhap dir liéu ma6i vao. Neu dir liéu trén man hinh chua dugc
luu, img dung s€ hién thi thong béo:

Thing bao

Cd muBin ghi lai théng tin thay 48 khdng ?

fcd T Kheng | Hiy b |

.......................................

- Néu NSD mudn ghi lai thdng tin vira thay doi thi nhan nat “C6”. Hé
thong sé Iuu dir ligu va cho phép NSD bat dau nhap mai thong tin vao to
Kkhai.

- Néu NSD khong muédn ghi théng tin vira thay d6i thi nhan nat “Khong”.
H¢é thong sé khong luu thong tin, cho phép NSD bat dau nhap méi thong
tin vao to khai.

- Néu NSD nhan vao nit Huy bo thi hé théng gitr nguyén trang thai man
hinh nhap nhu trudc khi nhan nat “‘Nhap lai”, cho phép thuc hién cac
thao tac can thiét trude khi tao méi ho so.

13.4. Xoa
V Mu a i cXoa hét dit liéu to khai da nhap, cho phép NSD nhép lai thong
tin to khai.

Chirc nang co th~é duogc st dung trong trudng hop phan mém dugc nang cap

thay doi biéu mau to khai hodc truong hop qua trinh nhap c6 nhicu sai sot,

NSD muodn x6a hét dir licu cti da nhap dé nhap lai moi.

L gl u_Sap khi nhan nit “X6a”, phan mém s& hién thi thong bao “Toan bo dit liéu
da nh;ftp cua to khai s€ bi x6a. Chi nén st dung khi c6 thay doi biéu mau to khai.
Cé ti€p tuc khong?”

- Néu NSD nhan niit “C6”, phan mem s& x6a toan b dit liéu cua to khai da
luu va cho phép NSD bat dau nhap mai lai thong tin cho to khai vira xo6a.

- Néu NSD nhén nut “Khong”, phan mém van git hguyén trang thai man
hinh nhap nhu truéc khi nhan nat “Xo6a”, cho phép tiép tuc thuc hién céac
thao tac khac

Trudce khi thyc hién chirc nang XQa, NSD nén két xuét file dir liéu va luu

trong may tinh phong truong hop can phai dung lai sau nay.
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12Thodat khodéinhéhprc nang

V Mu c  dThaithkhoi chirc nang NSD dang thao tac, quay trd vé man hinh
chinh cua Tool.
Sau khi nhép dit liéu vao to khai va luu thong tin vao hé thong (va thuc hién
cac chuc nang khac néu thay can thiét), NSD dung chic nang nay dé thoat
khéi chic nang hién tai dang s dung, tré vé man hinh chinh cua Tool dé
chon thuc hién nhitng chirc nang khac.
V Thao t &c Tailminhinhhhap&okhai, NSD nhan nat “D dg”.
L q u: Say khi nhén nat “D @g”, toan bd dit liéu dang c6 trén man hinh sé& bi x6a
va tréd vé man hinh chinh ctia Umg dung. Néu dir li¢u trén man hinh chua duogc luu,
hé thong s€ hién thi thong bao:

Thing bao

a mudin ghi lai théng tin thay d&i khdng ?

e kmeng | e

Néu NSD mudn ghi lai thong tin vira thay doi thi nhan nat “Co”. Hé
thong sé luu dir liéu va thoat ve man hinh chinh cua Tool, tai day NSD c6
thé chon dung chuc nang khac.

- Néu NSD khdng mudn ghi thdng tin vira thay doi thi nhan nat “Khong”.
HE thong s€ khong luu thong tin va thoat vé man hinh chinh cua Tool, tai
day NSD c6 thé chon dung chire nang khac.

- Néu NSD nhan vao nit Huy bo thi hé thong gitr nguyén trang thai man
hinh nhap, cho phép thuc hién cac thao tac can thiét trudc khi thoat khoi
churc nang.

13.H6 tro in €honganinhgéycho ca nhan
V Muc d Khtcb nhan c6 yéu cau hodc sau khi hoan thanh viéc chi tra
trong nam va quyét toan 56’ thué TNCN, CQQT thuc hién (;hl'rc nang “HQ tro

in thong tin quyét toan thué cho ca nhan ” d¢ in va cung cép thong tin ho tro

nguoi lao dong thuc hién quyét toan thué.
VDi éu ki én in
- Chi in dugc théng tin hd trg quyét toan cho ca nhan khi to khai quyét
toan thué TNCN danh cho to chuc, ca nhan tra thu nhap tur tien luong,
tieén cong cua ca nhan cu trid 05/KK-TNCN da hoan thanh va ung dung
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thong bao “To khai hop 18” khi nhan ndt Iénh “Kiém tra”, va ca nhan d6
phai c6 MST

Ca nhan in hd tro thdng tin quyét toan cho cé& nhan phai dugc cap nhat
day du so liéu bang ké thu nhap 05A/BK-TNCN

VTéng hop d&* | i éu quyét toan ca

Ho va tén ca nhan: Ho va tén céc ca nhan trong bang ké 05A/BK-TNCN
M4 s thué: MST ca nhan trong bang ké 05A/BK-TNCN

S6 CMND/ Hb chiéu (néu chua co MST): S6 CMND/ ho chiéu cua céa
nhan trong bang ké 05A/BK-TNCN

Thu nhap chiu thué: Téng thu nhap chiu thué trén 05A/BK-TNCN +
Thu nhép chiu thué trén 05B/BK-TNCN tng vai tirng ¢ nhan

Giam trir gom 3 cot thdng tin:
0 Giam trur cho ban than =
I 24.000.000 ddi véi ky tinh thué 1a 2009
U 48.000.000 ddi véi ky tinh thué khac 2009

0 Giam trir cho NPT =Tong s 6t giadnnrygtrén 05A/BK-TNCN *
1.600.000 tng véi timg MST ca nhan

0 Tur thién, nhan dao, khuyén hoc: Tur thién, nhan dao, khuyén hoc trén
05A/BK-TNCN ung voi tirng ca nhan

0 Bao hiém bat budc = Bao hiém bat budctrén 05A/BK-TNCN ung voi
tung MST c4 nhan

Thu nhap tinh thué = Thu nhap chiju thué - Cac khoan giam tri

0 Thu nhép tinh thué = 0 néu Thu nhap chiu thué - Cac khoan giam trir
<=0

Thué phai nép: Thu nhap tinh thué * Biéu thué iy tién

0 Doi véi ky tinh thué 1a ndm 2009: Thué phai ndp = [(Thu nhp tinh
thué/ 6) * Biéu thue llly tién theo thang] * 6

0 Doi voi ky tinh thué khac ndm 2009: Thué phai nop = Thu nhap tinh
thué * Biéu thué llly tién nam

Thué dugc mién giam = Thué phai nop * [(Thu nhap lam can ct tinh

giam thué trén bang ké 05A + Thu nhap lam can cu tinh giam thué trén

bang ké 05B) / Thu nhap chiu thué] * 50%
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S6 thué da khau trr = (S6 thuéd & &l tnlr - S6 thué d & dprihira +
SO thué con phai khéu trir thém) trén bang ké 05A/BK-TNCN + S6
thuéd a au tintr trén bang ké 05B/BK-TNCN tng véi tirng ca nhan

Thué con phai nop: Thué phai nop - Thué dugc mién giam - S6 thué da
Khau true

Thuoc dién quyét toan thué gom 2 gia tri:
0 Co: néu So thué con phai ndp >0

0 Khéng: néu S6 thué con phai nop =0

VThao tac thwc hi én:

B ajc 1: Tai cira so chinh ciia man hinh, chon menu “HJ tro in thong tin
QT thué cho ca nhan”

B apc 2: Nhap thong tin cia CQCT da nhap to khai 05/KK-TNCN, bao
gom:

0 Mai s6 thué

0 Ky tinh thué

B ajc 3: Nhan nit lénh “Dong ¥”, tmg dung hién thi 1én danh sach tat ca

cac ca nhan thu nhap tir tién luong, tién cong cd ky hop dong lao dong

vaoi CQCT.

B djc4:

0 Chi nhitng ¢4 nhan c6 MST thi méi thuc hién dugc viéc chon thong
tinin

0 Néu chon ting ca nhan: Panh dau chon vao & : bén canh mdi ca
nhan.

0 Néu chon nhiéu c4 nhan: Nhan nat =" ung dung hién thi man
hinh chon thong tin In nhu sau:

Chon thing tin In

(" B chon £&E ca

(" Chon theo 58 the b
Tir li Bén li

Bidng | fiang |
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141 n

(I Chon tat ca: danh dau chon tat ca cac c4 nhan in hd trg quyét toan
i Bo chon tat ca: Bé danh dau tit ca cac ca nhan da danh dau chon in

i Chon theo s tht ty tur... dén...: Panh diu chon in tung ca nhan
theo so thur tu tir ... dén...

0 Sau khi chon thong tin In, nhan nut Déng v dé thuc hién viéc chon
thong tin in

0 Nhén nut Poéng dé khong thuc hién viéc Chon thong tin in

B ajc 5: Nhan n(t Ién}l “In”: ing dung thuc hién in to khai cho cé nhan

theo dtng dir liéu da tong hop trén mau to khai 09/KK-TNCN.

y
Ung dung chi thuc hién in hd tro thong tin quyét toan cho c& nhan khi to
khai caa CQCT da hop I¢.

Ca nhan dugc hd tro in théng tin quyét toan thué 1a cac ca nhan duoc ké
khai trong bang k& 05A/BK-TNCN cua CQCT c6 MST

So ligu tinh thué CQCT cung cép chi dung trong truong hop cd nhéan cd
thu nhép tr tién luong tien cong duy nhat ¢ CQCT nay. Ca nhan néu co
thém thu nhap & noi khac hogc tir cac nguon thu nhap khac thi phai khai
du thu nhap tinh thu€ trong nam va chiu trach nhi¢ém trugc phap luat ve
so liéu ké khai quyét toan caa minh

NSD c6 thé thuc hién sip xép dit liéu trén man hinh dé chon dung ca
St

(sap xép theo Ho
i

nhan can in quyét toan theo cac cot ¢ biéu tugng

va tén, Thuoc dien quyét toan thud), hoic biéu twong L1 (sip xép theo

Tong thu nhap hoic S6 thué)

mau trang bia h® so quyét toan

V Muc dich:

H& tro CQCT in ra trang bia ho so quyét toan trong truong hop CQCT
nép HS quyét toan thué TNCN cb6

VThao tac thwc hi én

Ngudi dung chon chic niang In mau trang bia hd s o & todn trén
man hinh menu chinh
Trén man hinh hién thi, NSD chon thdng tin MST, Ky tinh thué cua
CQCT, nhan In trang bia. Phan mém s& ho trg in trang bia theo mau quy
dinh (xem hudng dan in va xem trudc ban in tai muc 8. In to khai)
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- NSD déanh dau vao céc loai hd so cung vai hinh thac gui file twong Gng
trén ban Mau trang bia ho so quyét toan dugc in ra va gui kem trang bia
nay cung véi bo ho so giay den CQT

35



