PE CUONG CHI TIET HQC PHAN
(Kém theo Quyét dinh s6 2675/0D-DHNT ngay 16/08/2023
cua Hi¢u truong Truong Pai hoc Ngoai thirong)

Tén hoc phﬁn: KE TOAN MAY (Computerized Accounting)

Ma hoc phéan: KET 305

Khoa: Khoa Ké toan - Kiém toan

B6 mén phu trach: Ké toan tai chinh

S6 tin chi: 3 tin chi

Piéu kién tién quyét: Ké toan tai chinh, Ké toan thué, Tin hoc dai cwong

1. THONG TIN VE GIANG VIEN

STT Tén giang vién Email Dién thoai
1 | Ths. Nguyén Vii Hoang hoangnv@ftu.edu.vn 0908058898
2 TS. Lé Thanh Coéng conglt@ftu.edu.vn 0856171283
3 Ths. Lé Thi Thanh Ha lethithanhha.cs2@ftu.edu.vn 0934465906

2. MUC TIEU CUA HQC PHAN

Hoc phan ké todan may nham trang bi cho nguoi hoc kién thirc co ban vé thuc hanh ké toan may
trong cac doanh nghi¢p, ap dung nhiing kién thtrc ké toan da duoc hoc trong cac hoc phﬁn trudc
nhu Nguyén 1y ké toan, Ké toan tai chinh, Ké toan thué, Hé thong thong tin ké toan. Hoc phan
dé cap dén nhitng ndi dung co ban vé ké toan may néi chung va thyc hanh ké toan mdy trén
phan mém MISA néi riéng. Hoc phan ciing trang bi cho sinh vién nhiing k¥ ning can thiét dé
sau khi tot nghiép c6 thé lam viéc duoc v6i cac phan mém ké toan trong doanh nghiép.

3. CHUAN PAU RA CUA HQC PHAN

3.1.  Chuin diu ra vé kién thirc, k§ ning va mirc 9 tw chi, trach nhiém

3.1.1. Vé kién thirc

Hoc xong hoc phan Ké toan may, sinh vién c6 thé:

CLO1: Giai thich dugc vai tro cua ké toan may, phén mém ké toan. Mb ta duoc mé hinh hoat
dong cia phan mém ké toan.

CLO2: Phan loai phan mém ké toan va van dung phan mém tin hoc dé xtr 1y thong tin ké toan.
3.1.2. Vé kj niing

CLO3: C6 k¥ ning thyc hanh ké toan may trén phan mém tin hoc, van dung dé thuc hién cong
viéc ké toan trong t moi truong ké toan may & cac doanh nghiép.

CLO4: C6 k¥ ning can thiét dé co thé ty nghién ctru cac phan mém ké toan khac.

3.1.3. Vé mikc dé tw chii va trdch nhi¢m

CLOS5: Phat trién, van dung thanh thao phén mém tin hoc phuc vu cong viéc xur Iy thong tin ké
toan.

CLOG6: C6 nang luc hoc tap, nghién ctru doc 1ap, va nang lyc l[am viéc theo nhom.

CLO7: Hinh thanh nhan thirc dao dirc nghé nghiép va trach nhiém cta nhan vién ké toan.

3.2.  Ma trin dong gép ciia CPR hoc phan t6i CPR ciia Chwong trinh dao tao
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CP R Chuén diu ra ciia Chwong trinh dao tao
cua Hoc
phan PLOl1l | PLO2 | PLO3 | PLO4 | PLO5 | PLO6 | PLO7 | PLO8 | PLO9 | PLO10 | PLO11
CLO1 X
CLO2 X X X
CLO3 X X X
CLO4 X
CLO5 X
CLO6 X X
CLO7 X
Hoc 3 4 2 4 5 4 4 4
phﬁn
4. HQC LIEU
4.1. Giao trinh
1. Cobngty CP Misa, 2019, Gido trinh Ké todn may Ké toin doanh nghiép, NXB Vin hoa
— Thdng tin.
2. Nguyén Thi Bach Tuyét, 2021, Gio trinh Tin hoc ké toan, NXB Pai hoc Kinh té quéc
dan.
3. Tran Thi Song Minh, 2018, Giao trinh tin hoc tng dung, NXB Pai hoc Kinh té quéc
dan.

4.2. Tai li¢u tham khdo bt bujc

3. Luat ké toan 2015

4. Chuan myc ké toan lién quan

5. Thong tw 200/2014/TT-BTC ngay 22 thang 12 nim 2014 - Hudng din Ché do ké toan Doanh
nghi¢p.

6. Ché d6 ké toan doanh nghiép nho va vira, Quyét dinh 48/2006/QD-BTC ngay 14 thang 9
nam 2006.

7. Thong tu 103/2005/TT-BTC ngiy 24 thang 11 nam 2005 — Huéng dan tiéu chuan va diéu
kién ctia phan mém ké toan.

4.3. Websites

WWW.misa.com.vn

www.fast.com.vn

www.effect.com.vn

WWw.acman.vn

www.mof.gov.vn

www.danketoan.com

www.tapchiketoan.com

www.webketoan.com

www.ketoantruong.com.vn

www.hoiketoan-tp.org.vn

5.NQI DUNG HQC PHAN VA KE HOACH GIANG DAY
5.1. Noi dung hoc phéan
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Budi Noi dung Phén bo thoi gian Dong gop
Ly thuyét Thue Tiéu Tu hoc vao CLO
(thuyé ¢ hanh, thao | luin, bai co
. luan tap I6n, | huéng
giang) . x
thue te dan
1-2 | Chuong 1: Tong quan 4 2 12 1,2
vé ké toan may va
phan mém ké toan
3-6 Chuong 2: T6 chuc xur 3 9 10 24 2,3,4,5,6
ly thong tin ké toan
bing coéng cu tin hoc
van phong Office
7 Kiém tra giira ky
8-13 | Chuong 3: T6 chtc xir 9 6 15 32 2,3,4,5,6
ly thong tin ké toan
bang phan mém ké
toan chuyén dung
14-15 | Chuong 4: Ké toan 6 6 12 2,3,6
téng hop va BCTC
Tong cong (giv) 22 23 25 80
5.2. Ké hoach giang day
Buoi 1: Chwong 1: Tong quan vé ké toan may va phin mém ké toan
Hoat dong | So gio No6i dung chinh Dong gop
day va hoc vao CLO
Ly thuyét 3 , 1,2,7
(thuyét 1.1. Cong tac ke toan tai doanh nghiép
giang)




Thuc hanh,
thio luian

1.1.1 T6 chuec sb theo doi ké toan lién tuc — S6
nhat ky

1.1.2 T4 chure s6 theo ddi ké toan theo muc dich
quan 1y riéng va chi tiét — S cai
1.1.3 Quy trinh xir 1y théng tin ké toan

1.2. Cac nguyén tic chung khi thyc hién xir 1y
thong tin ké toan

1.2.1 Nguyén tic mé sb
1.2.2 Nguyén tic ghi chép s6 ké toan
1.2.3 Nguyén tic luu trir s6 ké toan

1.3. Vai trd va yéu cau nhiém vu cta ké toan trong
xtr 1y thong tin ké toan

1.3.1 Vai tro

1.3.1.1 Vai trd cung cép thong tin tai chinh
1.3.1.2 Vai tro cung cap thong tin quan tri
1.3.2 Yéu ciu nhiém vu cua ké toan

1.3.2.1 Bam bdo thong tin lién tuc va kip thoi

1.3.2.2 Bam bao thong tin ¢6 dg tin cay va khach
quan

1.3.2.3 Pam bao thong tin dé hiéu va day du

Tiéu luan, bai
tap 16m, thuc
té

Tuw hoc ¢o
hwéng din

- Tai liéu 1, chuong 1, trang 12 - 13

- Tai liéu 2, chuong 3, trang 131 - 136

Kiém tra,
danh gia

- Ké toan may, phan mém ké toan la gi?

Budi 2: Chuwong 1: Tong quan vé ké toan may va phin mém ké toan

Hoat dong | So gio No6i dung chinh Dong gop

day va hoc vao CLO
Ly thuyét 1 1.4. Lich st thay doi ctia phwong phap xtr Iy théng | 1,2,7
(thuyét tin ké toan

giang)




Thuc hanh, 2 1.4.1 Giai doan xtr 1y thong tin ké toan trong pham
thio luian vi ké toan tai chinh
1.4.2 Giai doan xt 1y thong tin ké toan trong pham
vi ké toan tai chinh va ké toan quan tri
1.4.3. Giai doan xir 1y théng tin ké toan hudng t6i
chu thé quan trj va chu thé s hitu
1.4.4 Ung dung cta cong nghé thong tin trong xur
1y théng tin ké toan - K& toan may
1.5. Thyc hanh ké toan trén so gidy.
Tiéu luin, bai
tap 16m, thuc - Tai liéu 1, chuong 1, trang 13 — 22
té L
¢ - Tai liéu 2, chuong 1, trang 41 — 49
Tuw hoc ¢ 6
huwéng din - Tai liéu 2, chuong 3, trang 139 — 183
Kiém tra, | - Phan biét ké toan mdy va ke toan thi cong?
danh gia

- Phan loai va md6 td mo hinh hoat dong cua phan mém ké toan.

Budi 3: Chwong 2: T6 chire xir Iy théng tin ké toan bang céng cu tin hoc viin phong Office

Hoat dong | SO gio Noi dung chinh Dong gop
day va hoc vao CLO
Ly thuyét 3 | 2.1 Sy can thiét phai thay thé phuong phap xir 1y
(thuyét thong tin ké toan trén so gidy
gidng) 2.1.1 Uu diém
Thuc hanh,

thao luan

2.1.2 Han ché

2.2 Cong cu tin hoc Excel trong xir 1y thong tin ké
toan

2.2.1 Nguyén tic chung khi str dung céng cu Excel
2.2.1.1 Nguyén tic thudc do tién té

2.2.1.2 Nguyén tic nhét quan

2.2.1.3 Nguyén tic than trong

2.2.2 Cac ham 1énh co ban str dung trong excel

Tiéu luin, bai
tap 16m, thuc
té

Tai liéu 3, chuong 2, trang 107 - 176




Tuw hoc ¢
hwéng din

Kiém tra,
danh gia

Nguyén tic sir dung cong cu tin hoc vin phong trong xtr 1y théng tin

ké toan?

Budi 4: Chwong 2: Té chirc xir Iy thong tin ké toan biang cong cu tin hoc vin phong Office

Hoat dong | SO gio Noi dung chinh Pong goép

day va hoc vao CLO
Ly thuyét 0 2,345
(t.l:uyet 2.2.3 Thyc hanh ké toan br:ing cong cu tin hoc van
giang) phong Excel
Thyc hanh, 3 - Lap bang can dbi s6 phat sinh
thio luin )

- Lap s nhat ky

Tiéu luin, bai Tai liéu 3, chuong 2, trang 176 - 194
tap lon, thuc
té
Tuw hoc ¢6 6
hwéng din

Kiém tra, - Thyc hanh xtr 1y dit liéu

danh gia

Budi 5: Chwong 2: Té chire xir Iy thong tin ké toan bang cong cu tin hoc vin phong Office

Hoat dong | SO gio Noi dung chinh Dong gop
day va hoc vao CLO
Ly thuyét 0 2.2.3 Thuc hanh ké toan béng cong cu tin hoc van 23,45
(thuyét phong Excel (tiép)
giang) - Lap s6 cai
Thuc hanh, 3

thio luan

- Lap cac bang tinh (bang luong, bang theo doi
hang t6n kho, ban tinh khiu hao, bang theo doi
khach hang, nha cung cip...)

Tiéu luin, bai
tap 16m, thue
té

Tai li¢u 3, chuong 2, trang 176 - 203




Tuw hoc co 6
hwéng din

Kiém tra, -
danh gia

Thyc hanh x1r 1y dir liéu

Budi 6: Chwong 2: Té chirc xir Iy thong tin ké toan biang cong cu tin hoc vin phong Office

Hoat dong | SO gio
day va hoc

Noi dung chinh

Dong gop
vao CLO

Ly thuyét 0
(thuyét
giang)

- Lap bao céo

Thuyc hanh, 3
thio luan

2.2.3 Thuc hanh ké toan bang cong cu tin hoc vin
phong Excel (tiép)

- Phan tich dir liéu

Tiéu ludn, bai | 10
tap lon, thuc
té

Tuw hoc ¢6 6
hwéng din

Tai liéu 3, chuong 2, trang 203 - 217, 261 - 269

2,3,5,6,7

Kiém tra, -
danh gia

Thuc hanh xtr 1y dit liéu

Buoi 7: Kiém tra giira ky

Hoat dong day va
hoc

S6 gio

Noi dung chinh

Dong gop
vao CLO

Ly thuyét (thuyét
giang)

Thuc hanh, thao
luin

Tiéu luin, bai tap
16m, thuc té

Tuw hoc c6 huwong
din

2,3,5,6

Kiém tra, danh gia

3 Kiém tra thuc hanh bai tap trén may

Budi 8: Chwong 3: Té chirc xir Iy thong tin ké toan bing phin mém ké toan chuyén dung

Hoat dong | SO gio
day va hoc

Noi dung chinh

Dong gop
vao CLO




Ly thuyét 3 - Téng quan vé phan mém ké toan MISA
(thuyét SME.NET 2021.
giang) - Céc budc ma s6 ké toan.
Thyc hanh, - Thiét 1ap cac thong tin ban dau.
thao luan
Tiéu luan, bai | 15
tap 16m, thue
t;(
¢ - Tai liéu 1, chuong 2, trang 35 - 91
Tw hoc ¢6 2

hwéng din

Kiém tra,
danh gia

Thyce hanh toan bd ndi dung chlrc nang ctia cac phan h¢ trong
chuong 3 theo bai tap

Budi 9: Chwong 3: To chirc xir Iy thong tin ké toan biang phin mém ké toian chuyén dung

Hoat dong | SO gio Noi dung chinh Pong gép
day va hoc vao CLO
Ly thuyét 3 - Nhiing van dé chung ctia ghi chép nghiép vu
(thuyét ké toan trén cac phan mém ké toan. 23456
giang) - Quy trinh phan hanh Ké toan: Tién, Mua AR
Thue hanh, hang, Ban hang, Kho ‘ ’
. A - Thuc hanh trén phan mém k¢ toan.
thao luan
Tiéu luin, bai
tap 16m, thue - Tai liéu 1, chuong 3, trang 98 — 130
te - Tai liéu 1, chuong 5, trang 148 — 177
Tuw hoc ¢o 6
hwéng din - Tai liéu 1, chuong 6, trang 180 — 220
- Tai liéu 1, chuong 7, trang 223 — 244
Kiém tra, - Trinh bay mo hinh hoat dong, cac chirc nang trong phan h¢ Tién,
danh gia Mua hang, Ban hang, Kho

Budi 10: Chwong 3: Té chire xir Iy thong tin ké toan bang phian mém ké toan chuyén dung

(tiep)
Hoat dong | SO gio No6i dung chinh Dong gop
day va hoc vao CLO
Ly thuyét - Ké toan cong no phai tra
(thuyét - Ké toan cong no phai thu 2,3,4,5,6

giang)




Thuc hanh,
thio luian

- K& todn vOn bang tién

- K& toan Cong cu - dung cu

- Thuc hanh trén phan mém ké toan

Tiéu luin, bai
tap 16m, thue
té

- Tai liéu 1, chuong 3, trang 98 — 130

- Tai liéu 1, chuong 5, trang 148 — 177

Tuw hoc ¢6
hwéng din

- Tai liéu 1, chuong 6, trang 180 — 220

- Tai liéu 1, chuong 8, trang 246 — 268

Kiém tra,
danh gia

Trinh bay m6 hinh hoat dong, cac chirc nang xur Iy cong ng phai tra,

phai thu, cong cu - dung cu va ké toan von bang tién

Budi 11: Chwong 3: T6 chirc xir Iy thong tin ké toan bang phan mém ké toan chuyén dung

(tiép)
Hoat dong | SO gio Noi dung chinh DPong gop
day va hoc vao CLO
Ly thuyét 3 | - Kétoan Gia thanh
(thuyet - Ké toan Hang ton kho 2,3,4,5,6
giang) . .
- K& toan Tai san ¢6 dinh
Thuwe hanh, . \ ,
thio ludn - Thyc hanh trén phan mém ké toan
Ti¢u lun, bai B
tap 16m, thuc - Tai liéu 1, chuong 7, trang 223 — 244
té .
¢ - Tai liéu 1, chuong 9, trang 269 — 296
Tuw hoc cé 6

hwéng din

- Tai liéu 1, chuong 11, trang 329— 367

Kiém tra,
danh gia

Trinh bay mo hinh hoat dong, cac churc nang trong phan hé gia thanh,

hang tdn kho, tai san ¢ dinh

Budi 12: Chwong 3: Td chire xir Iy thong tin ké toan bang phian mém ké toan chuyén dung

(tiép)

Hoat dong
day va hoc

S6 gio

Noi dung chinh

DPong gop
vao CLO

Ly thuyét
(thuyét
giang)

- K& toan Thué

- K& toan Tién luong

Thuc hanh,
thao luan

- Thyc hanh trén phan mém ké toan

2,3,4,5,6




Tiéu luin, bai | 10

tap 16m, thue - Tai liéu 1, chuong 10, trang 298 — 328

t;(

¢ - Tai liéu 1, chuong 12, trang 370 - 401

Tuw hoc ¢ 6

hwéng din
Kiém tra, - Trinh bay md hinh hoat dong, cac chirc nang trong phan hé¢ thué, tién
danh gia luong

Budi 13: Chwong 3: T6 chirc xir Iy thong tin ké toan bang phan mém ké toan chuyén dung

(tiép)

Hoat dong
day va hoc

So gio

Noi dung chinh

Dong gop
vao CLO

Ly thuyét
(thuyét
giang)

- Ké toan xac dinh két quad hoat dong kinh doanh

- Thyc hanh trén phan mém ké toan

Thuc hanh,
thio luian

Tiéu luin, bai
tap 16m, thue
té

10

- Tai liéu 1, chuong 13, trang 402 — 429

Tuw hoc ¢
hwéng din

2,3,4,5,6

Kiém tra,
danh gia

Trinh bay mé hinh hoat dong, cc chirc ning trong phan hé thué

Budi 14: Chwong 4: Ké toan tong hop va BCTC

Hoat dong
day va hoc

S6 gio

Noi dung chinh

Dong gop
vao CLO

Ly thuyét
(thuyét
giang)

- Nhiém vu keé toan tong hop

- M6 hinh hoat dong cuia ké toan tong hop.

Thuc hanh,
thio luan

Tiéu luin, bai
tap 16m, thue
té

- Tai liéu 1, chuong 13, trang 402 — 429

Tuw hoc ¢
hwéng din

2,3,6




Kiém tra, - Trinh bay md hinh hoat dong, nhiém trong phan hé tong hop

danh gia

Budi 15: Chwong 4: Ké toan tong hop va BCTC (tiép)

Hoat dong | SO gio No6i dung chinh Dong gop
day va hoc vao CLO

Ly thuyét 3 - Thyc hanh trén phan mém ké toan
(thuyét 236
giang) o

Thuc hanh,
thao luan

Tiéu luan, bai - Tai liéu 1, chuong 13, trang 402 — 429
tap 16m, thue
té

Tuw hoc cé 6
hwéng din

Kiém tra, - Trinh bay mé hinh hoat dong, cic chirc nang trong phan hé tong hop
danh gia

6. QUY PINH POI VOI HQC PHAN

6.1. Nhiém vu cua sinh vién

- Nghién ctru tai liéu va chuan bi cho mbi budi hoc trude khi du 16p.

- Hoan thanh cac bai tap duoc giao.

- Chuén bi noi dung thao luan cua hoc phén.

6.2. Quy dinh vé thi cir, hoc vu

- Sinh vién phai du 16p ddy du, dam bao tdi thiéu 75% cac budi hoc trén 16p.
- Hoan thanh céc nhiém vu dugc giao ddi véi hoc phﬁn.

Vi du:

- Theo quy ché dao tao hién hanh;

- BT ¢6 sb trang vuot qua yéu cau bi trir 30% s6 diém

- BT gidng nhau dén 50% trir 1/2 s6 diém;

- BT gi6éng nhau trén 50% bi diém khong;

- Nhitng hoc vién khong nhan BT, khong ndp hodc ndp cham qua quy dinh déu bi diém 0.

7. PHUONG PHAP, HINH THUC KIEM TRA PANH GIA
- Thang diém 10
- Cac thanh phan danh gia:

Hinh thirc N¢i dung danh gia Tiéu chi danh gia CLO

Trong
O




Diém danh + phat biéu xay dung | S6 1an c6 mat trén 16p
Panh gid Chuyén | bai hoc + tham gia vao bai 1 10%
qué trinh can hoc
Kiém tra | Thuc hanh chinh x4c cac nghiép | Kiém tra ngin, 40 - 30%
thuong | vu ké toan, xuét duoc cac bao cao | 60 phut
Xuyén, tai chinh chinh xac theo yéu cau 2,3,5,6
gitra ky
Panh gia | Thi  hét | Thyc hanh chinh x4c cac nghiép | Bai kiém tra thuc 60%
tong két hoc phan | vu ké toan, xuat dugc cac bao céo | hanh, tir 60 - 90 phut. 2,4
tai chinh chinh xéc theo yéu cau
Téng: | 100%
TRUONG BQ MON TRUONG KHOA KE TOAN — KIEM TOAN

PGS, TS Tran Thi Kim Anh

PGS, TS Tran Thi Kim Anh




