Hudng dan quan ly hdéa don
tal Wstore

Wstore dadm bdo minh bach va tuan thd quy dinh phap luat vé viéc xuat hdéa don trong giao dich
thuong mai dién ti. Dudi day la quy trinh xuat héa don ap dung cho cac don hang dugc giao thanh
cbng.

Budc 1: Truy cap danh muc “Quan ly héa don”

Ban can dang nhap vao tai khoan doanh nghiép trén hé théng. T thanh menu, chon muc [Pon
hang] - tiép tuc chon [Quan ly héa don].

Tai day, hé théng sé hién thi danh sach cac don hang da hoan tat va cé yéu cau xuat hda don tur
Nguoi mua. Tur danh sach nay, ban cé thé theo déi trang thai va ti€n hanh x{& ly xuat hdéa don theo
tirng don hang cu thé.
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Budc 2: Chon don hang can xuat héa don

Tai muc [Quan ly héa donl, ban chon tab [Pang xi ly] dé xem danh sach cac don hang dang cho
xuat hoéa don.

Trong danh sach nay, moi don hang sé di kém mot truong thong tin thé hién trang thai yéu cau héa
don tu phia Nguoi mua, véi hai loai nhu sau:



e Trang thai “Cé”: Don hang cé yéu cau xuat hdéa don - can dugc ban xt ly va phat hanh
héa don theo théng tin Ngudi mua da cung cap.

e Trang thai “Khong”: baon hang khong c6 yéu cau xuat hdéa don - ban khéng nhat thiét
phai thuc hién thao tac xuat héa don cho cac don nay.

Doi vGi cac don hang c6 trang thai “Cé”, ban nhan vao nat [Xem chi tiét] dé truy cap:
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Vi 1rrdng hop khdch hang yéu cau xust hda don. Boanh nghiép wui long 14i lén hia don d xust d€ thutc hién xéc han xust
hoa don.

e Thoéng tin chi tié€t don hang
e Thong tin xuat héa don do Ngudi mua cung cap (héa dan cd nhan hoac doanh nghiép)

Thoéng tin nay sé dugc dung lam co sd dé€ ban Iap va phat hanh héa don ding quy dinh.
Budc 3: Tai Ién héa don va xac nhan hoan tat
Sau khi da 1ap héa don dua trén thong tin Nguoi mua cung cap, ban can thuc hién cac buéc sau dé

hoan tat quy trinh:

1) Tailén file héa don dién tir ding dinh dang (PDF) va ndi dung da duogc ky so.

2) Nhan nat [Xac nhan xuat héa don] dé€ hé théng ghi nhan va hoan tat viéc xuat héa don
cho don hang tuong Ung.
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Hovatén vynguyén gy

Email vytest19@gmail.com &

Bia chi 799412 16 1 khu phd 4 phuaing long binh bién hoa dong nai

Tra ciru héa don

Vi truéing hop khidch hang yéu cu xuat héa dan. Doanh nghiép vui long 1di lén héa don 04 xudt dé thyc hign xéc nhén xudt
hda don.

Xac nhén xust héa don

Sau khi xac nhan:

e Don hang sé dugc chuyén vé trang thai “Hoan thanh” trong hé théng.
e Hba don dién tkr sé dugc gui tu dong dén email cla Ngudi mua da dang ky trong yéu cau.

Quy trinh nay dadm bao tinh chinh xac, minh bach va tuan thd quy dinh phap luat vé viéc phat hanh
hda don trong giao dich thuong mai dién tu.

44 ¥Luu y: DGi véi nhiing don hang ngudi mua khéng yéu cau xuét héa dof?, nguai
ban cé thé lya chon xuat hoac khong xuat hda don. Viéc nay la khéng bat budc
va ngudi ban van cé thé phat hanh héa don cho dan hang (vi du d€ ghi nhan noi
bd hoac phuc vu kiém toan).
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