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INTRODUCTION

Viindoo introduces the Quick Start Guide to help Micro Businesses
(with less than 10 employees) define where to start, what to do, and
how to implement the Viindoo Enterprise Management Software for
their business.

Two factors that affect the success of a software implementation are
human resources and time. As a business, you should assign some
employees, in which one person will be the person in charge of
implementing software for your business. The personnel in charge
need to define roles, responsibilities, and orientations of the Board
of Directors in order to coordinate time, design a roadmap for
specific tasks, and commit to complete them.

Depending on the sector and actual requirements, each business
will have specific operations adapted to the business model. This
document shows you how to perform some common operations in a
micro business, including:

Viindoo hopes that the knowledge and instructions shared in this
eBook will help businesses to define and be confident in
implementing the Viindoo Software by themselves. Also, help to
reduce the technology cost while improving the operational
efficiency and the operational management of the business itself.
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CREATE A NEW INSTANCE

Access the Viindoo pricing page at
instance for your business.

https://viindoo.com/pricin

Lién hé

Dbang ky

Hoe m

Dbang nhap

Biéu phi

The right plan for your needs

Start-up or enterprise, pay for what you need with our plan.
Get in touch, we'll provide the price that fits your budget, you can do it all with Viindoo Solution.

Annually

Monthly

Recommended

Standard

178,200 d

/user/month

One App

FREE

Luxury

226,800 d

/user/month

@ 01 application only @ Unlimited applications @ Unlimited applications

@ Flexible customization with m

[V] Multiple companies

@ unlimited users @ 03 hours of free training

[V] Upload of Custom applications
@ 05 hours of free training

START NOW BUY NOW

to create a new

VIE

BUY NOW

{ FREE TRIAL l { FREE TRIAL

|

Press Buy Now to create an official
instance, you will be redirected to the
payment page to finish the payment
process. Or click on Try Now to

Start a FREE 15 days trial of
Viindoo now!

create a demo instance and test it out
for 15 days. Viindoo provides a free
domain for each instance, you can

Need more help?

create one with your domain of

choice,
= e.g: your-company.viindoo.cloud.

= See details at:
* [Steps to create Viindoo Instance

Viindoo Ebook Quick Start Guide For Micro Business

Sign up now to start the trial

Wour Mame * Job Position
Business Types Company Size
Phone Numbser
Emadl *

word = o sz by ast rocre )
Canfirm Password *
Domain *
Language Country

Engion (U5}
Instali demo data
1 3gree to the Privacy Statement

By eticking an Submit, you &ne agMEing £3 cuakerie Vindos 1o procens personal

cater o deeribeg i thi Frivecr Stamsment



https://viindoo.com/pricing
https://viindoo.com/documentation/15.0/applications/getting-started/system-settings/steps-to-create-viindoo-instance.html
https://viindoo.com/apps/app/15.0/viin_studio

Once the registration is a

success, you will be redirected
to the overview interface to
start using Viindoo:

Viindoo Enterprise
Management

Note

To ensure data security and avoid having to re-import data, don't forget to:
e Import initial data such as the list of Products, Customers/Vendors
information, Inventory Opening Balance, etc. to the official instance.
* For business-specific operations, do it on a test instance before operating
on the official one to estimate risks that might come up while using the
official instance.

Ebook Quick Start Guide For Micro'Business




INSTALL THE RIGHT APPLICATIONS FOR BUSINESS OPERATION

Depending on the needs and purposes of your business, access the Apps and use
keywords to search for apps to install.

W purchase|
_______ i Search Module for: purchase o

» Search Category for: purchase m

App Store  Updates  Update AppsList  Apply Scheduled Upgrades
4 1
Apps ﬂ Apps % | purchasd Pl
F e ;
Search Module for: purchase =
=]

¢+ Search Category for purchase

B Invoicing H CRM i Website
0 sccount a crre GQ bz ite
| e Learn More e Leain More - Leam More

Purchase

Services

s CATEGORIES Sales
All sale_mamagenent
= el Leam More
¥ )

Affiliate Management

Acoounting to. sFF1L f
Inventory Leam More L ‘ pur‘chase Maore
Manufacturing ! et I| r L M 4
T = nstalled -
Website Accounting & Finance earn More
...... it Bccounkant
Marketin G
g Leam More Lesarn Mot s More

Human Resources

Productivity Quality i
Technical @ o quality
Administration . Leam More

Infrastructure

i Manufacturing i Email Marketing E
wrp q moss_mailin
@ t \é i :
Learn More ok Learn Maore j Leam More

_ Expenses & i Recruitment i Employees i
= (5)
Extra Taols i Leam More Learn hare . Learn More o Leam More
Project

Approvals i Git Management i
to_sppravals } tagit
odeiiai Learn More ’ ) Learm Mote

Odoo Apps i Odoo Saas

to_odoa_module Bicon to_odoo_seas

Leaim More =m Leam More

Employee Advance Payroll

to_hr pajroll

Version Controls = Maintenance i Budget Management i
‘4 naintenance Fo_sccount_budget
g Lean More f Learn Mone

\3) tohr_i ==_advance
-t T Leam More

Learn hMore
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USE VIINDOO ON MOBILES DEVICES

You can easily access the Viindoo instance of your business anytime and from
anywhere with the Viindoo app on your smartphone or other mobile devices such
as a tablet. Viindoo supports apps on both iOS and Android operating systems.

Go to the CH Play app on your Android device
or the Apps Store on iPhone, search for the
Viindoo app to install.

Oy ény

Getiton Y Getiton

N

Byl

®  Google Play

Wiebsie  SukEn

Bing phaatich  CRITEI()  Wheshoe

Ebook Quick Start Guide For Micro Business




SYSTEM MANAGEMENT

DECLARE COMPANY INFORMATION

Company information will be used in quotations and invoices that your businesses

send to customers.

To set up this information, navigate
to Settings » Users & Companies *»
Companies, click on your company
and add your business registration

82 Settings  GeneralSettings

Users & Companies Tran

Users
Groups
Companies

OAuth Providers

. .
.
information: - >
'
'
. English (us)
' ]
' ]
'
) .
v
Company Name \
My company (C200) @
'
e
General Information S5H Keys
Contact My company (C200) Phane
Address 97 Bach Bang, Phuang Ha Ly Maibibe
EN Emall
. Qudn Hang Bang 5
Website e.g, Wips:iiviindoo.com
| e
Giry EN TP Hail Phang (VN) Facan) Compny
P Affiliate Allowed -
Vietnam Company Favicon
VAT 0201 994665
Company Reglstry
Currency VD E

To display your company information in another language, you can click on the
icon &3 or EN to enter the translated text for each information field.

CREATE AND MANAGE SOFTWARE USERS

Viindoo enterprise management software provides a feature to support
administrators in creating accounts for users according to each role to participate
in performing business operations and granting access rights according to their
roles and access rights.

To create a new account for a system user, you navigate to Settings » Users &
Companies *> Users and select Create.

- Email Address
'
team_leader@mail.com

Exmsil Adsress

Fslabed Parirer

1 1
H
Versin Cortenia : ® Internal User Eonins
=] LN - Quainy
Portal F
Public Fareign Tre rade

Viindoo Ebook Quick Start Guide For Micro Business 9



From here, you need to add user information, including:

e Name: Add user's full name to facilitate the communication between users on
the software.

* Email address: User account login name.

» Avatar: You click the pencil icon on the image in the right of the screen to add a
new avatar for the user.

o User Type: Use the system default.

On the Access Rights tab, you should keep the default access right that the
software suggested: Administrator in all apps. This will help all users to visualize the
operation and data flow in the system, thereby smoothly and effectively coordinate
with each other.

In case your business is organized by departments, specialized employees and
needs to manage each employee's task, you can refer to Viindoo's access rights
suggestions:

. Documents Purchase Sales Inventory
Access rights Accounting Administration
Management Management Management Management

Administ Al L(I)s;; Administ Administ Billing
Job position Officer - User rator | Docume  rator User rator | Billing | Adminis R hts Settings
nts trator
Document Management Officer 0 O 0 O 0 O 0 O 0 O Q O
Purchasing Officer 0 O 0 O O O 0 O 0 O O O
Salesperson 0 O O O 0 O 0 O 0 O Q O
Warehouse Staff 0 O 0 O 0 O 0 O 0 O O O
Accounting Liabilities Officer 0 O O O O O O O 0 O Q O
kDirector O 0 O 0 O Q O 0 O 0 O 0 )
N )
Archive
Duplicate B
[elete
Next, you need to set up a _ _ Change Pasovord I
default password for each use IeESEEENSEEEINSS s s s
. . Users ."" ’ SEIgNE: ASKS
by p re SS | ng Act | o n > C h a nge P Disable two-factor authentication SETh e
Send Fassword Reset Instuctions o
Passwo rdo Send an Invitation Email =~ Create employee ~ | / :
A
: @ O

Enter the default password for e

Name

the account. Later on, don't forget  Approval Officer
to ask the user to log in and  amieaer
change to a personal pPassSwWOrd | ceesme  spmorsiosin

for security reasons.

Access Rights Mabile Device Token Preferences  Affiliate Info.  Cauth Account Security

Viindoo Ebook Quick Start Guide For Micro Business 10


https://docs.google.com/document/d/e/2PACX-1vTqvBK2K7dE5CqfW9yjNDAXjUwWuVHU7doArbBFPNuJGYpHYlndfU--uNAYBE-CVI1vb03xUcdUXKYF/pub#id.d1f92td6x98l

I LOG IN AND CONFIGURE PERSONAL ACCOUNT

LOG IN TO VIINDOO SOFTWARE

Log in on web browser

After receiving the account created with your personal email and password, open
the web browser and go to the instance domain created previously.

= e.g: your-company.viindoo.cloud

Add your login information then press Log in.

Viindoo Tiohodng~  Gibiphép~  Dichwyw  ClagdBngw  BlEuphi 0

uuuuuu

Log in on your phone

Open the Viindoo app to enter the login information,
including:

e Your domain address: Enter the Domain name
created in the [Create a new instance|step. For
example, yourcompany.viindoo.cloud

* Your mail address: Enter the email address of the
user account that was created.

e Password: Enter the corresponding password.

After successful login, you will be redirected to the Mobile view. Here, you can
receive notifications, reply to emails, or do the same thing as in a web browser.

Viindoo Ebook Quick Start Guide For Micro Business 1


https://docs.google.com/document/d/e/2PACX-1vTqvBK2K7dE5CqfW9yjNDAXjUwWuVHU7doArbBFPNuJGYpHYlndfU--uNAYBE-CVI1vb03xUcdUXKYF/pub#id.iccq7k1exmdz

CHANGE PASSWORD

Change new password

To change your password, navigate to My Profile, select Account Security » Change
Password:

9 ~\ s s Viindoo
®5 G2 (%)Administrator
Documentation
Support 0Old Password ~
ShOI"tCLIfS  ——.,
New Password
My Profile # Change My Preferences )
My Viindoo com account New Password (Confirmation)
Lag out C E 0
Change Password Cancel
® .
"
: PP N y
references  Account Security 4
Password Management
Change password ..----------------------------------------’.
Two-factor Authentication (D)
------------ ’ t t Learn More
Developer APl Keys @
New AP Key
LV Cancel
L J

Enter the new password and press Change Password to complete.

Reset password
If you forgot your password, follow these steps to reset your account password:

Click Reset Password to follow the instructions:

V” ndoo Features~  Solutions~  Services~v  Community v  Pricing w
Viindoo
Reset Password
Access and manage your instances
from this account. N
Email :
Email
Password
Password
Don't have an account? Reset PassWord @e--feeeeccccceccecccacaaaaaaaaay g

G Log in with Google

Viindoo Ebook Quick Start Guide For Micro Business 12



The system will send you an email vou o

with instructions to reset your | 'o"lewver

password. Access your email account, | oerven nauen,

press Change password, SEleCt a A password reset was requested for the Viindoo account linked to this email. You may change your

password by following this link which will remain valid during 24 hours:

new one and Confirm.

If you do not expect this, you can safely ignore this email.

Thanks,

VN Company
+84 91 234 56 78 | :nft}(ﬁ__f'c\’:r!l',]an\,' \rnexan:ple,cum | h'.u;;.’f'.\.'\.\.v\\l vnexample.com

( N

Viindog Home Shop Events Courses Services Pricing Company ¥ Docs 'Eu Signin @ English (US) ~ Contact Us

Your Email

Illi

== g
Your Name

Yen Nguyen

Password

Confirm Password

Ebook'*"Quick Start Guide For Micro Business




I PREPARE INITIAL DATA

With the Viindoo software, you will have to add the products list, contact
information of customers, vendors, etc. only once. This information will then be
used in any operation and by any departments in the company, from purchase, and
sales to inventory management, accounting, etc.

Initial data to be prepared including:

Product List Inventory opening Customers/ Vendors

balance list

PRODUCTS LIST

Products in Viindoo include all the products, services that your business
manufactures, purchases, sells and all the expenses generated from daily
operations (e.g: An office TV, Catering services, Car rental services, etc.). To manage
a product, you need to configure the following information related to a product:

Product Categories Unit of Measure Products

Create a product category

Product categories are used to categorize products of your business into different
groups. The product categories feature in Viindoo software is built into the
hierarchy to help you plan and manage your products.

To create a product category, navigate to Inventory » Configuration » Product
categories then press Create. Add all the information of a product such as:
Product name, Parent Category, Logistics, and Inventory valuation method.

22 [nvento ry Overview Operations Products Reporting Configuration

Product Categories /

sEIGH % Discard 11 £ ¥

Category

Physics books

Parent Category All £ Saleable =

Logistics Inventory Valuation
Force Remaoval Strategy Costing Method Specific Identification v

Inventory Valuation Automated

|4

Viindoo Ebook Quick Start Guide For Micro Business 14



Press on the Products button on the top right corner of the interface to view the
products list of a category. Once done, press Save.

Note

To know the meaning and usage of each information field on Viindoo
e Point to each field to read the definition or click @ to view the
corresponding video and usage instructions.

* Fields marked in purple are mandatory. It's necessary to add
information to these fields in order to have a feature work properly.

Create a Unit of Measure (UoM)
Enable Units of Measure feature
Navigate to Inventory » Configuration » Settings to enable the Units of Measure

feature. Now you will see options to choose a unit of measure where applicable
(e.g. stock transfer from view, sales order, purchase order, etc.).

Units of Measure @

E |nventory Overview Operations Products Reporting Vietnam Legal Re

Settings =» Units Of Measure <+
m Discard
Gener ngs Products
& Variants © Units of Measure @
W Product '
< Attributes < Units Of Measure ®

CRM
Product Packagings @

EIpOESK

Create new Units of Measure (UoM)

Navigate to Inventory > Configuration » UoM Categories, select one of the
available categories to edit.

HH Inventory Overview Operations Products Reporting Vietnam Legal Reports Configuration 6 e VN Company ,r?s Mitchell Admin
Units of Measure Categories Search... Settings Q
Wareh M t
X © YFilters =GroupBy 1 T e 1-8/8 € >
Warehouses
Unit of Measure Category Uom Locations
Unit Routes
Weight Rules
o ti m
Working Time perations Types
Storage Categories / 3
Length / Distance 5
Putaway Rules Units of Measues
Surface
= Products
lurr )(at (US) (gal (US)) (1) (m?) j
Volume 0S)) (@@ (gal (US))( A —— UoM Categories
User Subscription :_.»__]ﬁ User/Month ) (User/Year ) Reordering Rules A

Units of Measures

UoM Categories = @---------ccmcccacccaacaaana '

Viindoo Ebook Quick Start Guide For Micro Business 15



At the Units of Measure tab, click Add a line to start creating a new UoM according to
your needs.

P dsure v 1.00000 0.01000 1w
p ™\
Unit of Measure Unit =
Category

Name Concatenation

Units of Measure

Unit of Measure Type Ratio Active Rounding Precision
Units Reference Unit of Measure for this category 1.00000 # 0.01000 &
User Bigger than the reference Unit of Measure 1.00000 & 1.00000
Dozens Bigger than the reference Unit of Measure 12.00000 0.01000 W
| EN  Smaller than the reference Unit of Measure v 1.00000 [# 0.01000 &
e ® Add a line
\- J

= See details at:
e Wctivate different units of measure

Create a new product

In Viindoo, you can create products in many modules such as Inventory, Sales,
Purchase, Accounting & Finance, etc. but only the admin of those modules can
create products. To create a new product, navigate to the Products menu on these
apps then press Create.

From here, add a picture (if applicable) and comprehensive information about your
product. Also, define whether this product can be purchased or sold. This
information decides the accessibility to the product from the Purchase or Sales app
later on.

Products
3 +ceo eicton TN

Prind Labsls: - Update Quantity  Replenish

Product Name

tr Office chair *
« ConbeSold - Can bePurchased
22 Inventory Overview Open PR o KA, Purch 2
Products Product Type Sterabie Product Sales Price
Cusiomer Tanes
@
Cost
Froduct Catego
Acoustic Bloc Sereens e il Reterence
[FURM_6666] Barcode
Price: 20500 d
On hand: 0.00 Units On nand; 0.00 Units
Cable Management Box T E Car g Conference Chair 7
[FURN_5555] [RENTOOS] 2 Variants
Price: 100,00 d .E Price: 1.00 ¢ Price; 33.00 ¢
On hand: 0,00 Units On hand: 0.00 Units On hand: 0.00 Units
Corner Desk Left Sit i Comer Desk Right Sit W - Customizable Desk v
[FURN_1118] [E-COMOG] 1 /L 5 Variants
Price: 85.00 4 Price: 147.00.d4 Price; 750.00 &
©On hand; 0.00 Units On hand: 0.00 Units On hand: 0.00 Units
Desk Combination o Desk Organizer o Desk Pad g
F [FURN_7800] . [FURN_0001] <Ny |FURN_0002]
'''''' 450.00d Price: 510d Price: 198 d
On hand: 0,00 Units On hand: 0.00 Units On hand, 0.00 Units

Viindoo Ebook Quick Start Guide For Micro Business 16
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INVENTORY OPENING BALANCE

Inventory opening balance is the quantity of products available at the moment your
business decides to officially use Viindoo in daily operations.

To add the inventory opening balance, navigate to Inventory » Operations *> Inventory
Adjustments > Create.

H Inventory Overview Qperations Products Reporting Configuration w® o° ¢ % Vi Thé Hoan (hdrhveouxugk)
Inventory Qverview Transfers Q
Replenishment
TFilters =GroupBy #Favorites 1-28/28 £ >
Inventory Adjustments @----========scccccccccce-esesessssssssssssesee————— ,
Scrap '
Receipts Internal Transfers i Delively Orders
Landed Costs

'
Stock Stock Stack
Run Scheduler .

Location = Product Lot/Serial Number.. On Hand Quantity.. UoM Counted Quantity Difference  Scheduled Date.. User
WH/Stock AMETHYST Dinning Table 3,398.00 Set 3,100:00 -298.00 12/31/2022 Wil Thé Ho. DHistory B Apply X Clear
Returns WH/Stock Beige Tuffed Sofa Couch -4.00 Unit 12/31/2022 D Histary @ 5et
Stock WH/Stock B ban an Messico 1.00 Units 5.00 6.00 12/31/2022 Vi Thé Ho. DHistory [BEApply X Clear
WHS ch oW, ight nd 37.C 12/31/2022 History @ Se
WH/Stock Browny Nightstand 37.00 Units 2/31/2022 DHistory @ Set
WH/Stack CNC Router milling 3018 Pro 002 1.00 Unit 12/31/2022 D Histary @ Set

Add the following information:

* Location: The current storage location of this product.

* Product: Select the product of choice to edit the inventory opening balance.

o Counted Quantity: The quantity of products counted at the import opening
balance moment to the system.

Once all the information is added, press Apply to save the inventory data.

CUSTOMERS/ VENDORS LIST

To create a new customer/vendor
contact, navigate to Contacts app

Azure Interior

88 Conlacts  Contacts

® Senvices

L si:fir:alz O/ Ure Fremont, United States Hoooooog e 3
and press Create. On the contact ™™ 5% wewomcomenn |
Azure Interior wrowns Qzue

form, define whether this contact is

an Individual or a Company, then add  *~ - -
o , g o--

the basic information such as name, e I --

address, phone number, date of II° - am

birth/date of establishment, title, etc.

On the other hand, you can manage other general information, such as:

e Contacts & Addresses: Additional contacts of employees, invoicing address,
shipping address, etc.
e Sales & Purchase: Commercial information of this contact.

Finally, press Save to finish creating a customer/vendor contact.

Viindoo Ebook Quick Start Guide For Micro Business 17



PERFORMING




PERFORMING DAILY OPERATIONS IN VIINDOO

Organize document E-documents
g Share documents Search documents Delete Documents
workspace storage

ORGANIZE DOCUMENTS WORKSPACE

Documents in the Viindoo system are organized and stored into different
workspaces. To create a workspace, go to Documents » Master Data »
Workspaces and press Create.

Documents Documents Master Data c

Workspaces Workspaces

Teams
:
Tag Categories

Complete Name Tags

General

HR

Create Child Workspaces

Name | EN Tags
Parent Workspace General Company WM Company -

Document Uinique
Hame

Actions Access Right D

hame
Add a line

To create a sub-workspace, click a specific workspace. At the Sub-Workspaces tab,
select Add a line and add the necessary information of the workspace to create a
new one.

E - DOCUMENTS STORAGE

Navigate to Documents » Documents [ ,

to access the document management M

22 Documents Documents
-Dacumen!s

Documents

(BifeEL M Add A Link

Documents 8 WORKSPACE

All
* HR

~ General

Salary table )

Viindoo Ebook Quick Start Guide For Micro Business 19




From here, select the workspace that you want to add documents from the tree
diagram, then choose one of the following two options:

Add A Link v

Add a Link

Documents Name Instruction
R '. PO URL https://v15-test-kanota.viindoo.com/web

B WORKSPACE
All

TR Add A Link RN
|

General

Salary table
~

Create new document

Press Upload to upload files (PDF, Excel, Word) from your computer to the Viindoo
system.

Press Add A Link to attach documents as links. You will be redirected to the
interface to enter the name and URL for the link. Then press Add A Link to

complete the operation.

SHARE DOCUMENTS

To share a document within the company, navigate to the document that needs to
be shared and click on the share icon as below:

Viindoo Ebook Quick Start Guide For Micro Business 20



On the pop-up window, click Generate URL then select Copy to copy and share the
URL that is automatically generated by the Viindoo system. Internal users and
Portal users can access the shared document through this link.

#* Viindoo

Drawer jpeg
02/17/2023 @

Share Documents URL

Share Documents

I
|
i I
Drawer.jpeg |
|
02/17/2023
_ ®
»
|
I

Generate URL o - ———- J

SEARCH FOR DOCUMENTS

You can search for documents using the following tools:

Search bar
Documents and stored links can be easily [

. . . Search Name for: Salary
found“usmg the filters and groupl.ng tool on
the Viindoo search bar. With this feature, Seanch Mitme Type for: Salary
you need to type a keyword into the search » Search Owner for: Salary
bar (e.g. title, document tag, etc.) located on Reaich Conteat ior: Selely »

. . » Search Created by for: Sala
the top right corner of the screen to filter d %

out records.
—

Y Filters =Group By + Favorites

[ ] .
3 File
URL Filters and groups
Archived To search for documents by each

purchase order, go to Documents *

---1-»  Add Custom Filter » Filters » Add Custom Filters, select the

! Workspace v Workspace contains filter and add the
: il L v purchase order reference of the
S Salary .
document you are searching for. Then
Apply ©Add a condition press Apply.

Documents related to the selected purchase order will be filtered out.
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DELETE DOCUMENTS

In case you make a mistake in the document uploading to the system and want to
delete the document, do the following steps:

Step 1: Navigate to Documents, select the workspace containing the
documents that need to be deleted, and switch to the list view.

Step 2: Select the document you want to delete.

Step 3: Click the Action button then select Delete.

22 Documents Documents Master Data Configuration " 0O A Administrator
Documents Search.., Q
(IIGEE  Acd A Link 1 selected & Action TFilters =Group By # Favorites
"\ [ Name Export T
B WORKSPACE (=] ) i
[ WH/OUT/0001 Agshosr iy)(Ready) File
All Unarchive
G |
enera Daida
* Accounting
Customer Invoice X B
Vendor Bill
Hod don Nha cung céap Mame WH/0UT/0001
~ Inventory MIME Type application/pdf
Delivery
Recaipt Cwner Mitchell Admin
¢ Purchase - Delivery
b Sale Workspace
% TAGS
W Tags
| | Company Legal Add a tag
L1 Osher Actions
| 1 To Review
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PURCHASE MANAGEMENT

Occur purchase Create a
needs purchase order

Contact vendors

Confirm purchase
order

Tracking products

delivery Payment

The above diagram describes the general procurement process of a business.
However, this process might vary depending on each business structure and actual
operations. In this eBook, Viindoo will show you how to perform the main steps of
this procurement process, starting from Create a purchase order and ending with
Track products delivery.

CREATE A PURCHASE ORDER

To manage the requests of quotation that you send to the vendors, navigate to the
Purchase app » Orders » Requests for Quotation and press Create.

Or navigate to the Purchase app » Orders » Purchase Orders and press Create in
case you have confirmed the order with the vendor and no longer need to receive
guotations.

Purchase Order Requests for Qoutation
A 4

________________________________________

22 Purchase Orders Products Reporting Configuration

Requests for Qui  Requests for Quotation Seuroh... Q
Purchase Orders ; "
& TFilters =GroupBy #Favorites 1-38/38 € = B m @ o

Purchase Agreements
. Vendors =
All RFGS 6 Avg Order Value (d) 30,217,022,000 4 Purchased Last 7 Days (d) od
To Send Late
- Lead Time to Purchase -307.89 Days RFQs Sent Last 7 Days 0
My RFQs 1] 0

On the Requests for Quotation or Purchase Orders view, add the following
information:

B2 Purchase Orders  Products  Reporting  Configuration & A G B Vi The Hoén (hachvcouxugh)

Requests for Quotation / PO0035

+ Create & Print & Action 1438 €| ¥

GRS T R iRl Confirm Order  Cancel RFQ

Request for Quotation
2 P00038
Vendor Cong ty TNHH nguyenvatlieu.com Order Deadline 10/06/2022 07:00:00
Foreign Import Receipt Date 10/07/2022 07:00:00  58% On-Time Delivery
Vendor Reference Ask confirmation
Purchase Agreement Deliver To Stock: Receipts
\. J
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e Vendor: Select a vendor from an existing list or you can create a new one.
e Order Deadline: The day you close the request and stop receiving the

vendor’'s quotation.
* Receipt Date: The delivery date promised by the vendor. This date is used to

determine the estimated arrival time.

At the Products tab, add information related to the product you want to purchase as
follows:

0 On change: 1 A
Products Other Information Relation: purchase. order ine
Product Description Delivery Date Quantity Unit Price  Taxes Subtotal
+ Beverages iy
4+ Coca Cola Coca Cola 01/27/2022 12:00:00 20.00 5,000.00 100,000d @
+ Fanta Fanta 01/27/2022 12:00:00 30.00 4,000.00 120,0004 @
< Be careful by transportation &
¢ Beer o}
« Heiniken Heiniken 01/27/2022 12:00:00 10.00 20,000.00 200,000d W
Add a product Add a section Add a note
PR D L A S R Untaxed Amount: 420,000 4
Taxes: 42,000d
Totai 462,000

Press Add a product and fill in the information related to the product you want to
buy as follows:

* Product: Select a product from an existing list or create a new one.
e Quantity: Enter the quantity you want to order.

* Unit Price: The unit price of the product. Leave empty for orders that require
vendor quotations.

e Taxes: Select the tax rate applying to the product.

At the Other Information tab, pay attention to the following information:

-

Products Other Information

Purchase Administrator ~ [ Payment Terms Immediate Payment - @

Representative
Incoterm -

Fiscal Position v

\.

* Purchase Representative: The user who created this request for quotation will
be displayed by default but you can select another person in charge.

e Payment Terms: Select the payment term that applies to the purchase order.
Press Save to save the information.

Press Save to save the information.
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CONTACT VENDOR

Press Print » Request for Quotation
to print out the request for quotation
in PDF format and send it to the
vendor

Or use the suggested sending via

Requests for Quotation / F

=+ Create
s B ol Confirm Order ¢ Purchase Order

[Request for Quotation

= Print & Action

Request for Quotation

email to the vendor feature by S P00038
pressing Send by Email.
# Compose Email X
e R
Subject Sunshine Joint Stock Company Ordy_ (Ref PODDOG)
............................... }
Requests for Quotation it you have any questions ..=|.-.-.-,.- 6 ot hesikate 1o contact s
‘ Send by Email
Request for Quotation
+ P00038

P

RFQ_PO000G, paf
¥

Use template Purchase Order: Send RFQ - @

The Request for Quotation in PDF format will be automatically attached to the
email, edit the email content if necessary and press Send. Once done, the Request

for Quotation status will be changed

to RFQ Sent.

------- > RFQ Sent
( Requests for Quotation / )
+ Create & Print & Action £ >
"""" L ] Re-Send by Email  Print RFQ  Cancel RFQ Sent
Request for Quotation
2 P00038
Purchase Order
CONFIRM A PURCHASE ORDER ... ... .. ... . (
H H H (Requests for Quotation / L
After evaluating and agreeing with o L M eceint

the price offered by the vendor,
you press Confirm Order to
confirm the purchase order.

PAYMENT

= See details in:
Account Payable

Viindoo Ebook Quick Start Guide For Micro Business

s
: Re-Send by Email  PrintRFQ  Cancel

Request for Quotation

¢ P00038

A
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TRACKING PRODUCTS DELIVERY

Viindoo allows the procurement officer to view the received quantity of products on
each purchase order, in the Received column:

On the other hand, if you are granted access to the Inventory app, you can track the
delivery of the product right from the purchase order view by clicking on the
Receipt button:

22 Pu I'Cﬁ ase Orders Products Reporting Configuration

Requests for Quotation / PLO00E

Pa= W + Create & Print @ Action i £ >
L TER  Send PO by Emaill  Create Bill  Cancel  Lock i) Se Purchase Order
— Receipt
Vendor ©  Nord American Beverages Co. Ltd Confirmation Date 02/17/202310:36:32
Vendor Reference Receipt Date @ 01/27/202216:24117

» Askconfirmation 1 day(s) before @

Products  Other Information

Product Description Quantity Recelved Billed UnitPrice  Taxes Subtotal H
Beverages =
Coca Cola Coca Cola 20.00 0.00 0.00 5,000.00 (Deductible VAT 10% ) 100000d B
Fanta Fanta 30.00 0.00 0.00 4,000.00 (Deductible VAT 10% ) 120000d &
Be careful by transportation 7]
Beer B
Heiniken Heiniken 10.00 0.00 0.00 20,000.00 (Deductible VAT 10%) 200000d &

Add a product Add asection Addanote

Untaxed Amount: 420,000 4
VAT 10%: 42,000d
Totah 462,000




I SALES MANAGEMENT

Track the delivery
and issue invoice

Quoting and

Create Pricelist Record payment

closing orders

CREATE PRICELISTS FOR CUSTOMERS

Activate the Pricelists feature

22 Sales Orders To Invoice Products Reporting Configuration

Settings

Navigate to the Sales app

=G Discard

Configuration » Settings. Go to the PGND @nevncmennsnssssmsmnsennss s :
Pricing section and activate the R —
Pricelists feature. Enable the Multiple v
prices per product option to set up (

Pricelists @
pricelists using basic formulas. Press .
Save to finish.

Multiple prices per product

e Advanced price rules
(discounts, formulas)

= Pricelists
g

Create a pricelist for each customer

a8 Sales Orders To Invoice Products Reporting Configuration

Settings [ Products
: Product Variants

Discard Pricelists PP RRRTRTEE :

Promotion Programs

Coupon Programs

4 7\
Price Rules Configuration Per uct Function
Products Min. Quantity Price  Start Date End Date Applied For
Orange 10.00 30.00 03/01/2023 11:04:23 05/01/2023 11:04:23 All Price ]
Apple 10.00 20.00 D3/01/2023 11:03:56 05/01/2023 11:04:16 All Price T}
\_ Add aline )

* Products: Select the products that this pricelist will be applied to.

e Min. Quantity: The minimum sales quantity that needs to be reached in order
to apply the price configured in the Price column.

* Price: Set up the sales price for the product.

o Start Date/End Date: The applicable period of this pricelist. If left empty, the
pricelist can be used anytime.

After adding all the important information, press Save.
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To apply a pricelist to a specific customer or a group of customers, navigate to
Sales » Orders » Customers, and select the partner you want to apply this pricelist
to. On the Sales & Purchase tab, select the pricelist you've just created.

‘ Sale Order

Custormer

Azure Interior Order Date 10/07/2022 09:08.:35

4557 De Silva St

CUSTOMERS ||

Foreign Export

Fremont CA 94538
United States

{ Pricelist ©  Public Pricelist (USD) J

f Has Rental Product

voi
Contacts & Addresses Invoice Address

Delivery Address

Sales Quotation Template

Payment Terms 2]

Azure Interior
Azure Interior

Default Template

Salesperson
Sales Team )
Payment Terms

Fayiment 1enns
Receipt Reminder

Supplier Currency

Pricelist ©  Public Pricelist (USD) }. -------------------------------------------- :

Exclude Already-Purchased Apps

Delivery Method Normal Delivery Charges

With the above configuration, this pricelist will be automatically applied when you
create a quotation for this customer.

If you want to select another pricelist, [Pricelist Public Pricelist (USD)

Benelux (VND)
EUR (EUR)
Public Pricelist (USD)

press Edit, select the desired one
then follow the instructions of the
system, the product prices will be
updated according to the selected
pricelist.

Default USD pricelist (USD)
Christmas (VND)

Besides, Viindoo provides tools to set up Pricelists with more complicated rules and formulas.

= See details at:
* \Guide to set up pricelists with advanced price rules

QUOTING AND CLOSING ORDERS WITH CUSTOMERS
Create a new quotation

Navigate to Sales » Orders » Quotations. Press Create.

22 Sales Orders % ®' 8 LY VNCompany

3 Mitchell Admin (jnlpgpgk3214)

Quotations ~ Quotations My Quotations | Sesrch . a

KR 2 & SrTer:__ YFilters =GroupBy # Favorites 1-3/3 € > i @ ------mmmmmman ,
v
Azure Interior Order Date 10/07/2022 09:08:35
4 .
257 e Silva St Pricelist ©  Public Pricelist (USD)
Fremont CA 94538
United States Has Rental Product
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On the quotation, add the necessary information before sending it to the customer:

e Customer: Select an existing customer or create a new one.
* Expiration: The day this quotation expires
* Pricelist: The pricelist applied to this customer.

Payment Terms: Select the payment term for this quotation/sales order to track
this customer's payments.

= See details at:
e How to create a new contact in Viindoo

e UActivate Terms and Conditions in Sales

e QOrder Lines tab:

4 )
Order Lines Optional Products Other Info Customer Signature
Product Description Quantity Unit Price  Taxes Subtotal i
Apple Apple 8.00 6,00 (Value Added Tax (VAT) 10%) 54800 ®
Add a product  Add a section  Add a note
Untaxed Amount; $48.00
VAT 10%: 54.80
Totah  § 52.80
.

Press Add a product to select a product and fill in the other information such as
Quantity, Unit Price, Taxes, and Discount (if applicable). The total Untaxed Amount,
VAT, and final total Total of this order.

After filling in all the information, press Save to complete the quotation.

Confirming a sales order

You can send the quotation to your customer by pressing Send by Email, editing
the email content if needed, then clicking Send. The PDF version of the quotation

will be automatically attached to this email.

# Viindoo

Recipients Followers of the document and

(TAzure Interior %) Add contacts to notify...

Subject VN Company Order (Ref S00050)

Helfo,

Your order S00050 amounting in $ 340.00 has been confirmed
Thank you for your trust!

Use template ©  Sales Order: Confirmation Email - ('

S00050.pdf
-

% Attach a file

Save as new template
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After receiving the customer feedback, you might encounter one of the following
situations:
* The customer doesn’t agree with your quotation:

o Press Edit to adjust the quotation according to the agreement with your
customer;

o Press Cancel to cancel this sales order.
* The customer agreed with your quotation:
o Press Confirm to confirm the quotation.

o This quotation will become a Sales order.

22 Sales Orders To Invoice Products Reporting Configuration * @' of (;,55 VN Company .l:; Mitchell Admin (jnlpgpgk3214)
Quotations /
+Create @ & Print @ Action 2/3 £ »
Create Invoice [MECEICERIE uReEEIGL A0S Send by Email  Cancel Sales Order
L i F 1 0
Q . e J

Applying discounts to a sales order

In many situations, a business might want to give discounts to their customers and
Viindoo has just the right tool to assist you.

Activate the Discounts feature

Navigate to the Sales app » Configuration » Settings. Go to the Pricing section to
activate the Discounts feature:

Settings

LEVCl Discard

: £+ General Settings
E H Document Pric:ing
@
‘> Product Discounts . ____.
ﬁ ' & CRM
[v] Discounts [+]
Sales DR

Press Save to finish.

Apply Discount to the sales order

Once the feature is activated, the Disc.% column is displayed on each sales order
which allows you to set up a discount for each product on the sales order:
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282 Sales Orders  To Invoice Products Reporting Configuration * ®' o C*  VNCompany {3 Mitchell Admin (inlpqpqk32i4)

Quotations /
PACIN +Create @ & Print = Action 343 | X | >
Send by Email  Cancel 1 Sales Order :
Quotation Template Default Template

Order Lines Other Info Customer Signature

#  Product Dependency  Description Quantity Delivered Invoiced UoM Unit Price  Tax.. Disc.% Subtotal i

10 [FURN_0005] Ma.. [FURN_0005] 1.00 0.00 |8 0.00 Units 1.98

° 10.00 $1.73 @
Magnetic Board N

10 [E-COMOG] Gomer.. [E-COMOB] Corner 1.00 0.00 I 0.00 Units 147.00 N i) $147.00 &
Desk Right Sit :

'
' .
Add a product Add asection Adda note ' D o,
v ' SN isc.%

10,00
RECORD PAYMENT

= See details at:
* Record customer payment from Sales order.

TRACK THE DELIVERY AND ISSUE INVOICE

Track the delivery

From the sales order view, you can track the delivered quantity of the product at the
Delivered column:

B2 Sales Orders o Invoice T Configuration R oAt g L VN Company '_ 2
Quotations / g Dellvery
o Discard @ AT F

A

(TR Create Custom Clearance Sales Order
FLEEIYN ERPUNL Payment Terms a9 @-------nn- :
Invoice Address Azure Interior -
Defivery Address Agure Interior i T‘f
Quotation Template Defaul Template
Order | ] nfa Signat
#  Product Dependency  Description Quantity Delivered Invoiced  LioM Unit Price  Tax... Disc% Subtotal
10 [FURN_1718] Cor. [FURN_1118] 4.00 0.00 I 0.00 Units B5.00 0.00 $340.00 &
Cormer Desk Left ®
Sit

Add aproduct  Add a section  Add anate E Delivered
""""" > 2,00

Or you can click on the Delivery button to see the delivery status, this helps you to
be proactive in tracking orders and supporting your customer.

In order to see the delivery orders, your employees must have access right to the Inventory
app.

Tracking invoicing status

From the sales order view, you can also see the invoiced quantity of a product in the

Invoiced column: ‘
Invoiced
REEEEEEE >
Order Lines  Otherinfo  Customer Signature E 2;00
[
# Product Dependency  Description Quantity Delivered Invoiced  UoM Unit Price  Tax. Disc.% Subtotal
10 [FURN_1118] Cor... [FURN_1118] 4.00 200 & 2,00 Units 85.00 0.00 $340.00 @
Corner Desk Left
Sit

Add a product  Add a section Add anote

2,00
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I INVENTORY MANAGEMENT

Optimize costs & resources, enhance supply efficiency

e a $

Improve the cash

Real-time Inventory No-excess Supply :
conversion cycle
Automatically update Understand which, when, and Adjust the inventory cycle
inventoryas soon as a stock how many items are needed to to improve inventory
move is confirmed. replenish. investment turnover

Process Incoming Deliver Inventory
Products Products Adjustment




PROCESS INCOMING PRODUCTS
Receive products in one order

Step 1: Access the Inventory app, at the Overview interface, go to Receipts then
press To Process to check and confirm the warehouse transfers.

jmmmm e Y =2 Inventory Overview Operations Products Reporting Vietnam Legal Reports + * ®,'° g o VN Company {3 Mitchell Admin (j
'
Tong quan kho Search
vFilters =0Group By -+ Favorites 1-8/
Receipts I Delivery Orders I PoS Orders i Returns
— .
3 Late
Manufacturing i Asset Allocation H Resupply Subcontractor I Asset Allocation
0 To Process 0 To Process
\ J
- 1ﬂ'.|'er1l()l"1\.l Ovenview Operations Products Reporting
Inventory Overview / ] San Francisco: Receipts % g Ready % search Q
e + Create B3 TFilters =Group By % Favorites /1 € 3 {8 )
Reference Contact Scheduled Date Source Document: Status i Ps
L @ W WH/IN/ODDOT Vendar A Today PODODT Ready H

Step 2: Click on the warehouse receipt. From here, press Edit and click on the

i= jcon to record the received quantity. Then press Confirm.

ra=:\8 < Create

'EIGEICE  Set quantities

J

HH ‘n\FCnTOfY Overview Operations Products Reporting Vietnam Legal Reporls Configuration

VN Company {3 Mitchell Admin (jnipgpgk3z)

Tong q'@n kho / VN Company: Receipts / VN

+ Create & Print & Action

141 £ 3
—
Set quantities  Primt PrintLabels  Unlock  Cancel Ready
= 0
I et rg‘ Journal Entries C
¢ VN Co/IN/00003
-
Recaive From @ Approval department manager 01 Scheduled Date 1214/2022171:02:03
Attached Docs Deadline 12/14/202217:02:03
Destination Location VN Co/Stock Source Document POOO1E |
I <
| H
Operations ~ Additional Info~ Mote T ]
'
Product Demand Done Unit of Measure ' i
[DESKO006] Customizable Dask (Custom, Black) 400 4.00 Units = =
Add a line
L J
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Step 3: At the inventory receipt transfer, press Confirm to complete. After

confirming the received quantity, this information will be updated on the /nventory
Report.

# Detailed Operations

Product [DESK0006] Customizable Desk (Custom,
Black)

Demand 4.00 Units

Quantity Done 4.00 / 4.00 Units

To Create Equipment Done  Unit of Measure
VN Co/Stock (] 4.00 Units
Add a line

Receive products in multiple orders

Note

When the vendor delivers your order in various deliveries, proceed the
similar steps as when you receive goods all at once. However, in step 3,
after confirming the inventory receipt transfer, a pop-up window will be
displayed, click Create Backorder to generate the transfer slip for the rest
of your products.

Create Backorder?

You have processed less products than the initial demand.

Create Backorder Mo Backorder Cancel
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DELIVER PRODUCTS

Delivery all products in one order

Step 1: Access the Inventory application, at the Overview interface, go to Delivery
Orders then click To Process to check and confirm the warehouse delivery orders.

Inventory Qverview Search..

TYFilters =Group By # Favarites 1-28/28 € ¥

Receipts H Internal Transfers i Delivery Orders
Stock Stock Stock

e 2270 prcee-e DI
Returns i Manufacturing i PaoS Orders
Stock Stack Stock
Late 5
Delivery Orders :
Stock ~N
22 To Process 2 Waiting
24 Late
N Y,

Step 2: Click on the delivery order. Then, press Edit, at the Detailed Operations
tab, and add the number of delivered quantities. Then press Save » Confirm.

+ Create
Check Availability | Validate

Additional Info

Note

Detailed Operations Operations

Product From

Sample product WH/Stock
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Delivery products in multiple orders

Note

When you deliver your order in multiple deliveries, proceed the similar
steps as when you deliver products all at once. However, in step 2, after
confirming the inventory delivery order, a pop-up window will be displayed,
click Create Backorder to generate the transfer slip for the rest of your

products.

Create Backorder?

You have processed less products than the initial demand.

No Backorder

Create Backorder

INVENTORY ADJUSTMENT

When doing the inventory adjustment, go to Inventory » Operations > Inventory
Adjustments, add the actual quantity in the Counted Quantity column, the
Difference amount will be automatically calculated.

Click Apply to complete the inventory adjustment

Operations Producty

Transfers
Replenishment
Inventory Adjustments

Scrap

Overview

B2 Inventory

Operations Prog

Landed Costs

Inventory Adjustrments
Run Scheduler

-

Create [§ES

"D History [ Apply
‘D History @ Set )
‘D History B Apply
D History @ Set
"D History @ Set

N J

Search...

T Filters =Group By w Favorites

/

Location +  Product Lot/Serial Number

On Hand Quantity UoM  Counted Quantity

Difference  Scheduled Date

% Vi Thé Hoan (hdrhvcouxugk)

User

WH/Stock
WH/Stock
WH/Stock
WH/Stock

WH/Stock

AMETHYST Dinning Table
Beige Tuffed Sofa Couch
B& ban an Messico
Browny Nightstand

CNC Router milling 3018 Pro

002

3,398.00 Set
-4.00 Unit
-1.00 Units
37.00 Units

1.00 Unit

3,100.00

5.00
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-298.00 12/31/2022
12/31/2022

6.00 12/31/2022
12/31/2022

1273172022

il Thé Hoan

Vi Thé Hoan

D History
"D History
D History
"D History

"D History

Q

Taks a8 € >
'

1
[ ] £

EiApply % Clear
@ Set
EiApply % Clear
@ Set
& Set
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I LIABILITIES ACCOUNGTING MANAGEMENT

Accountin
Create and Register S
. . . liabilities
issue invoice Payment

management

The diagram above depicts a typical
liabilities accounting management process
of a business. However, you can apply this

process flexibly according to the reality of
your business.
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CREATE AND ISSUE INVOICES

Depending on your business requirements and actual operations, you can:

e

Issue E-invoices: If your business
wishes to integrate with an E-
invoice provider supported by
Viindoo to issue e-invoices right
from the Viindoo software.

~

= See details at:
¢ (Create customer invoices

Issue E-Invoices to customers

Integrate E-Invoice service

Enable E-Invoice service

Configure information
on Customer Invoice
Journal

Step 1: Enable E-invoice service

s

Issue internal invoices on
Viindoo software: If you only want
to monitor internal liabilities on
the system or use another
platform to issue E-invoices.

Declare E-Invoice service
information

E-Invoice general

settings

To use an E-Invoice service, navigate to Invoicing » Configuration » E-Invoice > E-

Invoice Services:

From here, you will see a list of E-Invoice services supported by Viindoo, including S-
Invoice and VN-Invoice (2 versions), click Install to use the desired one.
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22 Invoicing Customers Vendors Reporting

E-Invoice Services

S-Invoice APl v1

Integrate Viettel's S-Invoice service to issue electronic invoices. This
service uses AP| version 1, supporting invoicing according to both Circular
32/2011/TT-BTC and Circular 78/2021/TT-BTC.

Sandbox

VN-Invoice API v1

Integrate VN-Invoice service of VNPT to issue electronic invoices. This
service uses APl version 1, supporting involcing according to Circular

32/20011/TT-BTC.

\

Configuration

Search...

T Filters =Group By  w Favorites

e Invoice

[
vrqls_‘?

Install

1474 <

S-Invoice APl v2

Integrate Viettel's S-Invoice service to issue electronic invoices. This
service uses APl version 1, supporting invoicing according to both Circular
32/2011/TT-BTC and Circular 78/2021/TT-BTC. This version is integrated
with some more security features than version 1

‘Sandbox

VN-Invoice APl v2

Integrate VN-Invoice service of VNPT to issue electronic invoices. This
service uses APl version 2, supporting invoicing according to Circular

78/2021/TT-BTC.

A Administrator

? 8= =

c- Invoice

UNI;_'F_:/'

Install

Select the Production mode, add the service information for the AP/ URL,
Username, and Password fields. This information will be provided either by S-Invoice
or VN-Invoice when you register with any of them.

Provider

Mode

* Production

Viettel S-Invoice

' Sandbox

N ®

4 i )
S-Invoice API v2
e Invoice
Provider Viettel S-lnvoice v
Mode Sandbox v
* Production
Company ¥N Company -
Start Date
Configuration  S-Invoice Bank Settings
API Version APl v2 ~ Username
API URL Password
J

Step 2: Declare E-Invoice service information

To declare information such as Serial, Templates and Types, navigate to Invoicing »

Configuration » E-Invoices

Viindoo Ebook Quick Start Guide For Micro Business

39



E-Invoice Serial

E-Invoice Templates

E-Invoice Types

J
0 Addic 1271 00 k —_— — <
4 zure inerior 12 od og od R Dewh H
i o B M e o og 0 @SR ‘v
¥ re Inser t od o et Paid et
/ s -y ag =~ T I T T T
BVIRNZ2/00004 Deco Add 058 d 349259 S S Posted

Declare E-Invoice Templates

Viindoo has the 01GTKT0/001 template available by default. To use
another template, click Create to add the template that the
company registers with the tax authority.

- Invoicing Customers endors Reporting Configuration

Search Q
TFiters =Group By & Favorites 11/1 £ %
Name E-Invoice Type Description
01GTKTO/001 DGTKT Value Added Tax Invoice

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

Declare E-Invoice Types

Viindoo provides 06 types of E-Invoices available. In addition,
you can click Create to add a suitable one for your business.

82 Invoicing Customers  Vendors

7~ E-Invoice Types Search Q
m i @ TFiters =GroupBy W Favorites 16/6 € >
Code Description
. MGTKT Walue Added Tax Invoice
'
; ________ . 02GTTT Sales Invaice
' O3XKNB Dalivery note eum internal fraight
'
' O4HGDL Delivery note sent to sales agents
OEHDXK Exporting Invoice
O7KPTQ Sales Invoice (for organizations and individuals in the tariff area)

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

Declare E-Invoice Serial
Add the E-Invoice serial number that your business has
registered with the tax authority.

22 Invoicing Customers Vendors Configuration T A Administrator

E-Invoice Serial / CAl —~

WEN % Discard @ 141 € )

4 -
Serial CADD23 E-invoice Service S-Invoice API v2 -
Description EN E-Invoice Template 01GTKTO/001 =
Deprecated G» E-Invoice Type 016TKT

L )
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Step 3: E-Invoice general settings

Go to Settings and navigate to the E-Invoice Settings area.

&8 Settings Ger s Usars & Companies slatons = echnical # ool &" VN Company £ Mitchell Admin (jripqpgkazia)

E Salos E-lnvoice Sattings:
. He E-Invoice Service At lasue
 Ron APEVersion You shauld chesk the version of your s-nvoice
B o sernce before chy Ons
4 --------- Sdnvoice AP v2 o
B e = 4 .....................
B oo = Lock Legal Number = Isswe Earfier invoice First
o
Settings
B -
A Aftach Invalce Converied Version Attach Invokce Repensentation Version
W P
ﬂ Cor Customer Payments
o socl Inwoicce Oriling Payment R Codes [J]
T Vendor Bills
E-Invoice Settings

E-Invoice Service Auto Issue

API Version You should check the version of your e-invoice

service before choosing versions here

: \
S-Invoice API v2 -
[+ Lock Legal Number [+ Issue Earlier Invoice First
' ......................
Attach Invoice Converted Version Attach Invoice Repensentation Version
N J

Enable features according to your needs, such as:

® Auto Issue

Lock Legal Number

Issue Earlier Invoice First

Attach Invoice Converted Version
Attach Invoice Representation Version.
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Step 4: Configure information on Customer Invoice Journal

Navigate to Invoicing » Configuration » Journal, select the Customer Invoice
journal. In the E-Invoice Integration tab, you add the information for the issue of
E-Invoices.

EH Invoicing Customers Vendors Reporting Configuration B, (C A Administrator

Journals / |

+ Save [EEIVESL] [%] 1/8 £ >

Journal Entries Advanced Setlings E-Invoice Integration

E-lnvoice

E-Invoice Disabled E-invoice item name
new line replacement
Auto Issue
E-invoice item name 300
E-lnvoice Item Inveice Line Description ~ limit
Disable Send E-Invoice
PDF by email
E-Inveice Send Display Version a
Mail/Portal option
E-Invoice Serial K22THS =
E-Invoice Template 1/100 =
E-invoice Type 01GTKT [ Qe ,
E-Invoice Serial K22THS Ty
E-Invoice Template 1/100 >
E-Invoice Type 01GTKT =

e E-Invoice Serial: The serial that your business registered with the tax authority
declared.

e E-Invoice Template: The invoice template that your business registered with the
tax authority declared.

e E-Invoice Type: The invoice type registered and declared in the previous step.

Issue E-Invoice

Send E-Invoice to
Issue E-Invoice the registered Tax
authority

Create customer Confirm the draft
invoices invoice

Send E-Invoice to Reconcliliation Download
customers after payment E-Invoice

= See details at:
e [ssue e-invoice by integrating Viindoo with Viettel's S-Invoice service}
o |ssue e-invoice by integrating Viindoo with VN-Invoice service.
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Vendor Bills

Similar to the customer invoices, you also have 02 methods to create vendor bills:
create directly from a purchase order or navigate to Invoicing » Vendors > Bills,
click Create.

22 Accou nting Dashboard Customers Vendors Accounting Reporting Configuration

Bills

Refunds

Bang thong tin ké toan

Payments
Employee Expenses
| Products

Vendors

Accounting Periods

Define your fiscal years & 1ax

Setup your chart of accounts and
record initial balances.

Review

returns periodicity.

Accounting

|
Configure

Bills

{3 Mitchell Admin (ripgpgka214)

Hea don NCC Search Q

m Upload L7 J TFillers =Group By & Favorites 13/3 £ > = B
Murrber Legal Number Vendar Bill Date Dué Date Reference Mt Activity Tax Exeluded Tetal Totalin Currency  Status i
! #Created by: OdooBx ES Updote address od ogd 0 (o
BILL/2022/05/0001 Azure Interior 05/01/2022 od og 0 (FeEE
BILL/2018/09/0001 Aziwre Interior 09/17/2m8 09/17/2018 INV/2018/0057 s41q 5854 505 ¢ (PoEEE

A detailed bill interface will be displayed, add the necessary information such as
Legal Number, Vendor, Bill Date, Accounting Date, Due Date.

Product Dependency Label

+ [FURN_DOOE] ...

Landed Costs  Asset Categor.. Account
[FURN_0005]

Magnetic Board

Add aline Addasection Addanote

(o - ™\
Bills / New
% Discard
..........................................
.
Vendor Bill . "y P2
Bills / New
« Save [ER SMEE]
Legal Number...
Vendor @  Azure Interior Confim [ Bill Date
4557 De Silva St Accounting Dat
Fremont CA 04538
United States Due Date
Bill Reference Journal
Payment Reference
Recipient Bank
Auto-Complete Select a purchase order or an old bill
Invoice Lines Journal tems  OtherInfo  Counterparts Mapping
Product Depend.. Label Landed ... AssetCateg.. Account Analytic Acc.. Analytic Tags Qua
IIIIIIIIIIII (- =nmr pAddaline Addasection Addanote j
Invoice Lines Journal ltems  Other Info Counterparts Mapping

151 Goods in 1..

Analytic Acco... Analytic Tags

After checking the information,
click Save » Confirm on the
invoice to complete.

Quantity UoM
50.00 Units

Price  Taxes Subtotal

300,000.00 {Deductible VA_ )

15,000,000 ¢

Click Add a line to choose product, quantity and price.
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REGISTER PAYMENT

To register payments in Viindoo, do as

follows:

Step 1: When a vendor bill is confirmed, the Register Payment button will be
displayed. Add the value of the bill to the Amount field and click Create Payment
button to register the customer's payment.

it Register Payment

Journal Bank account

Register Payment Recipient Bank

Account

Create Payment ettt

Amount 19,360,000,000

Payment Date 04/05/2023

Memo HOA B/2023/03/0001

Step 2: Going back to the invoice, you will see the above payment reconciled

directly to the invoice.

o R o hetn

Add Credit Note  Heset to Draft

Vendor Bill
Vendor © Deco Addict Bill Date 02/17/2023
Invodce Line 5 DO Info = e )
Product Label Quantity Price  Taxes Subtotal
Bill Reference [E-COMOE] Storage Box [E-COMOB) Storage Box 1.00 500,000.00 (Deductible VAT 10 so0000d | )
Payment Reference
Recipient Bank
Untaxed Amount: 500,000 K
i ol 1‘:& s 4 ...................
Tomk 550,000 4
0 Paidon 02/17/2023 550000
Amount Due: od
J
Untaxed Amount: 500,000 4 P )
VAT 10%: 50,000 d :
Total: 550,000d
(i Paid on 02/17/2023 550,000 d 4 -------------------
Amount Due: od
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ACCOUNTING LIABILITIES MANAGEMENT

On a customer or a vendor contact, you can see their invoices and liabilities.

=2 Contacts

Contacts / Deco Addict
Fa U8 + Create © Action 5/338 £
0 0 2 o 7 ' 0 Nodatayet 93,750 ¢ _
Meetings * Opportunities Sales == Tasks E Purchases L On-time Rate E4 Invoiced More 4 ......... .
13 -
@z ?° ; :
Individual « Company Vendor Bills
H 2
Deco Addict Certfications
0
Tickets
0 Goto
Address 77 Santa Barbara Rd Hotline Website
[? Partner
Phone (603)-996-3629 DSMs Ledger
Ple tHill California (US) 94523
asant Hi ifornia (US) whkitia — 1022784
United States = pue
\ Eensil = 1-ds 5 1

e Invoiced: The total value of this partner's confirmed sales invoices. Click to view
the invoices list

e Vendor Bills: Quantity of purchase orders with this partner. Click to view the
bills list.

e Click to see the liabilities of the partner.

JRNL  Account  Countered Accounts Ref Matching Number Opening Balance Arising Amount Closing Balance N
Debit Credit Debit Credit Debit Credit H
- Cong ty C& phan Thuong mai G& Phi Quy od od od 16,360,000,000 d od 19360,000000d  [**=**
2023-03-30 = HGAD 233 1331,151 HOA £/2023/03/0001 od od od 19,360,000,000 ¢ od 19,360,000,000 ¢
» Phan Van Boan 165,000,000 ¢ od od od 165,000,000 ¢ od
Total 165,000,000 4 od 0d 19,360,000000d 1650000004  19,360,000,000d
- )

wh
P
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I VISUAL REPORTS OF BUSINESS PERFORMANCE

Data on Viindoo software is automatically
aggregated into different types of reports.

On the software modules, the managers z. — TR
g . S ’
0 O

e
o -

lll [ _ : .
— - o o S .
eries .

: D by

can access the Reporting menu to view ®
reports with updated data instantly.

COMMONLY USED REPORTS

Purchase report

Go to Purchase » Reporting » Purchase:

22 Purchase Orders Products Reporting Configuration

Purchase Analysis Search... Q

bt e & F IR YFilters =GroupBy ¥ Favorites d BB

400,
00M Q
4 -----
300, Lol EB
00M
L y
200,
ooM '/.
| / /
100, S P
0oMm ~— \\
0,00
M o G G o o o o g S o N
< C & & o & > o & & &
) N\ & R F X N
sé& @‘° @ ¥ ¥ s ¥ v@ o il &

Here, you can view the purchase report as a graph or as a pivot table by clicking the

i== icon in the right corner of the screen.
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E Order Date: Month ¥ | Search...

Y Filters =Group By « Favorites

28 Purchase Orders Products Reporting Configuration

Purchase Analysis Order Date: February 2023 % | Search ' Q
= + & @ TFilters =GroupBy ®Comparison W Favorites =~~~ 77TTTTTTTTTTTC (IR
+ Total

= Total 10 179.00 80.00 80.00 42,892.00 47,183.00

= All / Salable / Office Furniture v 169.00 80.00 80.00 42,637.00 46,902.00

+ [E-COMO7] Large Cabinet 1 7.00 7.00 7.00 5600.00 6,160.00

+ [FURN_D269] Office Chair Black 1 5.00 5.00 5.00 653.00 718.00

+ [FURN_0789] Individual Workplace 1 3.00 3.00 3.00 2,628.00 2,891.00

+ [FURN_6666] Acoustic Bloc Screens 4 65.00 20.00 20.00 12,170,00 13,387.00

4 [FURN_7777] Office Chair 3 23.00 3.00 3.00 1,837.00 2,022.00

4+ [FURN_7888] Desk Stand with Screen 1 3.00 3.00 3.00 6,030.00 6,633.00

+ [FURN_8855] Drawer 1 4,00 0.00 0.00 396.00 436.00

On the pivot report interface, you use Measure and filter, group tools to filter out
the interest information such as the purchased quantity, the actual received
quantity, the amount invoiced, and purchase cost in this month, etc.

Sales report

Go to Sales » Reporting » Dashboard to view analytical reports about the sales
activities of your company:

Reporting

............... [y 3| Sale o : eportiny Co 7
Sales Analysis S a ] es TDrers X5 earch a
a9 EGoup By & Favarites
CICSENE Ear Dashboard ==
FURN, '.':.. . Magnetic Board (CONS F995T) Soh |DE S 0006] Costomizabla Desk
M = || & %
S I ! 7 * +0
= Tota 000 0.00 0.00 .00
000 .00
n.00 000
astom, Black) 0.00 0.00
.00
{FURN_T1 rmer Dresk Left Sit 000 r00 0.00
- J

You use tools such as filtering, and grouping to filter out information about the
sales activities such as the number of customers, and the generated revenue in the
month.

@ # Customers Orders Products Total, Tax Excluded Sales Teams h
4 35 12 3mMd B Teom A N Team B R
Total Sales Average Order Days to Confirm # Lines
amd 102k d -9.16 days 62
\.
\ v
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Inventory report

Go to Inventory > Reporting > Inventory Report:

= ||'|\.l'en‘t0ry Overview Operations Products Reporting Configuration

Inventory

Warehouse Dashboard

...................................................................... .> Inventory Report

Forecasted Inventory

iGroup By

Inventory Valuation
Receipts

Stock Maves
Stock

Product Moves

Returns H Manufacturing
Stock Stock

-

1-28/ 28
Delivery Orders
Stock

2 Wailing
24 Late

22 To Process

PaS Orders
Stock

W Vi The Hoan (hdrhvcowugk)

Q

< 2

Here, you can view the inventory data of each product on each warehouse location

updated instantly:

] Operations Products Reporting Configuration

Inventory  Overview

Stock On Hand

Product Location Lot/Serial Number

» AMETHYST Dinning Table (1)

Inventory at Date & T Filters =Group By # Favorites

Vil Th& Hoan (hdrhveouxugk)

n Internal Locations % E Product > Location % | Search

Q

1-44/44 € > = B

On Hand Q.. Available Q.. Unit of Measure

3,398.00 3,398.00

*» Beige Tuffed Sofa Couch (1) -4.00 -4.00
» Bj ban &n Messico (1) -1.00 -1.00
-------------- 9 » Browny Nightstand (1) 37.00 29.00
» CNC Router milling 3018 Pro (1) 1.00 1.00
» Coffee Table (1) 1,001.00 750.00
» Coffee table legs (1) 6.00 6.00
» Coffee table legs before drying (1) 400.00 0.00
» Coffee table top (1) 4.00 4.00
* Dimend Shaped Mounted Shelf (1) -6.00 -6.00
N J

Or you can go to Inventory » Vietnam Legal Reports » General Inventory Journal
(S11-DN) to view General Inventory Journal in Vietnam standard:

&2 Inventory  Overview

Operations Products Reporting Vietnam Legal Reports

VN Company _r'f Mitchell Admin (jnlpgpgk3214)

Inventory Overview

Receipts

Product Journal (S10-DN) Q ~
General Inventory Journal (S11-DN)
19/9 £ >
Stock-In Report
Stock-Out Report
Delivery Orders Returns
Stock Card (512-DN)
3 Late
J

N
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GENERAL INVENTORY JOURNAL

02/01/2023 06:00:00

02/20/2023 13:21:08

or Cancel

Enter the period to report, then press Print to view the report in PDF format:

Company: My Company (San Francisco)

Stock

Product Category

Template Template 511-DN

@ Your logo Address California (US), {Released Under the Circular No. 200/2014/TT-BTC
United States Dated 22/12/2014 by the Ministry of Finance)
Zip code: CA
GENERAL INVENTORY JOURNAL
Date From: 02/01/2023 00:00:00 - Date To: 02/20/2023 07:21:08
Warehouse: All
Currency: VND
Opening Balance Stock-In Stock-Out Ending Balance
Product
Ref Product UoM
) Quantity Value Quantity Value Quantity Value Quantity Value

A B C (1) (2) (3) (4) (5) (6} 7 (8)
FURN_7777  [FURN_7777] Office Chair Units 0.00 o] 3.00 165 1.00 55 2.00 110
------- L ) FURN_8888 [FURN_8888] Office Lamp Units 0.00 0 30.00 1,050 10.00 350 20.00 700
FURN_7800 [FURMN_7800] Desk Combination Units -32.00 - 60.00 18,000 0.00 0 28.00 8400

9,600
FURN_0096  [FURN_0096] Customizable Desk (Steel, White) Units 0.00 0 45.00 22,500 6.00 3.000 39.00 19,500
FURN_0097 [FURN_D097] Customizable Desk (Steel, Black) Units 0.00 0 50.00 25,000 0.00 0 50.00 25,000
FURN_0098 [FURN_D0%8] Customizable Desk (Aluminium, Units 0.00 0 55.00 27,500 0.00 0 55.00 27.500
White)
E-COMOD7 [E-COMO7] Large Cabinet Units 0.00 0 507.00 405,600 150.00 120,000 357.00 285,600
Phone: Page:1/3
Email:
. )
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Invoicing report

Go to Invoicing » Reporting > Invoices Analysis to view a summary report about
the status of receivables and payables.

= |nV0iC§ng Customers Vendors Reporting Configuration e ¢ r'i: Mitchell Admin
Invoices Analysis NisDagemnt Invoiced x| B Customers x| search Q
Invoice Analysis
5 il ] E | E ) 4 = i
4 W € JF Iz Analytic Report T Filters Group By % Favorites i B
Product Margins I ntaxed Total
800.00K Assits
700,00k
60000k
500.00k
7
ke
B 400
&
=
300.00
200,00k
100.00K
January 2023 February 2023 March 2023
\_ Invoice Date J

Here, you can view the invoices analysis as a graph or as a pivot table by clicking
the icon 8 in the right corner of the screen.

] Invoicing Customers Vendors Reporting Configuration "'t Cb r';'. Mitchell Admin

Invoices Analysis nlnuoice Date: 2022 X | Search 4 ................................ Q
L ]

m & ] vFiters =GroupBy @ Comparison s Favorites : @
.
=

= Total

+ Not Paid < paid

- Total 692,327.00 -18,486.00  673,841.00 .
= Customer Invoices 702,320.00 3,036.00 705,356.00 . 5
Invoice Date: 2022 ¥ |Search...
+ Gemini Furniture, Soham Palmer 1,706.00 1,706.00
% Lumber Inc 700,000.00 750.00 700,750.00 2 = .
v Filters =GroupBy @ Comparison # Favorites

+ YourCompany, Joel Willis 2,320.00 580.00 2,900.00

= Vendor Bills 9,993.00 -21,522.00 -31,515.00 k
+ Deco Addict -8,658,00 -8,658.00
+ Ready Mat -21,522.00 -21,522.00
+ Wood Corner -1,335.00 -1,335.00

You can use Measure and tools such as filtering and grouping to filter out the
interest information such as receivables and payables arising in the month with
each partner, paid and unpaid amounts, etc.
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BUILD YOUR DASHBOARD

Managers can build a dashboard that includes the reports that they need to view
daily to save time.

After filtering, and grouping the data to build a report according to the needed
criteria, you select Favorites » Add to my dashboard, give this report a name, and
select Add to add it to your dashboard.

YFilters =GroupBy % Favorites

Save current search »

»
Adg 1 my dashbosrd Purchase Analysis

Add

28 Dashboards My Dashboard

Dashboards

Purchase Analysis I Untaxed Total

400,
ooM

300,
0oM

200,
0oM

100,
ooM
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In case you encounter any difficulties while using Viindoo, you can contact the
Viindoo Customer Support team as follows:

Step 1: Search on the [Forum| or
U S e r D O C u m e n ta t i O n fo r t h e 4 A comprehensive guide for Viindoo users and developers. Easily find the tutarial and helpful ips that suit your needs.

solution to your problems. o

= See details at:

e Forum
e User Documentation

Viindoo Documentation

Viindoo

Access and manage your instances
from this account.

Step 2: If you still couldn’t find an answer to
your problem through the documentation,

Your Email proceed to:

Y|ourName 1. Bign up an account on the Viindoo system.
P BT 2. Log in to the Viindoo system| with the
BRSNS account you just registered.

——_ 3. Go to |ttps://viindoo.com/ticket, press

Create Ticket Now, add a detailed
description of your problem then click Send
to send this ticket to Viindoo.

Confirm Password

|| I have read and agree to the Terms
of Use

Already have an account?

Support Ticke

—OF= Your jssue may have been resolved on the Help forum or in the Viindoo Documentation,

T you have @ new problem, please create a Ticket for Viindoo. Viindoo Support Team will send you the response as soon as
possilie

~The Vilndoo Support teams

Create Ticket Now!

Teams Available

VI l n d oo Marketplace
Access and manage your instances Marketplace
from this account. Helpdesk for Vendor on

Marketplace and Customer
purchasing modules/apps
Email developed by Vendor.

Email View details

Password

Password

Don't have an account? Reset Password

G Log in with Google
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https://www.google.com/url?q=https://viindoo.com/forum/help-12&sa=D&source=editors&ust=1680585829373359&usg=AOvVaw0Os9k7OplY0HuoqcQC1RLA
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Step 3: Search and check the response of your tickets that you have sent to
Viindoo by:

 Log in to your Viindoo account.

« Access My Account and go to the Tickets section.

Contact us 'I *1- ﬂ ﬁ

g My Account
V| ] ndoo Featuresv  Solutionsv  Servicesv  Communityv  Pricing Support
My Apps Dashboard
Documents Det: My Affiliate Links
| Viindo«
Tickets Qe------—---------. Comps Logout
Quotations (0 ] ; v : == = e
L= == |
& / Tickets

Sales Orders

Affiliate Program REEEEE Create Ticket =

My Purchased Apps ; Ref Tickets for team: Customer Support
My Affillate Commissions : #4759 Cong P Ch Quang CoaiGaoick- Ms Lik(34.750) Urity
My Repositories Ref Tickets for team: Apps Support tingls
#9347 14.0 | Khach hang khéng két néi duge may cham
Requests for Quotation
: I\ J
Purchase Orders . [ 0]
v
4 N
Title
Title for Ticket
Helpdesk Team
Customer Support w
Description
Description for Ticket
Attachments
~— Dh-untgp Khong co tép nao dugc chon
.

In order to support you as fast as possible, you should provide Viindoo with all
the basic information on your support ticket request using the following
template:

* Title: Asummary of the problem.

o Description:

* Precisely describe your issues, describe steps to reproduce the

situation.
Current behavior of the software.
Expected behavior.
Attach related images and documents.
« Avoid non-specific, general content like "the software is faulty"”, "can't

do it", "can't confirm", etc.
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