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[bookmark: _Toc468083361][bookmark: _Toc471220563][bookmark: _Toc11836439]1.1. Accounting System
Businesses must have an accounting system in place to help them manage financial resources and business activities. An accounting system refers to an organised set of accounting methods, procedures, and controls used by a business organisation to collect, store, analyse, process, and report any financial transactions conducted by the business. These can either be manual or computerised.

Manual accounting systems require bookkeeper and accountants to record transactions in the general journal and general ledger using paper books or spreadsheets on their computers. This means that each transaction is entered individually into the system.

Computerised accounting systems allow users to enter a transaction once and records update automatically. These are widely-used by businesses as these provide accuracy and time-efficiency. It also allows users to instantly see the organisation’s financial standing.
[image: Image result for accounting]

Accounting systems have the following basic functions:
· collect and store data relevant to the business activities and financial transactions of the organisation,
· ensure that transactions and financial data are accurately recorded for processing reports, and
· provide information for decision making through financial statements and reports generated
Accounting systems are typically composed of the following parts:


To implement an integrated accounting system, source documents of financial statements, including the general ledger, chart of accounts, and subsidiary accounts, must be encoded into the system you are using.

Key Features of Accounting Software
The following are some accounting software and their key features:
MYOB desktop version
· One-off purchase fee 
· Upgrades must be completed manually and purchased manually
· Allows for multiple users when setup on server-based systems
· Own the program version forever to use
· Have to update tax tables and payroll tables yearly
· GST reporting and BAS link to complete online 
· Customisable features turned on and off based on company setup
MYOB cloud-based version
· Monthly subscription 
· Allows for multiple users via the internet
· GST reporting and BAS link to complete online 
· No requirements for server space
· Automatic upgrades
· Files
· Tax Tables
· Payroll Tables
Reckon
· Customisable, choose only the features you need
· Monthly subscription 
· Allows for multiple users via the internet
· GST reporting and BAS link to complete online 
· No requirements for server space
· Automatic upgrades
· Files
· Tax Tables
· Payroll Tables
Xero
· Accessible on any device via a mobile app
· 24/7 online support 
· Multiple Platforms – iPad, Smart Phones, PC, MAC
· Live Transactions with add on modules (like apps on a smart phone)
· Monthly subscription
1.1.1 General Ledger
A general ledger is the master book, log or registry of all transactions conducted by the business organisation. It contains all of the accounts currently used in a chart of accounts and is sorted by account number (Accounting Tools, 2016).

Assets recorded in the cash receipts journal and sales journal and liabilities recorded in the cash payments journal and purchases journal are included in the general ledger.
A narrative general ledger is a typical format for the general ledger. It shows columns for debit and credit activity and the remaining balance from each transaction. Note that debit activities are placed in the left column of the ledger, while credit is on the right.

For example:
	Date
	Folio
	Particulars
	Debit
	Credit
	Balance

	Account:  6-1180 Advertising

	1-Oct
	
	Balance carried down
	
	
	$ 300.00

	7-Oct
	CD
	Petty Cash
	$    30.00
	
	$ 330.00

	10-Oct
	CD
	Accounts Payable - Office Works
	$    55.00
	
	$ 385.00

	15-Oct
	CD
	Accounts Payable - Office Works returns
	
	$    15.00
	$ 370.00


Other businesses use a T-account format for their general ledger. This format displays the balances in each account. Similar to the narrative general ledger, debit is placed in the left column, while credit is on the right.
	Debit
	
	
	
	
	
	
	Credit

	Date
	Folio
	Particulars
	Amount
	Date
	Folio
	Particulars
	Amount

	Account:  6-1180 Advertising

	01-Oct
	 
	Balance Bought Forward
	 $ 300.00 
	15-Oct
	CD
	Accounts Payable - Office Works Returns
	 $    15.00 

	07-Oct
	CD
	Petty Cash
	 $    30.00 
	31-Oct
	 
	Balance Bought Down
	 $ 370.00 

	10-Oct
	CD
	Accounts Payable - Office Works
	 $    55.00 
	 
	 
	 
	 

	 
	 
	 
	 $ 385.00 
	 
	 
	 
	 $ 385.00 

	01-Nov
	 
	Balance Carried down
	 $ 370.00 
	 
	 
	 
	 

	01-Oct
	 
	Balance Bought Forward
	 $ 300.00 
	15-Oct
	CD
	Accounts Payable - Office Works Returns
	 $    15.00 





1.1.2 Chart of Accounts
[image: Image result for accounting]A chart of accounts is a list of accounts grouped according to their accounting classification, with each account having a unique number. The chart of accounts acts like an index to the general ledger so that accounts can be located quickly. Each account group has its own nature that relates back to the Accounting Equation:
Assets = Liabilities + Equity.
Assets are debit accounts which make the Liabilities and Equity credit accounts.  The nature of the Income and Expense accounts are decided by how they affect the equity accounts. Income increases the Equity, so they have a credit nature, and Expenses decrease the Equity so they have a debit nature.
 
The chart of accounts is typically arranged in a sequence of account groups. These are the typical account groups and sequence in a chart of accounts:
	Assets
	Items, properties, and rights owned by the business which has financial value and can benefit the company in the future.
These can be classified as short-term (current assets) or long-term (fixed assets), e.g., cash on hand, inventory, building, and equipment.

	Liabilities
	Liabilities are monies owed by the business, e.g., credit cards, bank loans, accounts payable, wages, and taxes.

	Equities
	These are also known as ‘stocks’ or ‘shares’ which can be bought from the company. When a stakeholder buys stocks or equities, they start to own a part of the company’s value.
Equities can be classified as either owner’s equity or stockholder’s equity.

	Income
	The amount that the business receives or earns from goods or services provided. 

	Cost of Sales
	The total amount of goods sold by the business.
The cost of sales includes the production cost relevant to the particular product sold.

	Expenses
	Amount spent on the business to generate income, e.g., office supplies, advertising and promotion, and operating expenses.




The Chart of Accounts is composed of a list of accounts used by an organisation to define each class of items for which money or the equivalent is spent or received.

Under each account group is different types of accounts, such as accounts for assets, liabilities, equities, income, the cost of sales and expenses. A numbering system or prefix is used in the chart of accounts for easy identification of specific accounts.

[image: ]
From the figure above, the heading (1) shows the account group, the first column (2) shows the account numbers of the different assets, and the second column (3) lists the specific asset account.

The Chart of Accounts is tailor-fitted for each company depending on its needs.

In a computerised accounting system, a chart of accounts is adjustable so that other accounts can be added if necessary, such as new business needs and financial interests.

The chart of accounts for business will vary depending on the specific industry legislation that affects the business, and the company’s policies and procedures. Smaller businesses will typically have a simpler chart of accounts. The larger the business, the more complex its chart of accounts will be.

	Activity 1

		Account
	Answer
	Account
	Answer

	2-2120 Creditors
	     
	4-1700 Freight
	     

	6-6110 Rent
	     
	5-1100 Equipment
	     

	2-2130 GST payable
	     
	1-1970 ABN Withholding Credits
	     


Complete the table below by adding the name of the most appropriate account group beside each of the following accounts.


1.1.3 Subsidiary Ledger and Control Accounts
The subsidiary ledger contains detailed information relating to the control account in the General ledger.

There are four (4) common subsidiary ledgers that would be connected to the general ledger via four (4) different control accounts. The subsidiary ledger contains the detailed transaction while the control account contains a summary of what is happening in the control account.

The common Subsidiary Ledgers and their corresponding Control Accounts are:



All businesses running accrual accounting systems will contain an Accounts Receivable Subsidiary and Accounts Payable Subsidiary Ledgers as part of their Accounting System. If you examine the diagram below, the Accounts Receivable Subsidiary contains all the transactions that are associated with customer accounts, so the sales and payments are recorded for each customer. The Control Account in the General Ledger shows the total of what is owed by all customers.

[image: ]

The Accounts Payable subsidiary and control accounts work in the same way but record the transactions that relate to the Accounts Payable of the business.

The Inventory and Asset subsidiary work on the same principle where the detail for the items is recorded in the subsidiary ledger and the control account contains the summary of the transactions.

In a computerised accounting system, this process is automated and depends on the choices you make when entering the transactions. In MYOB, transactions entered into the Sales and Purchases command centre are recorded in the subsidiary ledger and allow for reports such as the Aged Receivable report to be printed. Transactions entered through the Banking command centre do not affect the subsidiary ledgers.

[bookmark: _Toc471220564]

[bookmark: _Toc11836440]1.2. Cash Accounting and Accrual Accounting Method
Two basic methods of accounting are used to track the income and expenses of the business.  

Cash accounting method (cash basis accounting)
In this method, income is recorded during the period the payments are received, and expenses are recorded in the period when they are paid. For example, if the business purchases a computer on 22 November and releases payment on the 24 November, the transaction will be recorded under expenses on 24 November. If the business receives a payment on 23 November for a product delivered on 21 November, the transaction will be recorded under income on 23 November.

Accrual accounting method
In the accrual accounting method, transactions and events are recorded in the periods they occur, rather than in the period when cash is received or paid. It means that income is recorded before receiving the actual payment, and expense is recorded on the date the purchase was made, despite the business not yet releasing payment.

For example, if a business purchases office supplies on 22 November and pays on 24 November, the transaction is recorded on 22 November. If its client orders a product from them on 24 November and the payment is received on 3 December, the transaction is recorded on 24 November.

Accrual accounting has two (2) key principles:
· The revenue recognition rule: The revenue recognition rule determines in which period incoming cash flows need to be recognised as revenue. According to this rule, revenues are earned in the period where the product is delivered, or the service has been rendered, regardless of which period the customer pays the firm.

· The matching principle: This tells in which period an outgoing cash flow needs to be expensed. According to this principle, cash outflows should be booked as an expense in the period where they help to generate revenue.

It follows the following key practices:
· Accounts receivables arise from the deferred/delayed payment of customers. This means that customers are to pay for what they purchased or availed of within a certain period. This is done to encourage customers to purchase or avail without the need to immediately pay cash. Discounts are given as incentives for early payment.

· Accounts payables arise from the delayed payment to suppliers. The company delays the payment of its obligations to maximise the earning potential of money in the bank. It only dispenses cash to settle its obligations on due dates.

· Interest receivable arises from the deferred/delayed payment of customers. The opportunity cost of not receiving payment immediately results in other income.

· Interest payable arises from the delayed payment to suppliers. The opportunity cost of delaying outflows of cash leads to additional costs that are offset with what is earned in the bank for keeping the cash there.
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The Double-entry principle simply states that the total amount posted to the debit side of the accounts must be equal to the total amount posted to the credit side of the accounts.

It means that when a transaction is recorded, the total debits for that transaction must equal the total credits for that transaction. Below is a journal entry that relates to one transaction the purchase of Water for Cash:
	Date
	Particulars
	Folio
	Debit
	Credit

	01-01-16
	Water
	
	$ 500.00
	

	
	Cash at bank
	
	
	$ 500.00

	
	Purchases of water
	
	
	



Double-entry is the logical extension of the accounting equation:
Asset = Liability + Equity

Rules for increasing and decreasing the various elements of the accounting equation follow from both the concepts of double-entry bookkeeping and the basic assumption that Assets are of a debit nature.

The principle of Double-entry bookkeeping is the cornerstone of the Trial Balance, Balance Sheet, and Profit and Loss Statements. 
[image: ]


Double-entry accounting has three (3) key principles:
· Two parties: Every transaction involves two parties – debit and credit. According to double-entry accounting principle, every debit of some amount creates corresponding credit or every credit creates the corresponding debit for the same amount.

· Giver and receiver: Every transaction must have one giver and one receiver.

· Exchange of equal amount: The amount of money of a transaction the party gives is equal to the amount the party receives.


There are different key practices when keeping accounts in double-entry accounting. These include:
· Transactions are initially recorded in the primary book of accounting called journal.
· Transactions are then classified and recorded permanently in the ledger in brief.
· The arithmetical accuracy of the account is verified through the preparation of trial balance.
· The results of all the financial activities of a year are determined. These are done through the preparation of financial statements.
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Businesses must comply with the key requirements of the legislation in the financial services industry. Some of this legislation include the following:

A New Tax System (Goods and Services Tax) Act 1999
1. This act sets out the rules for the goods and services tax (GST), which includes the following:
a. when and how the GST arises, and who is liable to pay it;
b. when and how input tax credits arise, and who is entitled to them;
c. how to work out payments and refunds of GST; and
d. when and how the payments and refunds are to be made.
Source: A New Tax System (Goods and Services Tax) Act 1999

2. All businesses in Australia with a turnover higher than the minimum threshold ($150,000 per annum, excluding GST) are required by legislation to register for GST, while registration is optional for businesses with a turnover below the minimum threshold.

3. Items which are exempted from GST include the following:



*Certain types of food are not GST-free as specified in Chapter 3 Subdivision 38-A of the Act.


[image: C:\Users\learner_2\Downloads\iStock_000014093412XSmall.jpg]
	Read more about these exemptions from this link:
Chapter 3 – The exemptions
https://www.legislation.gov.au/Details/C2016C00695



 


The requirements when reporting GST using a computerised system include the following: 
1. GST must be encoded in the system using the correct tax code, i.e., GST for goods and services tax. 
2. The amount of tax needs to be calculated. 
3. System outputs must include the appropriate information, e.g., Invoices must include whether the items are subject to GST and the total amount of GST. 

Pay as you go (PAYG) Withholding System
Under the rules of the PAYG withholding system, businesses have a legal obligation to collect tax from payments made to employees and some businesses to meet their end-of-year tax liabilities.

Businesses are required to register for PAYG before they can withhold an amount from payment. This also requires businesses to employ legal workers who belong to one of the following groups:
1. Australian citizens,
2. Permanent residents, or
3. Non-citizens with Australian working visas
Source: Australian Taxation Office

The requirements when reporting withholding tax using a computerised system include the following:
1. the withholding tax rate must be updatable in line with legislation changes;
2. the appropriate information must be printed on the payslips; and
3. the system must be able to produce payment summaries and the associated tax reporting for lodgement, as required


Superannuation Guarantee (Administration) Act 1992 
This legislation was introduced to ensure that employees receive superannuation support from their employers, such that the employers will set a minimum amount of superannuation fund for their employees.

Failure to pay the minimum amount of superannuation will require employees to pay a Superannuation Guarantee Charge to the Australian Tax Office (ATO).
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	Read more about the superannuation guarantee minimum from this link:
Superannuation Rate
http://www.avsuper.com.au/members/super-guarantee/
and
Superannuation Guarantee
http://workplaceinfo.com.au/payroll/superannuation/superannuation-guarantee





Superannuation guarantee contributions are paid through a system called SuperStream where:
· employers must make all their contributions in a single transaction to a Super Clearing House, even if they're going to multiple super funds
· contributions and rollovers can be processed faster, more efficiently and with fewer errors
· people can be more reliably linked to their super, reducing lost accounts and unclaimed monies
Source: Australian Taxation Office
Systems must be changeable for PAYG and GST. In MYOB, it is done via compliance update.


Privacy Act 1988
Under this legislation, the following are the Australian Privacy Principles that must be adhered to when accessing, using, and storing personal information and data in a computerised accounting system.
1. APP 1 — Open and transparent management of personal information
2. APP 2 — Anonymity and pseudonymity
3. APP 3 — Collection of solicited personal information
4. APP 4 — Dealing with unsolicited personal information
5. APP 5 — Notification of the collection of personal information
6. APP 6 — Use or disclosure of personal information
7. APP 7 — Direct marketing
8. APP 8 — Cross-border disclosure of personal information
9. APP 9 — Adoption, use or disclosure of government related identifiers
10. APP 10 — Quality of personal information
11. APP 11 — Security of personal information
12. APP 12 — Access to personal information
13. APP 13 — Correction of personal information
(Source: Office of the Australian Information Commissioner)
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All businesses must be guided by policies and procedures so that operations run smoothly. These policies and procedures must be aligned with legislation, the philosophy, and values of the business and industry standards. 

Australian Accounting Standards
These are standards set by the Australian Accounting Standards Board (AASB) to be enforced in businesses as part of their preparation, presentation, audit, review, and compilation of financial statements. These standards can be accessed using the following link: http://www.aasb.gov.au/pronouncements/current-standards.aspx

Corporate governance
It refers to the system of rules, practices, and processes which govern and controls the business organisation. The interests of stakeholders, such as shareholders, customers, suppliers, government, and community, are taken into account to ensure that the organisation performs according to the goals set by the business. Corporate governance is necessary to manage the financial well-being of the business.

1.5.1 Computerised System Policies and Procedures
Computerised accounting systems, however sophisticated, are still vulnerable to hacks, attacks, and database lost. Business organisations must set in place policies and procedures referring to security measures to be applied when using these accounting systems. The following features must be considered when writing policies and procedures for computerised accounting systems:

Security setting
The computerised accounting system should be password protected so that only authorised personnel have access to the system and the information stored in the system.  The security setting should be in direct relationship to staff responsibility in the business.  Additional security measures should be installed on computer systems to minimise risks from computer viruses and hackers.

Authentication
The accounting system in your organisation must require login IDs and passwords from users to confirm permission to access the computer. Passwords must be kept personal and private, and should not be shared across users. Some organisations allow limited access to users to avoid damage or unauthorised access to confidential information in the system.

[image: Computer, Virus, Trojan, Program, Programming, Dialogue]Virus protection
Computer systems must use anti-virus software and firewalls to minimise or prevent the risk of viruses, malware, and other threats from entering the system. Such threats could increase the possibility of the system’s files and database being hacked or experiencing a system loss.

Backup
A backup of the computer file needs to be done regularly. This involves the process of taking a copy of the file and storing it in an alternative site so that, in the event of the computer system being compromised, the data can be restored. This minimises the chance of losing critical information.

The following are key features of organisational procedures when setting up a computerised accounting system:

Storing data securely 
1. Shred unwanted printed material which may contain personal or financial information 
2. Ensure additional back up is stored away from the workplace 
3. Store all printed material in a locked and secure location
Log on and authorisation levels	 
1. Restrict access and levels of authority depending on role and responsibilities 
2. Change passwords for login regularly 
3. Ensure passwords are not stored in an accessible location
4. Set alerts for unauthorised access to the system
Workplace Health and Safety (WHS) 
1. Ensure workstations are ergonomically set up 
2. Maintain regular breaks when working at a computer (e.g. 10 minutes every hour) 
3. Keep all cords off floors to avoid trip hazards
4. Regularly test and tag electrical equipment
5. Ensure correct office lighting

The following are key features of organisational procedures relevant to operating computerised accounting systems:




Lodgement and reporting
1. The financial reporting requirements to meet statutory requirements such as: 
· Income statement
· Balance sheet 
· Payroll records PAYG
· BAS and IAS 
2. Lodgement schedule for each specified statutory reporting requirement including: 
· GST 
· Income tax 
· Company tax	
· PAYG 
· Superannuation

Privacy and confidentiality
Key features of the privacy and confidentiality will reflect the requirements under the Privacy Act 1988 and the privacy principles such as: 
· How personal information can be used.
· Process for using and disclosing information from clients 
· Specifying the types of information needed to perform the specific tasks
· Maintaining record keeping to meet privacy requirements such as: 
· What information is required
· Who is responsible for collecting the information
· What procedure will be used collect the information
· Where it is kept
· How long it is kept for
· How you dispose of records.

If the computer system of your business organisation encounters any operational problems, seek appropriate technical help from the following:


Now that you have learned some of the basic accounting principles, it is time to examine how to set up a computerised accounting system. The remaining chapters of this Learner Guide will steer you through the process of setting up a computerised accounting system using MYOB.

Before you start, ensure that you have MYOB AccountRight v19 installed on your computer.

Sources of Technical Help
The following are sources of technical help you can access to solve potential operational issues when using MYOB. 
· MYOB support page (https://www.myob.com/au/support)
· MYOB technical support 
· Live chat support 
· Hotline: 1300 555 123
· Assessor 
· Workplace supervisor 

1.5.1 File Maintenance
Backing up the MYOB file
The MYOB file should be backed up on a regular basis as per the organisation’s policies and procedures. Usually, the file is backed up daily if it is used on a daily basis but it could also be weekly or monthly depending on how often the file is used.  Ideally, backups of the file should be stored offsite so that there is a file that can be restored in the event of a major catastrophe. With the introduction of Cloud Storage solutions, backing up has become easier.

To back up a file, you can set your preferences to prompt a backup when shutting down the file.
[image: ]

It can also be done anytime you choose.

To do a backup anytime:
1. Go to the File menu and choose Back Up.
[image: ]
2. 
The following window will appear (if you have chosen to set the Preferences, the same window will appear), and the process is as follows:
[image: ]

3. Tick Check Company File for errors and hit Continue.  The following screen will appear:
[image: ]

4. Click OK.

5. The Back-Up window will appear, allowing you to save the file as required. You have the option to change the name of the backup file, if necessary.
[image: ]



1.5.2 Rolling Over the Financial Year
Rolling over the financial year is a necessary part of the process and is done once the entire end of financial year information has been processed.

When you roll the financial year the following happens with in the file automatically:
1. The monthly totals for all accounts are changed to last year categories.  If last year amounts already existed, those amounts will be replaced.
1. The balance of your current year earning account is transferred to your retained earnings account
1. The balance of your income, the cost of goods sold, expenses, other income and other expense accounts are returned to zero.
	Note: If you are trying to access information from a period that has been closed, you will have limited access to detailed information.
To access everything, you need to restore the file from a backup.



To roll over the file:
1. Go to the File menu and click Start a New Year, followed by Start a New Financial Year.
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2. The following will appear, prompting you to save a backup of the file at this point:
[image: ]

3. Click Back Up, and the following window will appear:
[image: ]

When doing a backup, make sure you save it as the Pre Financial Year Rollover.
[image: ]


4. Once you have saved a copy of the file, the following screen will appear. Make sure you read everything on the screen before you hit Continue.
[image: ]

For each new window that appears, read the information and then hit Continue to bring up the next screen.
[image: ]
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5. On the last window, and only if you have made a backup, click on Start a New Financial Year. The following window will appear:
[image: ]

6. To see the result, go to the Company Information that can be found in the Setup menu. You will see that the Current Financial Year is showing as 2018.


To Restore an MYOB File:
There are instances when it is necessary to restore a file from a backup, for example, when the file has been damaged, corrupted, or lost following a catastrophic event. Sometimes it is necessary to restore a file to access detailed information for a particular period. 

To restore an MYOB file, take the following steps:
1. When restoring a file, you must first have a file open. For example, because it has been lost, you can use the Clearwater demo company file to restore the backup. 

2. Go to the File menu and click on Restore.
[image: ]

3. Locate the backup file that you want to restore. In this case, you want to restore the Pre-Financial Year Rollover 2017.
[image: ]

4. Click on file and hit Open at the bottom of the window.
[image: ]


This will then bring up a window that will allow you to save the new file in a location of your choice.
[image: ]

5. Once you hit Save, the following window will appear. Make sure you read the message before you hit OK.
[image: ]

6. The file will open, and a prompt appears for you to enter the User ID and Password.
[image: ]
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The initial step in setting up a computerised accounting system is to create a new company file.

You will be using the ‘Create’ option in the MYOB program so you can start with a new company file.

This process is relatively simple. However, you need to prepare some information ahead of time so that you have everything you need to get started. 
Initially, you will require the following information:


Once you have gathered the required information, open the MYOB program.
You will see this welcome screen when you open up the MYOB program.
[image: ]

You will then have the following five (5) options to choose from:
1. Open – allows you to search for an MYOB company file to open on your computer.
1. Create – allows you to create a new company file.
1. Explore – allows you to become familiar with the MYOB program. Clicking on ‘Explore’ will show you the Clearwater demo company file. This is a great place to practice entering transactions without affecting a real workplace MYOB company file.
1. What’s New – opens up the Help centre where you can search for topics you need help with in the program.
1. Exit – closes down the program.


To create a new company file:
1. Select ‘Create a new company file’ from the welcome screen, and the following screen will appear:
[image: ]

The New Company File Assistant will open up, ready for you to start entering information.
	Clicking on the  [image: ] button will allow you to source help from within the MYOB program and the Internet for the screen you are currently on.



Click on the Next button to continue. You will notice that it moves through a list of activities that appear on the left-hand side of the screen.
[image: ]

Use the following information to complete the required text fields of the screen shown above. In this exercise, you will be using the Student Version of the MYOB software, and there is no need to enter a serial number.

	Company Name: Oodles of Noodles
ABN: 15 258 639 654
Address: Your home address
Phone Number: Your phone number
Email Address: accounts@oodlesofnoodles.com



This will serve as your company data file for your practice activities in this Learner Guide.

2. Once you have entered the information, hit the Next button.
[image: ]

On this next screen, you need to set up the Current Financial Year and the Conversion Month relating to the company file you are creating. This must be entered correctly at the time you set up the file because you will be unable to edit this information once the file has been created.

In Australia, the financial year is referred to by the year in which the financial year ends. For example, the financial year for 2019 starts on the 1st of July 2018 and ends on the 30th of June 2019.

If you are working with a standard financial year, the last month of the financial year will be June. Please note some companies have financial years that start and end with different months of the year. Check with the company to ensure that the file you are setting up shouldn’t have a different financial year.

The conversion month refers to the month that you will start to enter information into the system from. If the company file is set up to start in July, the conversion month is ‘July.' Files can also be set up in the middle of a financial year. Note that the information needed to set up a file in the middle of the financial year is different to what is required if the file is being set up to correspond with financial years.

You can choose to use either 12 or 13 financial periods. This cannot be changed once the file has been set up so seek advice if you are unsure which one is required. Twelve (12) periods refer to the number of months in a calendar year. Thirteen (13) periods, on the other hand, allows you to enter the end of year adjustments into an additional period. You will then have the ability to pull out reports that either includes or exclude the end of year adjustment.

Use the following information to complete the accounting year information in your company file.


	Current Financial Year: 2017
Last Month of Financial Year: June
Conversion Month: January
Number of Accounting Periods: 13



3. You now need to confirm the information entered by hitting the Next button twice. Don’t forget to double check the information entered first – once this is set up, you cannot amend it.
[image: ]

In the next window (see above), you can start to build your own accounts list. MYOB allows you to import, build, or modify an accounts list. Regardless of what you choose at this point, the accounts list can be customised at any time through the Accounts List in the Accounts command centre. MYOB will also provide you with some default accounts to get you started.

For this exercise, you need to choose from a list provided by MYOB as your starting point. Hit Next.
[image: ]

The next screen (see above) allows you to select the Industry Classification and the Type of Business. MYOB will provide you with a suggested Accounts List.

For this exercise, select the following:

	Industry Classification: Retail
Type of Business: Restaurant

	If you would like to view the whole Accounts List provided by MYOB, you can scroll through it. To print it out, hit the Print button on the left-hand side of the screen.



[image: ]

The next step is to create the file. You may opt to change the location where the company file is saved on your computer. 
· Hit the Change button (see above), and it will open up a window where you can choose an alternative location to save the MYOB file. 
· When you are happy with the location, hit the Next button.
[image: ]

This is the last stage of creating a new company file. At this point, you can choose to use the Setup Assistant to help you with the remaining steps of the setup, or you can choose to go directly to the command centre and start entering information.
 
4. For this exercise, you will be completing the setup from the command centre. Click on Command Centre to open the following window:
[image: ]

Your company card file has now been created. 

[bookmark: _Toc471220570][bookmark: _Toc11836446]2.2. Modifying the Accounts List
To modify the Accounts list, you need to go to the Accounts command centre.

1. From the previous window which shows the Card File command centre, click on Accounts at the leftmost part of the window.
[image: ]

2. Next, click on Accounts List to open the list of accounts. Accounts list is another term for a chart of accounts. MYOB sorts the different accounts into similar groups or categories. There are nine (9) tabs at the top of the Accounts List window.
[image: ]
The first tab labelled ‘All Accounts’ contains the complete list of account groups in their corresponding categories.

Each of the other eight (8) tabs contains one category from the chart of accounts with a corresponding number. In MYOB, the numbering system (see below) allows for easy identification and location of accounts when entering data information.
	1-0000
	Assets

	2-0000
	Liabilities

	3-0000
	Equity

	4-0000
	Income

	5-0000
	Cost of Goods Sold or Cost of Sales

	6-0000
	Expenses

	8-0000
	Other Income

	9-0000
	Other Expenses


You can customise the Accounts List by renaming the account, adding accounts, deleting accounts, and adding specific information to specific accounts. 

To delete an account:
For this exercise, you need to locate the Bankcard account listed under the Liability tab.
[image: ]

1. Open the Bankcard account by clicking on the white arrow on the left-hand side of the screen.
[image: ]
The new window will show the details of the Bankcard account Profile, such as Account Classification, Type, Number, Name and Opening Balance.

2. To delete an account, click on Edit on the Menu bar and choose Delete Account.  This will remove it from the accounts list.
[image: ]

	Note: You will be unable delete an account that has transactions allocated to it.



To add an account:
For this exercise, you need to add an account for ‘Water’ with a tax code of FRE.  
[image: ]

1. Select the Expenses tab from the Accounts List.
[image: ]

2. Click on the New button in the bottom left-hand corner of the window. It will open the Edit Accounts window (see below).
[image: ]

Because the Expenses tab was initially opened, the Edit Accounts window will have ‘Expenses’ as its account type, chosen by default.
[image: ]
If you need to open an account under a different account type/category, use the drop-down arrow on the right of the Account Type field to change it to the appropriate type. 

[image: ]The account that has opened is a detailed account, which means that transactions can be coded to it. If the account needs to be a header account, select Header Account in the top left-hand corner of the screen. 

When using a Header Account, clicking on the drop-down arrow reveals a list of the major account groups/categories.

A header account cannot have transactions posted to it. Select the ‘Details’ tab to open the window below, and tick the box below the Description field. This allows the system to generate a subtotal for the section that the account the header is for.
[image: ]

For this exercise, the ‘Water’ account is a detailed account.

3. The account number needs to be unique to the account being created. Use the number 6-1850 for the Water account (see below). At this point, you are still unable to edit the details of the new account you are adding. Hit the OK button to continue.
[image: ]

The window will return to the Accounts List. Locate the account that you have just added - listed as ‘New Account’ by default. You can also do this by looking for the assigned account number.



[image: ]
Click the Edit button in the bottom right-hand corner of the window to rename the account.

4. Replace the Account Name field with the account you are assigning this to. For this exercise, change the name to ‘Water.’
[image: ]

5. Click the Details tab to assign a particular Tax Code to the account.
[image: ]
The default GST Code for a new account is N-T, which means that the account is not reportable. Tax codes need to be modified to show the appropriate default account in the account list.


6. Click on the drop-down arrow to change the tax code, and the following window will open:
[image: ]
Select the appropriate tax code from the list, and hit Use Tax Code.
Select FRE for the Water account.

7. Hit the OK button to close the window. You will return to the Accounts List window, showing the new name of the account, you added. Click Close to exit.
[image: ]


[bookmark: _Toc471220571][bookmark: _Toc11836447]2.3. Tax Codes 
Listed below are the tax codes and their rates that may relate to your business. More information can be obtained from www.ato.gov.au

	Tax Code
	Description

	ABN
	This code is used to record purchases from suppliers who do not have an ABN and are not registered to collect GST.
Please note that the default setting in MYOB is for 46.5% of the purchase order value and allocate it to a payable account.  When using NO ABN tax type, ensure that they are tax exclusive.
ABN: No ABN/TFN: 49%
Note to student: This needs to be adjusted in the MYOB file.

	CAP
	This is a GST tax Code, and it is used to record GST on Capital Purchases.  It is similar to the GST code, but where the GST Code is used to record the purchase of Capital Items (Assets)
CAP: Goods & Services Tax:10%

	FRE
	This is the GST-Free tax Code.  It is set to 0% and used to record your GST-free purchases and sales.
FRE: Gods and Services Tax (Tax Type):0%

	GNR
	This is the GST Not Registered code.  It is to record purchases from suppliers who are not registered to collect GST, but have an ABN.
GNR: Input Taxed:0%

	GST
	This is the Goods and Services Tax Code.  It is used to record your sales, purchases, cheques, and deposits on which you have either collected or paid GST.
GST: Goods & Services Tax: 10%

	N-T
	This is the Not Reportable-Tax code and is used to record transactions outside the GST net, such as cash transfers, payment of GST or PAYG
N-T: Goods & Services Tax: 0%

	ITS
	This code is used for input taxed supplies. It is used to record Interest Income and Residential Rental Income.
ITS: Goods & Services tax 0%




2.3.1 Tax codes in MYOB
Maintenance of tax codes in MYOB is important.  When compliance updates happen, it is important that you don’t assume when necessary changes happened.

To access the tax codes:
1. Go to Lists in the menu bar.
[image: ]

2. Choose Tax Codes.
[image: ]


3. A Tax Code List will appear.
[image: ]

4. To edit information that relates to a specific tax code, choose the code that needs to be edited and click Edit.
The Tax Code Information will appear, and you can now edit the tax code.
[image: ]

Once the changes have been made, click OK to close the window.



You can also add necessary codes or delete unnecessary codes within the Tax Code List.

1. New Tax Codes can be added by clicking on New at the bottom of the Tax Code List window. The Tax Code Information window will appear.

· Enter the new tax code to be added (e.g., GST) then hit the Tab key to show fields for the other details.
· Click OK when done.
[image: ]
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2. To delete a tax code, open the tax code by clicking the white arrow beside the code. This will open the Tax Code Information window.

There are two ways to delete a tax code:
· Choose Edit from the menu bar and then choose Delete Tax Code; or
[image: ]
· Right-click from the Tax Code Information window then click Delete Tax Code.
[image: ]


[bookmark: _Toc471220572][bookmark: _Toc11836448]2.4. Opening Balances
Opening balances are the closing balances from a previous accounting system. It doesn’t matter whether the accounts have been kept manually or in a computer system. The opening balances comprise the balances of all accounts and any subsidiary ledger accounts that may be involved in the accounting system.

The old accounting system will need to be reconciled and verified, so that correct information is brought over into the new system. When the new accounting system is started on the 1st of July, it is not uncommon for new accounting systems to start with as little information as the bank balances and any outstanding bill and invoices entered into the system. Opening balances can be entered at a future point in time, allowing the end of financial year adjustments and taxes to be finalised in the old system. For systems that are started in the middle of a financial year, the accounts are reconciled, and all of the opening balances would be entered in the conversion month.

New files can be setup at any time of the year, but ideally, these should be setup at the start of the period, being either the Financial Period or the BAS Period.

To set up opening balances:
1. Choose Setup from the menu bar. From the drop-down menu, choose Balances.
[image: ]

2. Select which balances you are about to enter.

There are four (4) types of balances in a computerised accounting system:
· Account Opening Balances – This allows you to enter the opening account balances into the accounting software. It will depend on what you have chosen as the conversion month as to what can be entered in this window. When your conversion month is set up as the first month of the financial year being worked on, you will only be able to enter opening balances into the Asset, Liability and Equity accounts. If the conversion month chosen is any other month of the financial year, you will be able to enter opening balances into the Asset, Liability, Equity, Income and Expense accounts.
· Job Opening Balances – Opening balances can be entered here if you are tracking jobs in the accounting system (you won’t be using this as part of this activity)

· Customer Balances – This is where outstanding customer invoices are entered when creating the MYOB file
· Supplier Balances – This is where outstanding supplier invoices are entered when creating the MYOB file

3. Select the Account Opening Balances. Highlight the account you want to enter the balance for, then input the balance. You need to ensure that any special accounts, such as accumulated depreciation and GST paid account, are entered as a negative so that it shows on the correct side of the ledger.

[image: ]

It is essential that once you have completed entering balances, you check the values to ensure that the amount left to be allocated $0.00. If there is any unallocated amount at the end of the process, the remaining amount should be allocated to the Historical Balancing Account.


For this activity, enter the following account opening balances into the MYOB file:
[image: ]

If entered correctly, the ‘Amount left to be allocated’ at the bottom of the accounts list will show $0.00.

4. Hit the OK button to close the window.

5. Open the Customer Balances.Notice that when you open this window, there is an amount in the Linked Receivables Account Balance and that you are currently out of balance by the same amount. 
This is because you have entered opening balances against the account but have not entered the corresponding information into the Accounts Receivables Subsidiary Ledger.

[image: ]


6. To enter the outstanding account receivables, click Add Sale at the bottom of the window, and the following window will appear:

[image: ]

At this point, there are no contacts or customers entered into the accounting system. To enter Customer Balances, you need to add customers as you enter the pre-conversion sale. 

Click on the blue drop-down arrow beside the Customer Name field and the following window will appear:
[image: ]

At the bottom of the screen are the New button and the Easy-Add button.

7. Choose the Easy-Add button. It allows you to enter the customer name without providing additional details. You can edit the customer card at a later date (this will be explained further once you get to the Card File in Chapter 4 of this Learner Guide).


8. For these exercises, enter the following details and customer balances.
[image: ]

9. Once you have entered the customer name, hit the Tab key, and the Select from List window will open again.

· Click the Easy-Add button to enter the information. The amount must be entered in the Total Including Tax field. Select GST as the Tax Code.

· Once you have finished entering the first customer invoice, it should look like the screen shown below.
[image: ]

10. Click the Record button. Read the information that appears, and click OK.
[image: ]

· Enter the two (2) remaining outstanding customer invoices from the sample list provided.


11. Click Add Sale to add a new customer. Once you have entered all the Invoices, the following message will appear. Hit the OK button.

[image: ]

With all outstanding customer invoices entered, you will notice the Customer Balances window has changed and there is no Out of Balance Amount at the bottom of the window.

[image: ]


12. Open the Supplier Balances.
[image: ]

Notice that, as with the Customer Balances, the Supplier Balances have a Linked Payables Account Balance and an Out of Balance Amount at the bottom of the window.

At this point, you only have contacts entered for outstanding customers in the accounting system. To enter Supplier Balances, you need to add Suppliers as you enter the pre-conversion sale. Click on the blue drop-down arrow beside the Supplier Name field, and the following window will appear:

[image: ]

At the bottom of the screen are the New button and the Easy-Add button.


13. Choose the Easy-Add button. It will allow you to enter the supplier name without providing additional details. You can edit the supplier card at a later date (this will be explained further once you get to the Card File in Chapter 4 of this Learner Guide). 

For this exercise, enter the following supplier balance:
[image: ]

Similar to the Customer Balances, click Record once you’ve entered the supplier balance.

After you have entered all the outstanding invoices, the following message will appear:
[image: ]

14. Hit the OK button.

[image: ]

With all outstanding supplier invoices entered, you will notice the Supplier Balance screen has changed and there is no more Out of Balance Amounts at the bottom of the screen.
[image: ]

[bookmark: _Toc471220573]

[bookmark: _Toc11836449]2.5. Setting Linked Accounts
Every transaction that is entered in MYOB AccountRight needs to have debits and credits posted to accounts (double-entry bookkeeping). Linked accounts are setup so that when you complete a transaction, amounts are automatically posted to the correct accounts without needing to worry about it.

When a data file is created, and the selection of a template account list is chosen, linked accounts are setup by default.  You can change these linked accounts if you are not satisfied with the default selection.

To view the Accounts and Banking Linked Accounts:
1. Go to Setup in the menu bar.
[image: ]

2. Choose Linked Accounts, and then choose Accounts & Banking Accounts.
[image: ]



3. Note that the bank account for Undeposited Funds is linked to 1-1180 Undeposited Funds. Click OK.
[image: ]

To view the Sales Linked Accounts:
1. Go to Setup in the menu bar.
[image: ]

2. Choose Linked Accounts, and then choose the Sales Accounts.
[image: ]



3. Note that the Asset Account for Tracking Receivables is 1-1200 Trade Debtors and that the Bank Account for Customer Receipts is 1-1110 Cheque Account. 

At the bottom of the Sales Linked Accounts window, there are four other links that are set up as default in the system. All of the links can be turned on or off when needed, and the Account Type can be changed to align with the company’s policies and procedures.

[image: ].

4. [bookmark: _GoBack]At the bottom of the window is the Terms button.  Terms refer to Credit Terms, and the setup here will affect the terms for all customers. Click OK.

[image: ]



5. For this exercise, you need to disable the linked accounts for Freight, Discounts, and Late Fees.  To do this, untick the relevant boxes.


6. Set the Terms to 14 days from Invoice date. Click OK.

[image: ]


To view the Purchases Linked Accounts:
1. Go to Setup in the menu bar. 
[image: ]

2. Choose Linked Accounts, and then choose the Purchases Accounts.

[image: ]

3. Note that the Liability Account for Tracking Payables is 2-1200 Trade Creditors and that the Bank Account for Paying Bills is 1-1110 Cheque Account. 

At the bottom of the Purchases Linked Accounts window, there are five other links that are set up as default in the system. All of the links can be turned on or off as needed, and the Account Type can be changed to align with the company’s policies and procedures.
[image: ]

At the bottom of the window is the Terms button. Terms refer to Credit Terms, and the setup here will affect the terms for all suppliers. Click OK. 

[image: ]


4. For this exercise, you need to disable the linked accounts for Deposits Paid, Discounts Taken, and Late Fees Paid.  To do this, untick the relevant boxes.

[image: ]

5. Click OK to exit.


[bookmark: _Toc471220574][bookmark: _Toc11836450]2.6. Setting Preferences
Preferences are set when a data file is created but can be adjusted anytime if the policies and procedures of the organisation change. 

To access Preferences:
1. Go to Setup in the menu bar.
[image: ]

2. Choose Preferences.
[image: ]

3. The window on the next page will appear, with tabs across the top. These will give you access to different preferences for your data file, depending on the specific preferences needed.  Some preferences have default marked tick boxes, but these can be unticked, and have other preferences ticked.



On the System tab, tick I Prefer to Use Help from the Internet, Rather Than My Computer.

[image: ]


The Windows tab allows you to customise the information that is used in the window (screen), so if you prefer to use account names instead of account numbers, you could setup the system to show account names instead of account numbers. 

[image: ] 

The Reports and Forms tab allows you to customise the Ageing period either by a certain number of days or by the month. The preferences in this window all relate to Reports and Forms.

[image: ]

The Banking tab is relevant to the bank accounts and banking. Ensure that you tick the following preferences (as shown above): Warn for Duplicate Cheque Numbers (System-wide), and When I Receive Money, I Prefer to Group it with Other Undeposited Funds (System-wide).

[image: ]




The Sales tab allows you to make changes to the Sales command centre and the information available in this command centre. The Customer terms can be changed by clicking on the Terms button at the bottom left corner of the screen.

[image: ]

Ticking the Show Customer Purchase Number in Receive Payments (as shown above) will allow you to easily identify invoices being paid in the Receive Payment window in the Sales command centre. This is particularly important when reconciling customer payments back against invoices issued.

The Purchases tab allows you to make changes to the Purchases command centre and the information that is available in this command centre. The Supplier terms can be changed by clicking on the Terms button at the bottom left corner of the screen.
[image: ]

Ticking the Show Supplier Invoice Number in Supplier Payments (as shown on the previous page) will allow you to allocate payments to a specific Supplier Invoice.

The Inventory tab allows you to Use Standard Cost as the Default Price on Purchase Orders and Bills across the system.

[image: ]
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Ensure that the above preferences have been selected in the Security tab.  This is also where you will be able to lock periods as required. Period is usually locked when the BAS period is completed, or the Tax for the financial year has been lodged, and the Closing Journals for the year have been completed. Locking off the period stops employees and contractors from making changes to the file before the date the file is locked.

4. Click OK.
	Note: Preferences can be changed anytime.
The most effective way of making changes is to think of the necessary changes to be made before applying them to the system.




[bookmark: _Toc471220575]

[bookmark: _Toc11836451]2.7. Reconciling Your First Bank Reconciliation
Sometimes, when you are starting a new company file, there will be outstanding payments and deposits that need to be entered into the system to be able to balance the bank balance with the bank statement. The most common types of payments that need to be adjusted are for payments made by cheque, where the cheque has not been presented to the bank.

For a cheque that has not been presented, you need to add the cheque value to the bank balance in MYOB. The transaction to do this is the Spend Money where the money paid from the bank account and returned to the bank, account in the same transaction.

To use Spend Money:
1. Go to the Banking command centre and click on Spend Money.
[image: ]

2. Entering the Transaction
In the Spend Money window, choose the bank account that you are making the adjustment to. In this case, it is the main bank account.

3. In the Cheque No. field, enter the cheque number that the payment was made on.

4. Enter the date as at the 1st day of the current period.

5. Enter the amount of the cheque ($500.00, for this exercise).

6. ‘In the Memo field, enter to whom the cheque is being paid to. In this exercise, type ‘Office Supplies – Adjustment for cheque not presented’.

7. In the Account Number (Acct #) field, choose the same bank account as selected in the first part (1-1110 Cheque Account).

8. Enter the amount of the cheque.

9. Enter the tax code of N-T; any GST implications will have been dealt with in the previous period.

Your Spend Money transaction window will look like the following:

[image: ]

10. Hit the Record button, then close the window.

[bookmark: _Toc471220576][bookmark: _Toc11836452]2.8 Setting up Inventory
Inventory is one of the subsidiary ledgers and has its own command centre. From this window, you will be able to manage the inventory process from the creation of Inventory Items to Stock Take. The setup of the inventory system is important and needs to be carefully thought out, so the items are setup correctly.
[image: ]

A Periodic Inventory system is a system of inventory in which updates are made on a periodic basis. This means that at least once a year, all stock items are counted and journaled into the system. Inventory is not tracked.

A Perpetual Inventory system is where updates are made as seen fit. A business using the perpetual inventory system will also use itemised invoices so that all sales and purchases of inventory are tracked.  Stock take still happens to ensure that any stock losses are recorded.

Some business will choose to use a mixture of perpetual and periodic inventory depending on the stock mix.

MYOB can be used for either system. The difference is in the setup of the items and the choice made by management to track all inventory items coming and going from the business using itemised invoicing.


2.8.1 Entering Inventory Items
1. Choose Item list from the Inventory command centre to open the Item List window.
[image: ]

2. The following window will appear. This window will display all recorded stock items, providing the item number, item name, quantity on hand, last cost and current selling price.
[image: ]


3. To add new stock items click on the New button at the bottom of the window.

The Item Information window will appear, allowing you to enter the first item in the Profile tab.
[image: ]

The Item Number is a unique identifier for the item. Caution should be taken in choosing these identifiers so that it is possible to guess what it may be by knowing what you are looking for. For this example, type ‘BB Udon’ in the text field.

The Name contains the long name or the specific name of the item – that is how it is typically identified. When you have entered the Item Number, press the Tab key to open the Name field. For this example, type ‘Black Bean Udon Noodles’ in the text field.

4. [image: ]These tick boxes at the lower lefty side of the Item Information window set the preferences for how this item is to be treated within MYOB, and how it is to be accounted for when purchased and sold.

· I Buy This Item.  For inventory items that you buy and track, tick this box to open up a drop-down box for an Expense account number to be entered into. For the example you are working on, you will be tracking it through a cost of goods sold account. Enter ‘5-1000’ in the box or select it from the drop-down list.
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· I Sell This Item. For inventory that you sell and track, tick this box to open up a drop-down box for an Income account number to be entered into. Track the example provided through income account. Enter ‘4-1100’ in the box or select it from the drop-down list.
[image: ]

· I Inventory This Item. Ticking this box means that the item will be an item that is sold and will be counted in the stock process. It also tells MYOB that it must keep track of weighted average costs on stock movements and transfer the required values from the asset inventory to the cost of goods sold account when the item is sold. For the example you are working on, tracking the item through an asset account. Enter ‘1-1310 in the box or select it from the drop-down list.
[image: ]

When you have completed the profile page, it should look like the following.
[image: ]

5. Other buying and selling information needs to be also setup as well to assist in the management of the inventory item. Click on the Buying Details tab to enter the first of the required stock management information for this item.


[image: ]

6. The Last Purchase Price will show the value of the item paid on the last purchase. Since you have not yet entered any invoices into the system, this will be shown as greyed out with $0.00. As you purchase stocks, it will begin to register the price.

7. The Standard Cost is what you have anticipated buying the Item for. For the sample item you are entering, Black Bean Udon Noodles, enter ‘$15.00’.

8. Buying Unit of Measure and Number of Items per Buying Units need to be looked at together. The Buying Unit of Measure refers to how you buy the item; for this example, suppose that you may purchase items per box.  

9. The Number of Items per Buying Unit refers to the number of items in the box; for example, suppose that there are 12 tins in 1 box. 

10. For the example you are entering, there is 1 item per box, so you have to enter ‘ea’ (for each) for the Buying Unit of Measure and ‘1’ for the Number of Items per Buying Unit.

11. Tax Code When Bought is the default code for the item purchased. In the example provided, enter the tax code ‘GST.'

12. Optional Restocking Information for the To Do List is where you can record reorder quantities for that would then appear in your to-do list.


When you have completed the information for the Buying Details tab, the window should look like this:
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13. Click on the Selling Details tab to enter the remainder of the required information for the stock management.

[image: ]

· The Base Selling Price is the standard price of the item without any discounts.  This is the price at which you are going to sell the item. For the example you are working on, enter the base selling price as ‘$30.00’.

· Selling Units of Measure specifies how the item will be packaged at sale – individual units or multiple units, e.g., a twin pack. For this example, the unit of measure is ‘ea’ (each).

· Number of Items per Selling Unit specifies the quantity in which the stock level will be altered when items are sold. For this example, it is ‘1’.

· Tax Code When Sold specifies the default tax code for the item. In the example provided, enter the tax code ‘GST.'

· Inclusive/Exclusive specifies whether the price entered is inclusive or exclusive of GST. Tick the Prices are Tax Inclusive box for this example.

14. Your Selling Details window should look like the following when you have completed the information.
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15. Once you have completed all the required information, hit OK. You will be taken back to the Items List window which will now look like the following, ready to enter the next item.

[image: ]

16. Enter the following stock items into MYOB:

	Item number
Item name
Standard cost
Selling price
	SS Noodle
Satay Singapore Noodles
$ 22.00 including GST
$ 40.00 including GST

	Item number
Item name
Standard cost
Selling price
	SF Asian Noodles
Stir Fried Asian Noodles
$ 16.50 including GST
$ 30.00 including GST

	Item number
Item name
Standard cost
Selling price
	C Combo Rice
Chicken Combo Rice
$8.25 including GST
$16.50 including GST


  


When you have entered all of the items above, your Items List should look like the following:

[image: ]

17. Click Close to exit.


2.8.2 Entering Opening Balances
The following are the opening stock quantities and value, tax exclusive, as of the 1st January 2017, which you are now going to enter into MYOB.

[image: ]

1. From the Inventory command centre, choose Count Inventory.
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2. This will open the Count Inventory window ready to accept the value that you have in stock.

[image: ]

3. Enter the inventory values into the Counted column. Notice that the Difference column automatically produces values. Once done, click on the Adjust Inventory button. The following window will appear, with no account entered into the Default Adjustment Account field. 

[image: ]

Ensure that you read all windows as they appear and make the appropriate choices for the situation you are working with. For this example, enter ‘6-1900’ into the Default Adjustment Account field.
4. Click Continue and the following window will appear.  Read the message on the window and then click on Opening Balances.
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5. At this point, you need to ensure that there is a general ledger account number included and that the appropriate unit cost is showing.  The Unit Cost should be GST exclusive. Enter an appropriate Memo and details including the Unit Cost.

[image: ]

6. To complete the process, click on Record.


[bookmark: _Toc471220577][bookmark: _Toc11836453]2.9 Generating Reports
At this point, you will be introduced to some of the Reports can be generated from MYOB and some of the customisation that can be done to the reports. All reports are date sensitive and depend on the date or date range that you enter into the system.
AccountRight has approximately 200 different reports that can be pulled out at any particular point in time. There are also various versions of the reports that can be pulled out depending on the customisation that you choose.

Reports can also be sent to MS Excel and manipulated further in the spreadsheet depending on the businesses needs.

At the bottom of each command centre’s window are four (4) options that can be selected:
1. To Do List
1. Find Transactions
1. Reports
1. Analysis
 
[image: ]
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Clicking on the drop-down arrow beside each option will show another menu list.
Here, you can choose the section of the Reports that your business requires. From this list, select Accounts and the Index to Reports window will appear.

[image: ]

Selecting Accounts opens the Accounts tab with a list of reports which you can generate. Each of the tabs across the top of the window relates to each of the options in the drop-down menu of the Reports option. You can move across the Report tabs by selecting the type of report you need. Some examples of reports contained under each tab include the following:
1. The Accounts tab relates to the Accounts command centre and has reports such as:


1. The Banking tab relates to the Banking command centre with the following reports:


1. The GST/Sales Tax tab pulls information from the whole system including:



1. The Sales tab relates to the Sales command centre and allows you to access:
· Ageing reports that relate to customers
· Sales reconciliation reports

1. The Purchases tab relates to the Purchases command centre and allows you to access:
· Ageing reports that relate to suppliers
· Purchases reconciliation reports

1. The Inventory relates to the Inventory command centre and allows you to access:
· Item lists 
· Inventory value reconciliation

1. The Card tab relates to the Card File command centre and allows you to access:
· Card List 
· Contact Log

At the bottom of the Index to Reports window, there some options to choose from depending on your business requirements.
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	Tab
	Description

	[image: ]
	Takes you to MYOB Help and gives you an example of the report highlighted on the Tab. 
This is a good option if you are uncertain as to the report that you need to access.
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	Brings up the report customisation window for the report highlighted
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	Allows you to access MYOB Help from this page
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	Allows you to print the report without viewing it
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	Send To will open the following drop-down menu
[image: ]
which allows you to send the report to external programs and stakeholders as needed using various formats.
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	Displays the report
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	Closes the Index to Reports window



All information that you enter into the system will appear in a report at some point.  Some reports need specific information to be entered before they can be accessed.  For example, if you want to pull out jobs-based reports, you need to set up the jobs and then use Jobs when recording transactions.


Each of the tabs in the Index to Reports window will give you the ability to access a transaction journal that relates to the tab you are on. To access a report that relates to all of the transactions entered, go to the command centre and find the Transaction Journal button at the bottom of the command centre window.
[image: ]
For example, if you want to see the transaction journal for the Accounts, go to the Accounts command centre and click on Transaction Journal.




The Transaction Journal window will appear which contains the following tabs:
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	Tab
	Description

	General
	Contains General Journal entries

	Disbursements
	All money that has been spent including Spend Money and Pay Bill transactions

	Receipts
	All money that has been received including Receive Money and Receives Payment transactions
Receipts must include the Business Name, ABN or ACN, date of supply, details on the product or service, and price.

	Sales
	All invoices that have been invoiced through the Sales command centre

	Purchases
	All bills that have been entered through the Purchases command centre

	Inventory
	All inventory journals that go through the Inventory command centre

	All
	This will bring up the Journals for all of the transaction that has been made into the system


2.9.1 Accessing Reports
You can access specific types of reports in MYOB from the Index to Reports window.

From the Accounts tab:

Accounts List Summary including tax coding

1. Click on Accounts List Summary twice with the left mouse button. 
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The Report Customisation window will appear.

[image: ]

1. The Report Level refers to the level in the Accounts List. Level 4 will show all of the accounts that are on Level 1, 2, 3 and 4. Most reports that you need will be in Level 4.

You can find three (3) tabs in the same window, Advanced Filters, Report Fields and Finishing, which can be selected depending on the customisation required.

1. Click on Report Field.
[image: ]

All reports will have some of the available reports fields ticked.  You can tick other fields to add them and untick items which you don’t need.

For this report, tick Tax Codes in the Available Fields. It will then be added to the Selected Fields column.

1. Click on the Finishing tab.
[image: ]

You now have the ability to add or remove other options depending on the required report.

Ticking the box beside the Add to Reports Menu in this window any customisation that you have made will be saved so that you can pull the report out without the need to customise the report again. This is particularly helpful if you pull the same report out of the system on regular bases. This option is available on all the Reports Customisation Finishing pages. 

1. Hit Display to see the end result.  An extract from the print preview of the report is shown below.
[image: ]

	Note: You can choose to display the reports either as a Screen Report or Print Preview.
From the Report Display window, click on the drop-down menu of the View field then select either Screen Report or Print Preview.



[image: ]

	Note: Accounts which are header accounts in the Accounts List don’t have a tax code shown, and this is because you cannot post transactions to these accounts. Also, take note of the levels of the accounts.




Accounts List Detail including tax coding

1. Click on Accounts List Detail twice with the left mouse button. 
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The Report Customisation window will appear.
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1. Unlike the Account List Summary, you can choose to view all the accounts or just a few of them. Click on the drop-down arrow beside Accounts to view the list of accounts.
[image: ]
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1. Tick or untick the accounts as needed. In the example that you are working on, you will be looking at all the accounts, so there’s no need to untick accounts from this list.

When you’re done, click OK to return to the Report Customisation window.

1. Clicking on the drop-down arrow beside Tax Code brings up a list of tax codes, and once again you can customise it to view all the tax codes or just select specific ones.
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In the example that you are working on, you will be looking at all the tax codes, so there’s no need to untick tax codes from this list.
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1. You can also choose a date at which the report is to be printed.

Clicking on the Report Fields tab gives you more Available Fields to choose from to add to your selected fields. You are not going to choose any additional fields for this exercise but take a moment to scroll through the Available Fields for selection.
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1. Click on the Finishing tab. You will find more options to allow you to customise the reports further.
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1. Click on Display to see the end result.  An extract is shown below:

[image: ]
In this report, the level at which the account sits in the accounts list is shown.  If you choose to print the report at Level 2, only Level 1 and Level 2 accounts will show here.

Note that because you did not select Include $0.00 Balances from the Finishing tab, only the accounts that had opening balances are showing in the report.



Trial Balance
1. Click on Trial Balance twice with the left mouse button. The Report Customisation window will appear.
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For this report, you will be only able to customise the Advanced Filters and the Finishing tabs.
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2. Choose the month that you are pulling the Trial Balance for, in this example, it is the month of January. Select this from the drop-down arrow beside the Selected Period field.
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3. Check the Financial Years that are available from the list and choose the financial year relevant to the report you are generating. MYOB gives you a list for three years to choose from: the financial year you are working in, the financial year before the year you are working in, and the financial year after the year you are working in.
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4. Click on the Finishing tab.
[image: ]

Consider the information that needs to be shown on the report when making your choices. As you are checking your opening entries at this point, you don’t need to include accounts with a zero balance in the report. 


5. Click on the Display button. Below is the report that will appear:
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At this point, you must check to make sure that the information entered in the opening balance in the setup match with the figures that are on the report.  Remember that your conversion month for the exercise is January which is why you can also see Income and Expense accounts on the report.

Profit and Loss (Accrual)
1. Click on Profit and Loss (Accrual) twice with the left mouse button. 
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The Report Customisation window will appear.


1. In the Advanced Filters tab, enter the appropriate dates for the period that you are entering information for. You are checking on opening balances at this point so the dates showing in the Dated From field should be 31/12/2016
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1. The Report Fields tab is greyed out to indicate that there is nothing that can be customised in this window. 
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1. Click on the Finishing tab.
If you need to show all of the accounts including those which have a balance of zero, tick the Include $0.00 Balances box. For this exercise, keep the box unticked.


1. Click on the Display button to show the report.
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Standard Balance Sheet

1. Click on Profit and Loss (Accrual) twice with the left mouse button. 
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The Report Customisation window will appear.
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1. Complete the date information relevant to the report, the Report Level and the Financial Year. For this exercise, enter the date information as shown above.

1. On this window, you are also able to format the report if required. Clicking on the Format button brings up the Report Format window with the following formatting options.
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Customise the style of the report according to your business requirements. When done, click OK to return to the Report Customisation window.

1. Click on the Finishing tab. Again, you can find options that allow you to customise your report according to business needs.
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1. Click on Display to show the following report. Remember that MYOB is date-driven. If you don’t see what you expected from the report preview, check the date or date range of the report and change it.
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Inventory Value Reconciliation
To access inventory reports, you need to go to the Inventory tab in the Index to Reports window. There are some inventory reports that can be chosen depending on the needs of the organisation.

37. Click on Inventory Value Reconciliation twice with the left mouse button. 
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The Report Customisation window will appear.
[image: ]

The date that you will use at this point will be the start of the conversion month because you are checking the setup to ensure that the inventory subsidiary ledger matches with the control account. For this example, enter 01/01/2017 in the As of field.

This also allows the system to either choose to view all accounts or narrow it down by clicking on the drop-down box arrow beside the Accounts field, which will show the list of accounts.
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2. Click on the Reports tab to show additional options that you can choose to customise the report.
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3. Click on the Finishing tab for additional customisation then hit Display.
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This report not only shows you the items, the quantity on hand, and the current value of the items; it also gives you the total inventory value that the Account Balance and any Out of Balance amount that may need to be investigated if an error occurs.
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[bookmark: _Toc471220578][bookmark: _Toc11836454]Chapter 3. Accounts Command Centre
[image: ]

The Accounts Command Centre is where you can access the accounts list; record general journal entries; transfer money between business banking accounts; access the BAS link for running and BAS Reports; as well as access the company auditor and transaction journals.

[bookmark: _Toc471220579][bookmark: _Toc11836455]3.1. Accounts List
The ability to modify accounts as the organisation changes are important as it allows the business to continue to grow without the need to change accounting software.
Adding and deleting accounts have been covered in the section on setting up a company file. In this section, you will learn about customising your accounts list further.

One of the features that MYOB has is the ability to create .ABA files, which can be uploaded to the bank, making the payment of suppliers and staff easier. An ABA file allows multiple payments to be made from the bank account without the need to enter individual account details into the bank itself.
To be able to use this feature, you need to set up the bank account with some specific information:


1. From the Accounts List in the Accounts Command Centre, open the specific Bank Account. For this exercise, select the Cheque Account. Click Edit.
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Change the Account Name if necessary. For this exercise, ‘NAB’ was added to the Cheque Account Name to indicate that it is a NAB Account, but you can also add a part of the bank account number to the account name for easy identification.


2. Select the Banking tab.
[image: ]

Enter the following information which should appear on the Bank Statement for the account.

	BSB:
Bank Account Number:
Bank Account Name:
Company Trading Name:
	064526
1256365
Oodles of Noodles
Oodles of Noodles



Tick the box labelled: Electronic Payment Type: I Create Bank Files (ABA) for This Account. Additional text fields will appear as shown in on the window on the next page.
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3. Enter the following information in the following fields:

	Bank Code:
Direct Entry User ID:
	NAB
25638



Tick the box labelled: Direct Entry File: Include a Self-Balancing Transaction.

4. Hit OK, then the Close button from the Accounts List window.

	Note: Some fields in MYOB are limited to some characters that can be entered.





[bookmark: _Toc471220580][bookmark: _Toc11836456]3.2. Transferring Money between Company Accounts
You can transfer money between accounts using MYOB.

To transfer money between company accounts:
1. Click on Transfer Money from the Accounts command centre.
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2. The Transfer Money window will appear. Enter the date of the transfer.

3. Choose the account from where the money is coming from, from the Transfer Money From drop-down list.

4. Choose the account to where the money is going, from the Transfer Money To drop-down list.

5. Enter the amount to be transferred in the Amount field.

6. Add information to the Memo field, if necessary.



For this exercise, transfer $200 to the Petty Cash account from the Main Cheque account at 01/01/2017. Type ‘Money Transfer Setting up Petty Cash’ in the Memo field.
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Your Transfer Money window will appear like the one shown above.

7. You can recap the transaction by choosing Edit from the menu bar, and select Recap Transaction.
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The Recap Transaction window will appear. You will see that the money is being transferred from one account to another and that no GST has been recorded for the transaction.

[image: ]


8. Hit Record to complete the transaction, then close the window.


[bookmark: _Toc471220581][bookmark: _Toc11836457]Chapter 4. Card File
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The card file is where contact information for Customer, Suppliers, and Employees are stored.  There is also an option to store personal contact information. For the exercise that you are doing, you won’t be entering information for employees or personal card lists.

Accounting has some basic principle and guidelines that need to be followed when entering information into an accounting system. It is important to understand the impact they have on the accounting process and the information that is included and excluded. The Economic Entity Assumption states that activities of the entity are to be kept separate from the activities of its owners and all other economic entities. The business is accounted for separately from other business entities, including its owners.

Note that you had started card files for some customers and suppliers when you entered the opening balances (Chapter 2.4), so when you open the Cards List, these will be visible regardless of the amount of information that has been included.


To open the Cards List, click on Cards List from the Card File command centre. 
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The All Cards tab shows a searchable list for all of the card files in the system. If we click on any of the other tabs: Customer, Supplier, Employee, Personal, you can narrow down the list that you search from to just the cards that relate to that tab.  For example, the Customer tab will only show customer cards.

New cards can be entered through any of the tabs as long as the appropriate information is entered onto the card. To modify a card, you need to be in the All Cards list or the card list for the particular card type that you will record.

[bookmark: _Toc471220582]

[bookmark: _Toc11836458]4.1. Customer Cards
The current MYOB file for Oodles of Noodles has three (3) customers without details in them which you need to update.  The information was originally provided for you when you were entering opening balances. Now you will work through the processes for the customer Julie’s Event Management.
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1. From the Cards List, select Julie’s Event Management then click on the white arrow at the left side to open the card file. The Card can be opened from the All Cards list or the Customer card list.

[image: ]

2. The Card Information window opens up. The Profile tab contains the contact details of the customer. Care must be taken to ensure that the information contained here is correct and maintained. If the business needed to chase a bad debt, this is the information that would be used to make contact with the customer initially.



Note that the following information is showing at the top of the Card.
· [image: ]Card Type is showing Customer.

· Designation is Company.

· A/R Balance is the balance that you entered when you setup the opening balances for the Customers.

Note that once a card type has been designated, it cannot be changed.

The designation relates to the entity, and you can choose either Company or Individual from the drop-down menu. If you choose Individual, you will be asked to enter the first and last of the owner name instead of a company name as shown in the example above.

If you were setting up the card from the start, A/R Balance would show zero balance.

3. Enter the contact details provided for Julie’s Event Management. Once the information has been entered, the card profile should look like the following:
[image: ]

4. At the bottom of the window is the Action button. It allows for more information to be entered as required.

If you click on the Action button, the following list will appear.
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Note that some of this functionality can be accessed from other screens within MYOB.  As you use MYOB, you will develop your own preferences as to how you like to enter and access data.

5. Click on the Selling Details tab to open the following window. In this window, you can customise certain functionality for individual customers. Note that at the moment, the Sales Layout field is showing Service and you need to change it to be an item, which is the invoicing style that you will be using for this exercise.
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Any of the boxes with drop-down arrows in them will show listed options to choose from.
	Tab
	Description

	Printed Form
	Is the invoice that you will send to the customer. You can customise an invoice from the drop-down menu

	Invoice Delivery
	Is the method that you have chosen to send an invoice to customers: via print, email or both. If you choose to email invoices, you need to have the email address where the invoice is to be sent included on the Profile page of the customer

	Income Account
	Allows you to assign invoices for particular clients to particular Income accounts. This is more relevant if you are a service-based business and are not tracking inventory

	Receipt Memo
	Allows you to put comments that would appear on the Receipts when issued to customers

	Salesperson
	Allows you to identify if a particular salesperson deals with customers. For this to work, the Salespeople need to be set up in the accounting system.

	Sale Comment
	Allows you to choose or create your own comment to be printed on the invoices

	Shipping Method
	allows you to customise your delivery methods

	ABN
	Is the Australian Business Number. When setting up customers, it is not necessary to have their ABN. However, it is desirable to have their ABN if their invoices are going to be over $1,000.00 excluding GST

	Customer Terms Information
	At the bottom of the screen allows you to customise the Terms for a particular customer. A change here is limited to a particular customer and does not affect any other clients



For this exercise, choose Sales layout: Item and Sale Comment: We appreciate your business.
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6. Click on the Payment Details tab.

[image: ]

This tab allows you to record the customer’s preferred payment method and some additional information. Privacy issues impact this information, and it needs to be managed very carefully by the business.

7. Click on the Contact Log tab.

[image: ]

This allows you to record information that is specific to the Client. Depending on the Preferences chosen, the system can record here basic information about payments received. This is a great place to store information that relates to debt collect, when changes to customer contact details have been changed, etc.  
8. Click OK to save the information.
	Modify the card details for Angel’s Bookkeeping and Neighbourhood Community Centre using the information provided earlier in this section. Ensure that the Sales Layout is changed to Item and that the Sale Comment shows ‘We appreciate your business.'



Once completed, your customer Card List should look similar to the following:

[image: ]

Note that customer cards can be entered as needed when entering invoices into the system.

[bookmark: _Toc471220583]

[bookmark: _Toc11836459]4.2. Supplier Cards
The current MYOB file for Oodles of Noodles we have one (1) supplier that has no details which you need to update. The information was originally provided for you when you were entering opening balances. Now you will work through the processes for the supplier Pete’s Noodles.
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1. From the Cards List, select Pete’s Noodles then click on the white arrow at the left side to open the card file. The Card can be opened from the All Cards list or the Supplier card list.

[image: ]

2. The Card Information window opens up. The Profile tab contains the contact details of the supplier. Care must be taken to ensure that the information contained here is correct and maintained. If the business needed to chase a bad debt, this is the information that would be used to make contact with the customer initially. 

Note that the following information is showing at the top of the Card.











	
· [image: ]Card Type is showing Supplier.

· Designation is Company.

· A/P Balance is the balance that you entered in when you setup the opening balances for the Suppliers.

Note that once a card type has been designated, it cannot be changed.

The designation relates to the entity, and you can choose either Company or Individual from the drop-down menu. If you choose Individual, you will be asked to enter the first and last of the owner name instead of a company name as shown in the example above.

If you were setting the card up from the start, A/P Balance would show zero balance.


3. Enter the contact details provided for Pete’s Noodles. Once the information has been entered, the card profile should look like the following:
[image: ]

4. At the bottom of the window is the Action button. It allows for more information to be entered as required.

If you click on the Action button, the following list will appear.  
[image: ]

Note that some of this functionality can be accessed from other screens within MYOB.  As you use MYOB, you will develop your own preferences as to how you like to enter and access data.

5. Click on the Buying Details to open the following window. In this window, you can customise certain functionality for individual suppliers. Note that at the moment, the Purchases Layout is showing Service and you need to change it to be an item, which is the billing style that you will be using for this exercise.
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Any of the boxes with drop-down arrows in them will show listed options to choose from.
	Tab
	Description

	Printed Form
	Is the purchase order that you will send to the supplier. You can customise a purchase order from the drop-down menu.

	Invoice Delivery
	Is the method that you have chosen to send purchase orders to suppliers via print, email or both. If you choose to email purchase orders, you need to have the email address where the purchase order is to be sent included on the Profile page of the supplier.

	Expense Account
	Allows you to assign bills for particular suppliers to particular Expense accounts. It is important to note that for a business that tracks inventory, there will be suppliers who won’t be tracked with an item bill. This is particularly relevant for expenses such as Telephone and the Internet.

	Payment Memo
	Allows you to put comments that would appear on the Remittance Advice if issued to suppliers

	Purchase Comment
	Allows you to make comments on purchase orders that go out to suppliers

	Shipping Method
	Allows you to customise your delivery methods

	Credit Limit
	Allows you to track the credit limit that has been approved by the supplier with the purchases

	ABN
	Is the Australian Business Number. When setting up suppliers, it is necessary to have their ABN. The accounting system will notify you of suppliers that don’t have ABN recorded correctly in the card file.  Suppliers who don’t provide an ABN that can be verified through the ABN lookup should have 49% withheld from their payments. Recording the ABN in some industries is mandatory to comply with current legislation. It is forwarded to the ATO yearly along with the recorded contact information.

	Supplier Terms Information
	At the bottom of the screen allows you to customise the Terms for a particular supplier. A change here is limited to a particular supplier and does not affect any other suppliers.





For this exercise, choose Purchases layout: Item. Create your own ABN number with 11 digits in it.
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6. Click on the Payment Details tab.

[image: ]

This tab allows you to record the electronic funds transfer (EFT) details for the suppliers. This is particularly important if you want to pay the supplier as part of a batch using the electronic funds transfer feature in the MYOB program. 

For this exercise, you won’t be completing anything on this window. The Payment Details can be updated at any time in the future.


7. Click on the Contact Log tab.
[image: ]

This allows you to record information that is specific to the Supplier. Depending on the Preferences chosen, the system can record here basic information about payments made. This is a great place to store information that relates to the supplier such as when changes to supplier contact details have been made in the system, etc.

	Click on the New button at the bottom of the Card Information window and create the following cards for two (2) suppliers. Create your own ABN for Asian Sauce and locate the ABN for Optus on the following website: abr.business.gov.au/
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Once completed, your supplier Card List should look similar to the following:
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[bookmark: _Toc471220584][bookmark: _Toc11836460]Chapter 5. Banking Command Centre
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The Banking command centre allows your business to record cash received and cash paid transactions.

There are two methods of entering money that has been spent:
1. Spend Money 
1. Bank Register

Spend Money in the Banking Command Centre is used to enter cash payments, for example, writing a cheque to pay your electricity bill.
You can also use the Spend Money option for payments that do not involve an actual cheque,  for example, recording bank charges from a bank statement or paying rent for your business premises.

The Bank Register also allows you to write cheques and pay bills.

There are two methods of entering money that has been received:
1. Receive Money
1. Bank Register

Receive Money is used to enter deposits of cash received on a business via a cash draw or register.

The Bank Register also allows you to receive payments.
	Note: For businesses that operate under the Cash Accounting System all of their payment and receipt of money can be processed through the banking command centre.



[bookmark: _Toc471220585]


[bookmark: _Toc11836461]5.1. Spend Money
Use the following example as you work through a spend money transaction.
	Paid via:
Date:
To:
For:
Amount:
	EFTPOS
01/01/2017
Officeworks
Stationery
$ 86.50


		
1. Access Spend Money from the Banking command centre.
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1. Check where the cheque is being paid from.
[image: ]

You need to choose the most appropriate account.

For example:
If you are paying cash out of the petty cash, you must choose the Petty Cash Account. If you are using credit Card, you must choose the Credit Card Account. In this example, we are paying directly from the Cheque Account.

1. Enter the Cheque No. as follows then press the Tab key. 
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If you have paid the supplier via BPAY, EFTPOS Credit Card or Cash, you must use one of the following Payment Identifiers in the Cheque No. field. Note that this information will be used across the whole file and will be revisited in the Purchases module.

	Payment Identifier
	Payment details

	BPAY
	For BPay Payments

	EFT
	For EFTPOS Payments

	CC
	For Credit Card

	C
	For Cash



1. Enter the Date and press the Tab key.
[image: ]

The Date is the date of the transaction. In this example, it is the date when the EFTPOS transaction happened. For an amount that is paid via BPAY, it would be the date when the payment left the Bank Account.

1. Enter the Amount and press the Tab key.
[image: ]


1. Enter the Supplier name you will need to add a Supplier Card for ‘Officeworks.'
[image: ] 
	[image: ]Note: If you go to the Payee field, it will open up a list of your other card files. If the name you are transacting with is not in the list, create a new card file by clicking New at the bottom of the card file list.



1. Tab through to the Account Number field and choose the correct account number. For the example you are working on, it is ‘6-1500 Office Supplies’.

Hitting the Tab key again will show the Account Name and the Amount that has been entered in the Amount field at the top of the Spend Money window.
	Note: If the Amount needs to be divided between different accounts, you must adjust the amount on this line to what it should be and enter a second line to the Transaction.



1. Tab through to the Memo column and add a description of the account as necessary.

1. Tab through to the Tax column and choose the appropriate tax code for the Transaction. Since the transaction in the exercise you are working on relates to school supplies, select GST as the tax code.



When completed, your transaction will look like this:
[image: ]
If your transaction includes two or more lines, make sure you choose the appropriate tax code for each line. For example:
[image: ]

	Note: Do not add this second line in the example you are working on.




1. Hit Record. This not only records the transaction but also takes you back to a blank Spend Money transaction ready for the next transaction.


	Activity 2


	Now enter the following Spend money transaction into the file.
	Paid Via:
Date:
To:
For:
This Payment:
	Cheque no 2
01/01/2017
Origin
Electricity
$ 330.00






Your MYOB transaction should look like the following:
[image: ] 

Make sure that your GST amount lines up with the amount on the Invoice. If part of the payment is GST-Free, ensure that the FRE component is allocated correctly.

[bookmark: _Toc471220586][bookmark: _Toc11836462]5.2. Receive Money
Use the following information to work through a receive money transaction.
	Business Owner:
Date:
For:
Amount:
Payment Method:
	Mr Oodles
01/01/2017
Introduction of Capital
$ 5,000
Direct



The money is going to go into the Undeposited Funds account.

1. Access Receive Money from the Banking command centre.
[image: ]

1. Change the bank account at the top of the Receive Money window to ‘Group with Undeposited Funds.'
[image: ]

1. Enter the Date of the transactions.
[image: ]

1. Hit the Tab key to move to the Payor field name. Type in the name of the payor and hit Tab.
	[image: ]Note: If you go to the Payor field, it will open up a list of your other card files. If the name you are transacting with is not in the list, create a new card file by clicking New at the bottom of the card file list.




1. Tab through to the Amount Received field and enter the amount.

1. Tab through to the Payment Method and choose Other from the drop-down list.
[image: ]

1. Tab through to the Account Number field and choose the correct account number. For the example you are working on, it is ‘3-1100 Owner/Shareholder Capital’.

1. Tab through to the Amount column and enter the amount. It will automatically check if the Tax Code is appropriate. Because this is an Introduction of Capital, it will be Not Reportable (N-T).
[image: ]

	Note: As with the Spend Money transaction, if you need to allocate the transaction across more than one account, modify the amount on the first line and choose the appropriate tax code. Tab through to the next line and choose the appropriate account, complete the amount, and check the tax coding.



1. Hit Record. This not only records the transaction but also takes you back to a blank Receive Money transaction ready for the next transaction.


[bookmark: _Toc471220587][bookmark: _Toc11836463]5.3. Bank Register
The Bank Register gives you a running balance of what has happened to the bank accounts over a period. You can choose to look at any of the Accounts that are set up as either Bank Account of Credit Cards from the Accounts list. Generally, you will find that Petty Cash, Credit Cards, and Bank Loans are setup so that this feature can be utilised.
[image: ]

As you have worked through the Spend Money and Receive Money transactions, four (4) transactions have been entered so far: two (2) have been Spend Money which has come directly out of the Bank account, and two (2) have been Receive Money transactions that have been deposited into the Undeposited Funds account. Your Bank Register window should look like this:
[image: ]
At the bottom of the window, you will find additional options available. This is another feature in the program where you can enter in Spend and Receive Money transactions.


[bookmark: _Toc471220588][bookmark: _Toc11836464]5.4. Bank Deposits
Banking Security Precautions
As you may be dealing with large amounts of money, it is essential that you follow safety and security measures carefully. Discuss security precautions of your organisation with your supervisor, taking into account the following:


The Bank Deposit feature allows you to batch deposits together so that the deposits correspond with the deposits as they appear on the Bank Statement.

Since you have recorded the banking details of the customers as you process the receipt of payment, you will be able to print a deposit slip from MYOB with all of the information needed by the bank on the deposit slip. There is no need to handwrite a separate deposit slip – you now have the ability to print two (2) copies of the deposit slip; one is to be kept by the bank; the second one is stamped by the bank and is maintained as part of the business banking records.

As you have processed Receive Money transaction into Undeposited Funds, you can now process the Bank Deposit and print the Bank Deposit Slip.


Preparing Bank Deposits
1. Access Prepare Bank Deposit from the Banking command centre.
[image: ]

1. From the Prepare Bank Deposit window that appears, check the bank account that you are depositing the money into.  
[image: ]

1. Check the Date of the transaction.  The date you type in should correspond to the date that you are banking the cheques.
[image: ]

1. Press the Tab key. Tick the items that are going to be banked on the Deposit column.
[image: ]

If you are depositing everything that shows on the list, click the Deposit column header [image: ] to mark all of the cheques.


1. Click on the Print button at the bottom of the window. The following message will appear. 
[image: ]
Click OK.

This will batch the cheques together and move the deposit from the Undeposited Funds to the bank account that they are being deposited into.

1. It will then come up with printer options. Choose the most appropriate for your situation and needs.

The following report will be printed:
[image: ]

This report can also be accessed through the Index to Reports window. Click on the Banking tab and choose Bank Deposit Slip.  Enter the appropriate dates that relate to the deposit.

[image: ]



[bookmark: _Toc471220589]

[bookmark: _Toc11836465]5.5. Petty Cash
Petty Cash is a small cash fund that is set aside for small expenses (incidentals) that occur from day to day in the operation of business. Small amounts of cash (coins and notes) are required to pay for items such as:
· Sugar, tea, coffee, and milk
· Newspapers
· Stationery
[image: Image result for australian cash]Petty cash is useful when the expenses are not large enough to be worth charging to a credit card or writing a cheque to pay for them.  Transactions are recorded and the money spent is reimbursed when funds become low.

The most common method of petty cash is the Imprest System, which works on a cash advance (the cash paid into the petty cash fund). One person in the organisation is appointed as Petty Cash officer, and they make sure that there are sufficient funds to cover all business incidental expenses, record and balance petty cash records, and issue all documents.

Whenever dealing with amounts of cash, you need to follow a set procedure so that all the money is accounted for.
1. Outgoing funds are recorded on a petty cash voucher. These are the source documents for the petty cash book.
1. All transactions are recorded in the petty cash book (a multi-column cash book or excel spreadsheet) that is reconciled (checking transactions against the amount of cash remaining) at the end of the petty cash period (weekly, fortnightly or monthly).
1. As expenses occur and are paid, the funds decrease.  When the fund becomes low, a cheque is drawn to reimburse the fund for the expenses paid. These transactions need to be recorded in the accounting system of the business.
1. The cash should be stored in a lockable cash box or drawer for security.



5.5.1 Petty Cash Documents
The Petty Cash book allows the expenses to be analysed and audited. The first entry in the petty cash book is the amount of the petty cash advance.

Sample manual Petty Cash Book for Oodles of Noodles:
	Date
	Particulars
	Ref.No
	Total
	Stationery
	Postage
	Travel
	GST Amount

	01-08-16
	Stationery
	1
	22.00
	20.00
	
	
	2.00



For each petty cash expense, a petty cash voucher should be completed showing the date the cash was expended, the details of the expense, the amount and the signature or initials of the person authorising the expense. A receipt should be obtained and attached to the petty cash voucher. In the event of an audit by the taxation office, petty cash expenses may need to be substantiated by this documentation. The expenses are written up in chronological order in the petty cash book.

Sample manual Petty Cash voucher
	Petty Cash Voucher

	Date
	 
	Voucher no
	 

	Details
	 

	
	

	Amount $
	 
	GST Amt $
	 

	Authorised by
	 

	Received by 
	 



When it’s time to reimburse the Petty Cash fund, each column in the petty cash book must be totalled (Note: the combined totals of the expense columns should equal the total in the amount columns). The amount of remaining cash amount + the total of the expenses should equal the original petty cash advance.



When the petty cash fund is balanced, a cheque can be drawn for the amount of the expenses to bring the petty cash fund back to the original amount advanced. In this example, the cash advance is $200.00.

	Date
	Particulars
	Ref No
	 Total  
	 Stationery 
	 Postage 
	 Staff Amenities 
	 GST Amount  

	
	
	
	
	
	
	
	

	1/08/2016
	Stationery
	1
	   22.00 
	        20.00 
	 
	 
	       2.00 

	5/08/2016
	Milk
	2
	     3.00 
	 
	 
	                   3.00 
	 

	6/08/2016
	Postage
	3
	   49.50 
	 
	     45.00 
	 
	       4.50 

	10/08/2016
	Reimbursement
	 
	   74.50 
	        20.00 
	     45.00 
	                   3.00 
	       6.50 

	 
	Balance left in Tin
	 
	 125.50 
	 
	 
	 
	 

	 
	Total
	 
	 200.00 
	 
	 
	 
	 





5.5.2 Creating the Petty Cash Account
To be able to use a Petty Cash account, there needs to be one in the system. If there is none, you need to create one through the Accounts command centre and the Account List.

You had transferred $200 to start a Petty Cash account when you used the transferred money function, the other alternative method to transfer money follows.  Note that you are not actually transferring any funds at this point but this is useful when the petty cash accounts need to be topped up.

When topping up the petty cash, you need to withdraw money from the Bank account and deposit it into the Petty Cash account so that there is money available for those small transactions.

The following Spend Money transaction is done to the Petty Cash account:
	Date: 
Float Amount:
Memo:
	Date of transfer
Top up balance
Transfer to Petty Cash account



Note that you are taking money from the main bank account which appears at the top of the Spend Money window.

1. Enter the Cheque No: WITH to indicate that it is a withdrawal of cash money.
1. Choose Petty Cash account in the Card field. (You need to create a card file for Petty Cash if you don’t see it on the list.)
1. The Amount entered is the top up balance which corresponds to the amount you spent from the float.
1. In the Memo field as the body of the Invoice, enter float top up.
1. Select the Tax code as N-T because it is a transaction that is outside the GST net.



When you have completed, your Spend Money window for Petty Cash will look like this:

[image: ]

5.5.3 Processing Petty Cash Transactions
The process to follow when processing a petty cash transaction is the same as if you are processing a Spend Money transaction. The difference comes in with the account that you are paying from.
	Date
	Description
	Amount
	ID Number

	01/01/2017
	Reimbursement - A John – Stationery 
	$22.00
	01

	05/01/2017
	T Hays – Milk
	$3.00
	02

	06/01/2017
	G Jeffery – Postage
	$49.50
	03



This corresponds to the example given in the Petty Cash documentation.

1. Select Spend Money from Banking command centre.

1. Click on the drop-down button at the right of the Pay from Account field and change the account to Petty Cash account. 
[image: ]

1. [image: ]In the Cheque No. field, enter ‘1’ (This represents voucher 1 in the manual system.) Press Tab.

1. In the Date field, type in the transaction date.

1. In the Amount field, enter the transaction amount.

1. Press Tab to move to the Card field. Type ‘Petty Cash’ to select it then press Tab again. (You need to create a card file for Petty Cash at this point.)

Take note of the Card Type you are creating. For this, it is preferable to setup Petty Cash as a Supplier card.

1. Tab through to the Memo field and type in the detail of the transaction and then press Tab again.
[image: ]

1. Enter the Account Number and name for this as ‘6-1500 Office Supplies’.

Press Tab until the amount of $22.00 is inserted automatically. Your completed transaction should look like this:
[image: ]

1. Hit Record, then it closes the window.


	Activity 3


	Now complete the last two transactions given for T Hays and G Jeffery.
Hint: Transactions relating to Milk are GST FRE and should be put to Staff Amenities which you will need to set up.



Your completed transactions will look like the following examples:
[image: ]

[image: ]


[bookmark: _Toc471220590][bookmark: _Toc11836466]5.6. Bank Reconciliation
[image: Image result for online banking]The purpose of a bank reconciliation is to reconcile (or match) the business accounting records with bank accounting records. This process should reveal any errors on either the business or bank account records. However, the bank statement may be different from the business records because of the time delay involved in the processing of cheque. With the introduction of more and more online banking products and options, these delays are less and less common.
 
The frequency of preparation of bank reconciliation varies depending on the size of the business. At the very least, this process should be completed at the end of each month. The bank reconciliation process should be done across all bank accounts as listed in the Chart of Accounts. This would include Petty Cash accounts, Undeposited Funds, and Electronic Clearing accounts. 

Bank statements may include bank charges, and interest earned that has not been included in the business records. These transactions must be included, and you should do the appropriate Spend or Receive Money transaction.

There are two methods to reconcile a bank account:
1. Using the bank statement received (manual)
1. Using the downloadable bank statement via the internet (automated); as you are using a sample company file and the Education version of MYOB, you won’t be able to try this one.

When you reconcile account in your data file, you must tick off every transaction as it appears on the bank statement against the account on screen.

There are three steps involved in reconciling an account:
1. Selecting matching items
1. Entering bank charges or interest
1. Reconciling the account


 You can commence reconciling your accounts when you receive your bank statements.

	Note: This reconciliation process is the same as for your other accounts, such as VISA, Diners Club, etc.




Select Matching Items
For this example, you will reconcile the Petty Cash account. In this example, our bank statement will be our manually prepared Petty Cash records.

	Date
	Particulars
	Ref. No
	Total
	Stationery
	Postage
	Staff amenities
	GST Amount

	01-01-17
	Stationery
	1
	22.00
	20.00
	 
	 
	2.00

	05-01-17
	Milk
	2
	3.00
	 
	 
	3.00
	 

	06-01-17
	Postage
	3
	9.50
	 
	45.00
	 
	4.50

	10-01-17
	Reimbursement
	 
	74.50
	20.00
	45.00
	3.00
	6.50

	 
	Balance left in Tin
	 
	125.50
	 
	 
	 
	 

	 
	Total
	 
	200.00
	 
	 
	 
	 



1. From the Banking command centre, click Reconcile Accounts. 
[image: ]
The Reconcile Accounts window appears.
[image: ]

You will notice that it shows up the main bank account. 
The Calculated Statement Balance will show that MYOB has calculated balance based on the opening entry, and any money that has been received and paid out.  In the example exercise, an opening balance of $6,000 has been entered and that’ is the figure showing on the window.

The new statement balance should show as ‘$0.00’ until you enter the closing balance as provided in the Bank Statement.

1. In the Account field, click on the drop-down button and select the new Petty Cash account that you created in the previous exercise. Click the Use Account button.
[image: ]

1. In the New Statement Balance field, enter ‘$125.50’. In this case, it is the balance left in the tin. (For your bank account, you would be using the balance displayed on your bank statement as the closing balance for the period you are reconciling). 
[image: ]

1. In the Bank Statement Date field, enter ‘10/01/2017’ (the closing date displayed on your bank statement). Hit Tab. You’ll see that only unreconciled items appear on the window.
[image: ]



1. Select each of the line items that match with your bank account records.
Click the [image: ]  column (first column) to select all records.
[image: ]

In the example you are working on, there are no discrepancies, but it is at this point where you would enter any banking transactions on your bank statement that weren’t appearing in your account for reconciling. This is also where you would investigate any other missing transactions.

	Note: Check that you haven’t entered the transactions into the wrong account or that the wrong dates haven’t been used on transactions that aren’t appearing and where these should be.



1. When you are happy with the reconciliation, and the window is showing an Out of Balance of ‘$0.00’, hit the Reconcile button.
[image: ]
1. The following window will appear. Print or save a copy of your bank reconciliation for your records by clicking Print Report.
[image: ]

1. Once you have a copy of the Reconciliation Report, the window will close. Hit the Reconcile button from the window above a second time, and it will bring up the about window. Hit Reconcile again. 
[image: ]
Hitting the Reconcile button reconciles the transactions and changes the last reconciliation date to the date you have just used for this particular account.

You would now complete this process for all of your other bank accounts.  Reconciliation reports can be reprinted from the Banking tab in the Index to Reports.  Remember that MYOB is date-driven so check the dates entered if you don’t get what you expect the first time.

[bookmark: _Toc471220591]

[bookmark: _Toc11836467]5.7. Transaction Journal
At the bottom of the Banking, command centre is a button called Transaction Journal.
[image: ]

The Transaction Journal is a feature within the MYOB program where you can view transactions that have been done within a designated time frame.

When you click on it, the following window appears:
[image: ]

From this window, you can see the Disbursement (payment) transactions that have been done within the designate time frame. For this exercise, change the dates to ‘01/01/2017 to 30/01/2017’. The tabs across the top of the Transaction Journal window allow you to navigate to particular types of transactions.  In your case, you have done Spend Money and Receive Money transactions so far, so there will only be transactions showing in the Disbursements, Receipts, and All tabs.


When you navigate to the All tab, you will be able to see the Source ID (first column: Src) as well – CD stands for Cash Distribution (your Spend Money transactions) while CR stands for Cash Receipts (your Receive Money transactions).  
[image: ]

At the bottom of the window is the Print option. If you choose to print all transactions, it will print out a report that includes all transactions made within the designated period.

	Note: It will only print the page you are on when you hit the Print button



On the next page is a sample of an All Transaction report which included all the transactions that you have entered so far into the MYOB file.
[image: ]


[bookmark: _Toc11836468]Chapter 6. Sales Command Centre
[bookmark: _Toc471220593][bookmark: _Toc11836469]6.1. Overview
[image: ]

Three (3) types of Sales transactions can be entered into AccountRight: these are Quotes, Orders, and Invoices. These transactions are entered through the Sales Command Centre. Before recording any sales transactions, review first the government rules on GST and Invoices.



6.1.1 GST and Invoices 
Cash or Accrual Reporting
Invoices are an integral part of the GST (Goods and Services Tax) System. A GST registered entity is only entitled to claim a GST credit if it is in possession of a valid tax invoice at the time it lodges its Business Activity Statement (BAS). As well as being in possession of a valid tax invoice, the rules for attributing GST collected and GST credits to a period depending on whether you account for GST on a cash basis or accrual basis.

Below is a sample tax invoice:
[image: C:\Users\julia.a\AppData\Local\Temp\SNAGHTML7944b42e.PNG]
1 - Tax invoice document header/heading	     
It indicates the document is intended to be a tax invoice

2 - Seller’s identity	     
It indicates who is supplying the services/products and to whom the payment is to be made.

3 - Seller’s Australian Business Number	     
The 11-digit number that identifies the seller to the government and community.

4 - The date the invoice was issued	     
Indicates when the invoice was issued and is used for financial recording and reporting purposes.


5 - A brief description of the items sold, including the quantity (if applicable) and the price
Provides a breakdown of items/services sold, their quantity and the price for each item/services sold.

6 - The GST amount (if any) payable – this can be shown separately or, if the GST amount is exactly one-eleventh of the total price, as a statement such as 'Total price includes GST.'	     
Indicates the Goods and Services Tax (GST) amount that the buyer needs to pay.

7 - The extent to which each sale on the invoice is a taxable sale	     
Shows the extent to which each sale includes GST

8 - Buyer’s identity or ABN	     
This detail is required for tax invoices for sales of $1000 or more.

When you report GST on Cash basis, the business must pay tax in the tax period in which it pays for its purchase and has a valid tax invoice; it will only be able to claim GST credits for the part payment made during the tax period.  The business must hold a copy of a valid tax invoice and only claim the GST amount listed on the tax invoice.  The same applies on the sale side.

When you report GST on Accrual basis, this means that you account for the GST when the invoice is issued, or when you receive payment for the Goods or Services sold.  Similarly, GST payments made on purchases can be claimed if a tax invoice is issued. You can only claim the credit on purchases if the tax invoice is received at the time of lodging the Business Activity Statement (BAS). This means that the actual date of issuance for an invoice is when it is sent, for example, when it is:
1. Electronically transmitted
1. Posted
1. Couriered
1. Hand Delivered.

	[image: C:\Users\learner_2\Downloads\iStock_000014093412XSmall.jpg]For more information on Payment Method Considerations refer to:
www.ato.gov.au/law/view/document?docid=GST/GSTR200312/NAT/ATO/00001



If you buy taxable goods and services that cost more the $82.50 including GST, your supplier must provide you with a tax invoice within 28 days after you request one.  Tax invoices that contain incorrect or incomplete information are not valid.

The table below will assist you, but more information can be located at the ATO website www.ato.gov.au. Search for the Goods and Services Tax Ruling GSTR 2000/34 in the legal database.
	Attributes
	Invoices
	Tax Invoices (Supplies less than $1000)
	Tax Invoices (Supplies more than $1000)

	Tax Invoice is stated
	
	X
	X

	Date of Issue
	X
	X
	X

	Name of Supplier
	X
	X
	X

	ABN of Supplier
	
	X
	X

	Name of Recipient
	X
	
	X

	Address or ABN of Goods or Services
	
	
	X

	Brief Description of Goods or Services
	
	X
	X

	Quantity of Goods and Services
	
	
	X

	GST Inclusive price
	X
	X
	X

	GST Portion
	
	X
	X




[bookmark: _Toc471220594]

[bookmark: _Toc11836470]6.2. Sales Transaction
[image: ]

6.2.1 Types of Sales Transactions
The three (3) types of Sales Transactions: Quote, Order and Invoice, which can be entered into AccountRight can be viewed through Enter Sales from the Sales command centre.
[image: ]
1. A Quote enables you to record estimates of your items or services. A quote does not impact stock levels. It can be converted into an order or invoice.

To enter a quote, select Quote from the top left a corner of the drop-down box from the Sales window. The window will appear orange. At default, the window will show INVOICE.
[image: ]

[image: ]

2. An Order is a record where no items or service have actually been completed or sold. If the order includes a deposit, then the transaction will appear in the Sales Journal. Item Orders will appear in the Analyse Inventory window, showing committed stock numbers.

To enter an order, select Order from the top left a corner of the drop-down box from the Sales window. The window will appear yellow.
[image: ]

3. An Invoice can be created before or after goods or services are delivered. Stock levels and accounts will be updated, including Debtors.
To enter an invoice, select Invoice from the top left corner of the drop-down box from the Sales window. The window will appear blue.
[image: ]


6.2.2 Sales Transaction Layouts
AccountRight provides some sales transaction layouts you can choose from.  The type of business you have is going to determine the sales layout you will use and whether or not a printed invoice is required.

There are five (5) types of sales layouts you can use: Service, Item, Professional, Time Billing, and Miscellaneous.  The three (3) most commonly used ones are:

Service
[image: ]

A service layout has a free form layout which allows you to type unique data in the Description field when you sell goods or services which are not part of your inventory.

Item
[image: ]

Use the item layout for the sale of goods or services in the item list e.g. inventory items or non-inventory items (labour charges).
Professional
[image: ]

This layout is similar to a service layout; except that some industries need to record the date when the service occurred, so a Date column before the Description field has been made available.



To change the layout of a Sales Transaction:
1. In the Sales window, click the Layout button at the bottom of the window.
[image: ]

The Select Layout window appears.
[image: ]

2. Select the type of layout you want and click OK.  The layout type is indicated on the title bar of the Sales window.
[image: ]


[bookmark: _Toc471220595][bookmark: _Toc11836471]6.3. Creating an Invoice
In this section, you will be creating an Item Invoice.

For this exercise, you will be entering the information provided throughout the steps that follow. Please note that it is important to enter information as per policies and procedures. For an accounting system that you are tracking inventory, the only transaction that would be entered in as service invoices would be the telephone, electricity and similar transactions. All transactions that involved inventory would be on Item invoices so that the appropriate adjustments are made to inventory items.

1. Go to the Sales command centre.
[image: ]

2. Click on Enter Sales.  The Sales window appears.

3. In the Customer field, click on the drop-down button to display the list of customer cards.
[image: ]

Select ‘Angels Bookkeeping’ and click the Use Customer button.
[image: ]

4. [image: ]Ensure that the invoice you are using is an Item invoice. To check, ensure that the Invoice window colour is blue. If you need to change the invoice layout, use the Layout button at the bottom of the page.


5. Click on the white arrow next to the Terms field, from the Sales window.
[image: ]

The Credit Terms window appears.
[image: ]



6. To change the customer’s terms, click on the drop-down arrow beside Payment is Due field and select In a Given # (number) of Days. Set the Balance Due Days to ‘7 days’ and remove any discounts that appear.
[image: ]

The terms will only change for this invoice. Click the OK button to close the Credit Terms window.

7. Tick the Tax Inclusive box [image: ] next to the Terms field.

8. In the Invoice # (number) field, the number ‘1505’ should be showing. This number will automatically be incremented by one when you create the next invoice.

9. In the Date field, enter the date of the transaction as the ‘05/01/2017’.
[image: ]

10. If your customer has given you a Purchase Order, enter it in the Customer PO # (number) [image: ] field.



11. In the Ship column, enter ‘5’ then press the Tab key. Hit the Tab key again as there is nothing to be placed in the Backorder column for this exercise.
[image: ]

12. In the Item Number field, press the Tab key twice to display the list of items to choose from. Choose ‘BB Udon’ and click Use Item.
[image: ]

By choosing the item, the Price, Total and Tax Coding appear on the columns.
[image: ]

This is where the time is taken to setup the Items will come into action. The account numbers that are affected by the transaction are setup in the Item numbers as well as the pricing and the default Tax Coding.

	Note: In a Service Invoice, Order or Quote, you always need to select the account the revenue is to be allocated, unlike the item transactions, as these are already linked in the setup phase of inventory.





13. In the Comment field, click on the drop-down button and select ‘Thank you!’ from the list displayed. Click Use Comment.
[image: ]

[image: ]


Your window will now look like the following: 

[image: ]

14. Click Record.

For invoices that are issued for Inventory Items, use an Item Invoice. In a perpetual inventory system, the Item Invoices will deduct the number of items from the Inventory Item or items that are entered on the Invoice.  

For the tasks that follow, you will enter the Invoice as an order and will change them to Invoices later in the exercise.


	Activity 4


		Customer:
Date:
Orders:
	Julie’s Event Management
06/01/2017
5 BB Udon
5 SS Noodles
5 SF Asian Noodles
1 C Combo Rice

	Customer:
Date:
Orders:
	Angel’s Bookkeeping
08/01/2017
2 SS Noodles
2 SF Asian Noodles
1 C Combo Rice


Enter the following Orders into the system.



Your windows will look similar to these:
	Julie’s Event Management

[image: ]


	Angel’s Bookkeeping

[image: ]

To change an Order to an Invoice:

You first need to find the Invoice from the Sales Register.
1. Click on Sales Register from the Sales command centre.
[image: ]

2. When the Sales Register window opens up, you will be able to see all of the Sales invoices that have been created in a given period.

For this exercise, the invoices you will be looking for are dated in January 2017.  You can change the date range by changing the Date From and Date To fields. In the exercise, you have created three (3) invoices which show in the register. 
[image: ]

The Status column at the right of the Sales Register window is telling you that you have one (1) Open invoice and two (2) Orders in the system for the date range chosen. Some tabs across the window allow you to narrow your search to specific invoice status. You can also modify your search from all customers to specific customers by clicking on the Search by a drop-down arrow.

[image: ]

3. To open the Order, click on the white arrow on the left side of the Date column corresponding to a specific Customer name. For this example, open the order for ‘Julie’s Event Management.'

[image: ]



4. At the bottom of the window is an Invoice button.
Hitting the Invoice button changes the Invoice window colour from yellow Order to blue Invoice. 

[image: ]

You can modify anything that needs to be modified from this window – in this case, change the date to ‘05/01/2017’. 

5. Record the transaction before you close the window.

6. A message will appear that tells you the invoice is predated. Click OK. 

7. Back in the Sales Register window, the Invoice now has the Status Open.
[image: ]

	Activity 5


	Convert the Order for Angel’s Bookkeeping to an Invoice.




[bookmark: _Toc471220596][bookmark: _Toc11836472]6.4. Adjusting Invoices
Adjustment notes are issued to reduce the balance of an individual customer account.

You can create an adjustment note to:


There are two steps to processing a credit note.
Step 1:	Creating the adjustment note
Step 2:	Applying the credit to the invoice

A refund is when a customer has paid for an item or service, and money paid is being returned.

If we look at Step 1 of the process, there are a couple of different ways that you can create an adjustment note.



To reverse the whole invoice:
1. Go to Preferences in the Setup menu.
[image: ]

2. Choose the Security tab and tick the box that reads: Transactions CAN’T be Changed; They Must be Reversed (System-wide). Hit OK.
[image: ]

For this exercise, choose ‘Angel’s Bookkeeping, Invoice # 1505’ from the Sales Register. The invoice to be reversed needs to be opened.

3. Click on the white arrow corresponding to the Customer invoice to be reversed.

4. Go to the Edit menu and choose Reverse Sale. 
[image: ]

The following message pops up:
[image: ]

The following screen will now appear: 
[image: ]


Note that in this exercise you won’t be recording the Reversal. But it is at this stage that you have to click Record Reversal to finalise the transaction. 

5. Click the Cancel button for this exercise. The following message appears:
[image: ]

Click Erase to disregard the process.

Whichever style of the invoice you are in, the process for reversal will be the same.  For an item invoice, it will return the stock so that it can be resold. If it is damaged, you need to do an inventory adjustment to record the stock write off. 

To process a credit for partial return:

1. Select Enter Sales from the Sales command centre.
[image: ]
For this example, choose a service invoice to process a credit for an overcharge. Choose ‘Julie’s Event Management’ as the customer. Make sure you change to a Service invoice.

2. From the Sales window, tab through to the Date field and enter ‘07/01/2017’.

3. Enter the Description: ‘Overcharge of $5.00 on 5 Satay Singapore noodles’.

4. Tab through to the Account number field and enter ‘4-1100’. Enter also the correct tax coding. For this example, it is GST.

5. The overcharge amount to be entered for this example is -$25.00. When completed, your credit will look like the following:
[image: ]

6. Hit Record.

It is worth noting that this is how you would record the writing off of bad debt. The only difference is that you would be choosing the bad debt account for the Account List to apply the transaction to. More information on bad debts can be found in Chapter 8: General Journal Entries.



To apply the adjustment:

1. Choose the Returns & Credits tab from the Sales Register window.

2. Highlight the credit that needs to be applied, in this case, applying the ‘Julie’s Event Management’ credit that you have just done.
[image: ]

3. Click on the Apply to Sale button at the bottom of the window. The Settle Returns & Credits will appear.

4. Select the Invoice where you will apply the adjustment invoice to. In this case, it is the invoice dated ‘05/01/17’ that was for ‘$516.50’.

Click on the Amount Applied field corresponding to ‘$516.50.’ The credit amount appears.
[image: ]

5. Hit Record.

6. If you go back to the original invoice in the Sales Register and open it up, you can see that there is now an amount of ‘$25’ applied to the invoice reducing the amount to ‘$491.50’.

The invoice will look like the following:
[image: ]




6.4. Customer Payments
Upon receiving money from customers, it needs to be applied against the open invoice(s). Money can be received from your customers in full or part payments. As with the Receive Money, you can group payments by selecting an option to post all your customer receipts to account 1-1180 Undeposited Funds.

At any time, MYOB can show what is owed to you by viewing Aged Receivables reports.

	WARNING: DO NOT use Receive Money in the Banking command centre to record money received from a debtor because it will not allocate the receipt to the individual debtor’s account.
This will cause your debtor balance to be out of balance.





6.4.1 Recording Customer Payments
Most businesses operate a cheque account. When a cheque account is opened, a deposit book and cheque book is issued. However, electronic transfer is now the most common way of making payments.

The Receive Payment function is used to apply for a customer’s payment against an open sales invoice. When receiving customer payments, you must deposit them into the Undeposited Funds account as this will provide one total for the amount being banked rather than all the individual amounts. It will make reconciliation of the bank statement faster and easier.

To record a customer payment:
1. From the Sales command centre, choose the Receive Payments button.
[image: ]

2. In the Receive Payments window, ensure that Group with Undeposited Funds option is marked.
[image: ]

3. In the Customer field, click on the drop-down button. Select ‘Julie’s Event Management’ from the list displayed, and click the Use Customer button.
This will bring up all of the outstanding Invoice so that you can process the payment.
[image: ]


4. In the Amount Received field, enter ‘$1500’.

5. In the Payment Method field, ensure Cash is displayed.

6. Tab through to the Date field and enter the date for this payment. For this example, it will be ‘07/01/2017’.

In this situation, you will be applying ‘$1200’ to the earliest invoice and the balance of ‘$300’ to current invoice. Click on the corresponding Amount Applied field, and the values will appear.

Your window should now look like the following:
[image: ]

7. Click Record, and you will return to the Receive Payment window.




	Activity 6


	Now pay the Invoice for ‘Angel’s Bookkeeping, Invoice # 1503’ for $300 on 06/01/2017 via Cheque.



Your screen should look like the following:
[image: ]


[bookmark: _Toc471220597]

[bookmark: _Toc11836473]6.5. Reports
The most common reports that you need to create the Sales command centre will be Invoices and Customer Statements.

6.5.1 Printing/Emailing Invoices
There are two (2) ways invoices can be printed or emailed.

From the Index to Reports window

1. [image: ]If you are sending them from the Index to Report window from the Sales command centre, there is a Print and Send to icons at the bottom of the window. Choose the appropriate icon on what you would do.

2. If you are going to use the Send to the icon, you need to make sure that you have completed the Card file for the customer including their email address.


By batching the Invoices from the Sales command centre

1. [image: ]If you are printing or emailing the Invoices as part of a batch, you need to choose the Print/Email Invoices option from the Sales command centre.

2. To use this feature, you need to make sure that all customers have email addresses setup on their cards. Make any necessary changes then hit the Print or Send Email buttons depending on the selections you have made.

6.5.2	Statements
To issue statements to customers, select Print/Email Statements from the Sales command centre.
[image: ]

The following window would appear for you to make the necessary changes to the page. Mark the statements that need to be sent and hit either Print or Send Email depending on the selections you made.
[image: ]

[image: ]

Remember that if you are sending statements to customers, you need to have the appropriate contact details completed on the Customer cards.




6.5.3 Sales Reports
There are four (4) reports which can display Receivables data aged over 30, 60, 90, and 90+ days:

[image: ]

1. Aged receivables Summary
2. Aged Receivables Detail
3. Reconciliation Summary - Receivables
4. Reconciliation Detail – Receivables



To display Receivables reports:

1. Click the Reports button from the Sales command centre and select Sales. 
[image: ]

2. The Sales tab will appear with a list of reports. Double-click Reconciliation Summary to view the Report Customisation window.
[image: ]

[image: ]

3. Enter the Ageing Date of the report you want to view. For this exercise, enter ‘31/01/17’. 


4. Click Display to view the data. Your report will look like the following:
[image: ]

	Note: The difference between the Aged Receivables reports and the Aged Receivables Reconciliation reports is that the Reconciliation shows whether the Accounts Receivable Subsidiary Ledger balances with the Control account in the General Ledger.





6.5.4 Other Sales Reports
MYOB offers you the option of choosing some different sales-based reports from the Reports button appearing at the bottom of the page. Below is a list of sales reports that you can access:
[image: ]


Be aware that some of the reports can only be accessed if you have setup the file to use the information needed to produce the reports. An ideal example of its limitations is the Item Reports for sales. If you aren’t using Item invoices, you won’t be able to access these reports because the file will have nothing to draw the reports from.

Scroll through the list to access more sales reports from the Index to Reports window.

Use the Customise button to customise the report you need. You may even add and remove fields as needed in your reports.

You can also print or export the reports as needed.

All reports should be prepared in line with your businesses’ policies and procedures.


[bookmark: _Toc11836474]Chapter 7. Purchases Command Centre
[bookmark: _Toc471220599][bookmark: _Toc11836475]7.1. Overview
You learn that there are some types of transactions in the Sales command centre. In Purchases, there are four (4) types of purchase transactions which you can create in the MYOB software. These are Quotes, Orders, Receive Items and Invoice.  Similar to Sales, you need to understand the government rules on GST and Invoice. Information can be found in this Learner Guide in the Overview section of the Sales module.

[bookmark: _Toc471220600][bookmark: _Toc11836476]7.2. Purchases Transaction
[image: ]



7.2.1. Types of Purchases Transactions
[image: ]The four (4) types of Purchases Transactions that can be entered into MYOB are Quotes, Orders, Receive Items and Bills. They can be viewed through Enter Purchases from the Purchases command centre.

1. Quotes are estimates that you receive from a supplier. A quote has no impact on your inventory levels and can be changed into an order or a bill when you are ready to buy.

To enter a quote, select Quote from the top left-hand corner from the drop-down box from the Purchases window. The window will appear orange. At default, the window will show BILL.

[image: ]

[image: ]

2. An Order is where items have been ordered from suppliers. These are saved and are not recorded as financial transactions until the goods are received. These can be changed to receive items or a bill as required.

To enter an order, select Order from the top left-hand corner from the drop-down box from the Purchases window. The window will appear yellow.
[image: ]

3. A Receive Items invoice is used when orders are received, but the paperwork is still coming. It is necessary to use this invoice when items have been received without an invoice, and the stock needs to be invoiced to a customer.

To enter received items, select Receive Items from the top left-hand corner from the drop-down box from the Purchases window. The window will appear green.  

[image: ]

	Note: This option is only available for item invoices.





4. Bills are results of actual purchases. These are recorded with the details of the purchase from the supplies invoice after the service or goods have been received.

To produce a bill, select Bill from the top left-hand corner from the drop-down box from the Purchases window. The window will appear blue. It can also be created from any of the other invoices that can be produced. 

[image: ]



7.2.2 Purchase Layouts
Similar to Sales transactions, there are three (3) commonly used purchases transaction layouts which will be determined by the type of business you have. These include Service, Item, and Professional.

Service
[image: ]

A service layout has a free-form layout, so information is entered in the Description field as to what the goods or services are being purchased.

Item
[image: ]

Use the item layout when purchasing goods or services in the items list, e.g. inventory or non-inventory items (labour charges). If the business is tracking Inventory, this is the invoice type that they would use. That means that as goods are purchased, they are added to the inventory total.

Professional
[image: ]

This layout is similar to a service layout; except that some industries need to record the date when the service will occur, so a Date column before the Description field has been made available.


[bookmark: _Toc471220601][bookmark: _Toc11836477]7.3. Creating an Invoice
In this section, you will be creating an Item Invoice. 

1. Go to the Purchases command centre.
[image: ]

2. Click on Enter Purchases. The Purchases window appears.

3. In the Supplier field, click on the drop-down button to display the list of customer cards. Select ‘Asian Sauces’ and click the Use Supplier button.
[image: ]

4. [image: ]Ensure the bill that you are using is an Item bill. To check, ensure that the Bill window colour is blue.  If you need to change the bill layout, use the Layout button at the bottom of the window.



5. Check the Supplier Terms. In this example, use ‘Net 30th after EOM’. This can be changed by clicking on the white arrow next to the Terms field, from the Purchases window. 
[image: ]

6. Tick the Tax Inclusive box [image: ] next to the Terms field.

7. The Purchase # (number) will automatically be incremented by one when you create the next invoice. 
[image: ]

8. In the Date field, enter the date of the transaction as ‘05/01/2017’.
[image: ]

9. As per ATO Regulation, a supplier must provide an appropriate Invoice number. This invoice number must be entered into the Supplier Invoice # field. For this example, enter ‘1256’.
[image: ]

10. In the Bill column, enter ‘25’ then press the Tab key. Enter ‘25’ in the Received column as well.
[image: ]

11. In the Item Number field, press the Tab key twice to display the list of items to choose from. Choose ‘SF Asian Noodles’ and click Use Item. By choosing the item, the Price, Total and Tax Coding appear on the columns.
[image: ]

This is where the time is taken to setup the Items will come into action. The account numbers that are affected by the transaction are setup in the Item numbers as well as the pricing and the default Tax Coding.

	Note: In a Purchase Invoice, Order or Quote, you always need to select the account the revenue is to be allocated, unlike the item transactions, as these are already linked in the setup phase of inventory.


Your window will now look like the following:

[image: ]


12. Click Record.

The process to create an order or a quote is the same as if you were creating a bill –the only difference is the choice you make as to the type of transaction which then dictates the colour of the invoice you are working on.

This is only an example. If you had chosen to create the bill for ‘Asian Sauces’ as an Order, the order would look like the following:

[image: ]



To change an Order to a Bill:

You first need to find the Invoice from the Purchases Register.

1. Click on the Purchases Register from the Purchases command centre.
[image: ]

2. When the Purchases Register window opens up, it will look similar to the Sales Register except that you now have a list of Supplier invoices, orders, and quotes.  This register has the same features as the Sales Register, and the dates can also be customised.

For this exercise, you have one invoice showing in the register for the date range shown (enter 01/01/17 to 31/01/17). Status column is once again showing at the right end side of the window. Tabs across the top of the window can be used to search for specific suppliers. 
[image: ]

You can also modify your search from all suppliers to a specific supplier by clicking on the Search by a drop-down arrow.
[image: ]


3. To open the order, click on the white arrow on the left side of the Date column, before the Supplier name.
[image: ]

4. At the bottom of the Purchases – Edit Item window, you will see the Bill button.
[image: ]

Hitting on the Bill button changes the window colour from yellow Order to a blue Bill window.
[image: ]


5. Click Record.

Back in the Purchases Register, the bill now has the status of Open.
[image: ]

	Activity 5


		Customer:
Date:
Orders:
	Pete’s Noodles
07/01/2017
20 BB Udon
20 SS Noodles
10 C Combo Rice


Enter the following invoices into the system.




When you are done, it should look like the following:
[image: ]

	Note: When purchase transactions have been entered into MYOB, it is necessary that the original documents are batched together and filed for possible future reference.
It is also an ATO requirement that records are maintained for 5 years.  More information about record keeping can be found on the ATO’s website.




[bookmark: _Toc471220602][bookmark: _Toc11836478]7.4. Supplier Payments
[image: Payment, Black, White]Payments that are made to suppliers need to be applied against the open bills.  Money can be paid to Suppliers in full or partial payments. Just as you can batch customer receipts when using the deposit features in MYOB, you can also batch the payment of the bills. Batching the bill payments is done by using the electronic clearing account. This also gives you the ability to make multiple payments from your bank account by creating and uploading an ABA file to your bank account.

Records of remittances that are sent to suppliers and electronic bank transfers and cheque butt all form part of the record-keeping requirement of the business.




7.4.1 Recording Supplier Payments 
You can make payments through the following: 
1. using the Pay Bills or Purchases Register window in MYOB and paying straight from your bank account; or 
2. by grouping your payments to pay your suppliers electronically.

When you make supplier payments these can be:


There are two methods to pay bills in MYOB:
1. Through [image: ]
2. Through [image: ]



To make a supplier payment from the Pay Bills window:

1. Select Pay Bills from the Purchases command centre. The Pay Bills window appears.
[image: ]
2. In the Pay from Account field, ensure that the correct bank account is chosen. Here, you could choose a Credit Card or different bank account, or choose to group the payments with electronic payments. For this exercise, you will pay directly from the Bank account.
[image: ]
3. Click the drop-down arrow in the Supplier field and select the appropriate Supplier account.

For this exercise, choose Pete’s Noodles then click the Use Supplier button.
[image: ]

4. Enter also the Date as the ‘06/01/2017’.
	Note: Default entries are displayed in the Cheque number and Date Fields.  These can be changed as needed.  The cheque number shown will automatically be incremented by one when you create the next payment. Therefore, you should be using the appropriate Payment identifiers.  
The Payment Identifiers have been discussed about the Spend money transactions earlier in the Learner Guide.



5. In the amount field, enter ‘$1,000.00’ as the amount you will pay.
[image: ]

6. Amounts owed to the supplier are displayed in the scrolling list in the Middle of the window. Find the invoice dated 15/12/2016. Mark it for part payment of ‘$1,000.00’ by clicking on the Amount Applied column.
[image: ]


7. Make sure that your transaction is balanced and that nothing shows in the Finance Charge field.  
[image: ]

8. Click Record to record the payment. Click Cancel to return to the Purchases command centre.

[bookmark: _Toc471220603][bookmark: _Toc11836479]7.5. Reports
The most common reports that you need to create in the Purchases command centre will be the Order and Supplier Remittances.

7.5.1 Printing/Emailing Orders
There are two (2) ways orders can be printed or emailed.

From the Index to Reports window

1. [image: ]If you are sending them from the Index to Reports window from the Purchases command centre, there is a Print and Send to icons at the bottom of the window. Choose the appropriate icon on what you would do.

2. If you are going to use the Send to icon, you need to make sure that you have completed the Card file for the supplier including their email address.

By batching the Orders from the Purchases command centre

1. [image: ]If you are printing or emailing the Orders as part of a batch, you need to choose the Print/Email Purchase Orders option from the Purchases command centre.

2. To use this feature, you need to make sure that all suppliers have email addresses setup on their cards. Make any necessary changes then hit the Print or Send Email buttons depending on the selections you have made.


7.5.2 Remittances
To issue Remittances to suppliers, select Print/Email Remittance Advice from the Purchases command centre.
[image: ]

The following window would appear:
[image: ]

Make the necessary changes to the window, mark the remittances that needed to be sent and hit the Print or Email depending on the selections you have made.


7.5.3 Other Purchase Reports
MYOB offers you the option of choosing some different purchase-based reports from the Reports button appearing at the bottom of the page.  Below is a list of purchases reports that you can access.
[image: ]

Be aware that some of the reports can only be accessed if you have setup the file up to use the information needed to produce the reports. An ideal example of its limitations is the Item Reports for purchases. If you aren’t using Item invoices, you won’t be able to access these reports because the file will have nothing to draw the reports from.

Scroll through the list to access more purchases reports from the Index to Reports window.

Use the Customise button to customise the report you need. You may even add and remove fields as needed in your reports.

You can also print or export the reports as needed.

All reports should be prepared in line with your businesses’ policies and procedures.


7.5.3 Accessing the Accounts Payable Reports
There are four (4) reports which can display Payables data aged over 30, 60, 90, and 90+ days.
[image: ]

1. Aged Payables Summary
2. Aged Payables Detail
3. Reconciliation Summary – Payables
4. Reconciliation Detail – Payables

To access Accounts Payable reports:
1. Click the Reports button from the Purchases command centre and select Purchases.
[image: ]

2. The Purchases tab will appear with a list of reports. Double-click Ageing Summary to view the Report Customisation window.
[image: ]

3. Enter the Ageing Date of the report you want to view. For this exercise, enter ‘10/01/2017’.
[image: ]

4. Click Display to view the data. Your report will look like the following:
[image: ]

	Note: The difference between the Aged Payables reports and the Reconciliation reports is that the Reconciliation shows whether the Accounts Payable Subsidiary Ledger balances with the Control account in the General Ledger.




You can also print or export the reports as needed. Reports should be prepared in line with your businesses’ policies and procedures.


[bookmark: _Toc11836480]Chapter 8. General Journal Entries
[bookmark: _Toc471220605][bookmark: _Toc11836481]8.1. Overview
A General Journal Entry is a transaction that can be used to reallocate funds from one account to another account. This type of transaction means that no money has gone in or out of the bank account: it has just been moved from one account to another.

It can also be used for balance day adjustments and cover things such as:
1. Creation of provisions for doubtful debts and annual leaves
2. Depreciation of Assets
3. Opening and closing inventories

The account will often request that End Of Financial Year adjustments are processed through the MYOB file once the business’s taxes have been completed.


[bookmark: _Toc471220606][bookmark: _Toc11836482]8.2. Entering a General Journal Entry
For this exercise, you will transfer an amount of ‘$100’ from 6-2150 Other Operating Expenses to 6-2180 Printing.

1. Go to the Accounts command centre and select Record Journal Entry.
[image: ]

The Record Journal Entry window will appear.


2. In the Date field, enter ‘10/01/17’.
[image: ]

3. In the Memo field, type in ‘Reallocation of Other Operating Expenses to Printing.'
[image: ]

At this point in the process, you need to understand the Basic Principle of Double-Entry Bookkeeping and the nature of accounts, and how the nature of accounts is applied to transactions. In the transaction you are about to do, both of the accounts that are affected are expense accounts and have a debit nature. 

To comply with double-entry bookkeeping principles, one of those accounts has to be credited, and the other one must be debited. The account you are decreasing is going to be in the credit column the one that is increasing needs to go into the debit column.

4. In the Account Number field, enter 6-3200 Research or select it from the drop-down arrow list. Press Tab to move to the Debit column, and type the amount ‘$50.00’. Press Tab to move to the Tax Code field and select GST.

5. Move to the Account Number field on the next line.

Enter 6-3100 Advertising or select it from the drop-down arrow list. Press Tab to move to the Credit column, and type the amount ‘$50.00’. Press Tab to move to the Tax Code field and select GST.
[image: ]

6. Ensure that your transaction is balanced then click Record. Click Cancel to return to the Accounts command centre.


[bookmark: _Toc471220607][bookmark: _Toc11836483]8.3. Bad and Doubtful Debts
A bad debt is defined as a debt that cannot be recovered.
A doubtful debt is a debt which a business or individual is unlikely to be able to collect. A doubtful debt may at some point in the future become a Bad Debt.

There is a five-step process before a debt can be considered a bad debt:
1. Contact with a friendly payment reminder – Once the payment is an overdue phone, email, or mail the customer with a courtesy reminder.

2. Contact with an overdue payment reminder – If the payment remains outstanding and the customer has missed the next agreed payment date, or there has been no contact, phone the customer or send another email or letter reminder of the money owing and request payment.

3. Contact your customer with a final notice – When the customer has not paid as per the terms of payment and has missed any extended payment dates call again or email them to discuss the outstanding invoice and request payment.

4. Try to make direct contact with your customer – If there is still no payment or response, consider visiting the customer in person (or phoning them if the previous contact has been via email to ask for payment). This sometimes helps create a personal relationship with the customer that could be useful for future payments.

5. Send a formal letter of demand – if all attempts to contact them have failed, consider sending a letter of demand. This should be only done as a last resort, as it can damage your relationship with the customer.
[image: https://static.pexels.com/photos/3063/person-woman-smartphone-calling.jpg]
If at the end of the process payment still hasn’t been received, then the business needs to decide if the debt is worth pursuing further, or if it should be considered a Bad Debt and written off, or considered using a debt collection agency to collect the outstanding money from the customer.  

[image: C:\Users\learner_2\Downloads\iStock_000014093412XSmall.jpg]
	More information about debt collection processes can be found at www.accc.gov.au?consumers/debt-debt-collection


 




Writing off bad debts should be part of your end of financial year process along with the creation of any provision for bad debt.

To create a provision for a Bad Debt:

As with your previous transaction, the entry must comply with the double-entry bookkeeping principle. In this case, you will increase the bad debt expense account and decrease the asset account provision for doubtful debts. The figure that you will use is ‘$2,000’. This figure would be given to you by the management or would be worked out as a percentage of the account receivable amount.

To enter this transaction, you need to create the accounts in the General Ledger.
	6-1950 Bad Debts is an Expense account
	Expense Account Debit

	2-1650 Provision for bad Debts
	Liability/Special Asset Account Credit



This is a provision, and as such, it is outside the scope of GST. The transaction would look like the following.
[image: ]



For some Adjustments, you do need to create documents which are external to the Accounting software so that you can work out the figure that needs to be entered into the Accounting system, and so that you can reconcile the journal entries back against the accounts. For example, when working with asset registers and depreciation, the Asset Register should reconcile back to the Balance showing in the Accumulated Depreciation account for the asset.

The Asset Register records the asset and key information that is going to be used over the life time of asset. The information includes but is not limited to the purchase price which includes any costs associated with getting it into working order such as installation costs and sales tax; the date at which the asset was purchased, and/or the date it became fully functional. The estimated life of the asset as per the ATO estimates which are available on the ATO website or your own estimate, if you are varying the useful life. Normally a business would vary the useful life of an asset because it is going to be used differently. For example, a laptop computer that is predominately used in an office environment should have a longer life that a laptop that is carried and used extensively outside on a mining site. The depreciation method being used is Straight Line, diminishing the value or units of use the calculated depreciation percentage per year if there is likely to be any residual value when the asset is disposed of.



8.3.1 Straight Line Depreciation 
Straight-line depreciation is the most appropriate method of depreciation to use when the expected economic benefits from an asset are expected to be realised evenly over the Life of the Asset.

The Equation used to work out the depreciation is: 
Depreciation = (cost – residual value) x rate of depreciation

To work out the Rate of depreciation:
Rate of Depreciation = 1/useful life of asset x 100%
1. For example, if the estimated life of the asset is 5 years, the depreciation rate is going to be 20%:
1/5 X 100% = 20% per year

2. If a desk is purchased for $5,000 excluding GST and the estimated the life is 5 years, you can now work out the depreciation per year.
Depreciation = ($5,000 - 0) x 20%
= $1,000

	Note: The zero in the equation is because there is no residual value expected at the end of the 5 years.  GST can’t be depreciated.



If you purchased the asset on the 31st of December, the amount that could be depreciated would only be a proportion of the depreciation that relates to the period you owned the asset for. To work out the amount for a part year, calculate the number of days you owned the asset for less the purchase date.

	January
	31

	February
	28

	March
	31

	April
	30

	May
	31

	June
	30

	Total
	181 days



There are also online calculators that can be used to make this calculation.

To work out the part year percentage, take the calculated days that you owned the asset and divide it by the number of days in the year (365).
% = 181/365
= 49.58%

Round off this figure to the closest full percentage rate, i.e. 50%.

To work out the depreciation amount for the part year, the equation now becomes:
Depreciation = (cost – residual value) x Rate of depreciation x days owned Percentage
= ($5,000 – 0) x 20% x 50%
=$500.00


Now, record the Purchase of the Asset on the 31 Dec 20XX in the Asset Register Card and then the depreciation for the following 2 full years.

Purchased from ABSOE Office Furniture, New
	Asset Register Card :

	Asset No
	 
	Purchase date
	 31/12/20xx

	Class/Category
	 Desk
	Purchased from
	ABSOE Office Furniture

	Depreciation Cost
	 5,000
	New/second-hand
	 New

	Location
	 
	Effective Life
	 5

	Serial Number
	 
	Depreciation Method
	 Straight line

	Date
	Details
	Cost
	Depreciation
	Accumulated Depreciation
	Written-down Value

	
	
	Total 
	GST
	
	
	

	 31/12/xx
	Purchase
	5000
	500
	 
	 
	5000.00

	 30/06/x1
	 
	 
	 
	500.00
	500.00
	4500.00

	 30/06/x2
	 
	 
	 
	1000.00
	1500.00
	3500.00

	 30/06/x3
	 
	 
	 
	1000.00
	2500.00
	2500.00

	 
	 
	 
	 
	 
	 
	 

	Disposal Date
	 
	Disposal Price
	 

	Authorised by
	 
	Gain/Loss on Disposal
	 

	Details of Repairs and Maintenance

	Date
	Repairer
	Cost
	Remarks

	 
	 
	 
	 





The recorded Journal entry in MYOB would look like the following:
[image: ]

The asset register becomes the document where the Accumulated depreciation can be reconciled back to at the end of the financial year. You can also use this to verify the Accumulated Depreciation and Assets Accounts values against if you are setting up a new file that includes Assets and Accumulated depreciation from a previous Accounting system.


[bookmark: _Toc11836484]Consolidated Exercises
These consolidated exercises require you to complete the following tasks using MYOB as the accounting software.
S Bottington Furniture Pty Ltd has asked you to setup a new file in MYOB and has provided you with the following information.
	Business:
Address:
Orders:

Ph:
ABN:
Financial Year:
Conversion month:
No. of Accounting Period:
Industry Classification:
Type of Business:
	S Bottington Furniture Pty Ltd
06/01/2017
55 Merivale St
South Brisbane Qld 4101
1300 562 852
22 159 263 487
2017
June
13
Retail
Bookstore



The organisation maintains inventory using the Perpetual Inventory System.

Review the accounts list and make the following changes:
	Change the following accounts

	Asset
	1-1110 Bank BOQ

	Cost of Goods Sold
	5-1000 Furniture Purchases

	Miscellaneous Income
	4-8000 Interest Income





	Delete the following accounts

	Asset
	1-2500 Office Equipment

	Asset
	1-2510 Office Equip at Cost

	Asset
	1-2520 Office Equip Accum Dep

	Liabilities
	2-1110 Bankcard

	Liabilities
	2-1120 Diners Club

	Liabilities
	2-1130 Mastercard



Modify the TAX codes for all accounts.
Hint: You may need to create a new Tax Code.

Modify the Bank BOQ account to include the following banking information:
	BSB
	124 000

	Account No.
	1245678

	Account Name
	S Bottington Pty Ltd

	Trading Name
	S Bottington

	Bank Code
	BOQ

	Direct Entry User ID
	12345



	Print a copy of the Accounts list summary; customise the report to include tax codes.  Label the printout: Printout 1 – Accounts List Summary.




Review the Linked Accounts and the Preferences and make any necessary changes based on the following information:

1. Sales Credit terms are 14 days.
2. All payments received will be allocated to the ‘Undeposited Funds’ automatically.
3. Supplier Payments are made against the Supplier Invoices.
4. Customer Payments are made against the Customer Invoices.
5. Warn of duplicate Cheques, Sales Invoice, and Supplier Invoice.

The following trial balance has been provided as at the 01/06/2017:

	Trial Balance for S Bottington Pty Ltd


	
	Debit
	Credit

	Bank BOQ
	$    9,700.00
	

	Accounts Receivable
	$        500.00
	

	Inventories
	$  12,450.00
	

	Furniture
	$    5,000.00
	

	Accumulated Depreciation
	
	$        500.00

	Motor Vehicle
	$  30,000.00
	

	Accumulated Depreciation
	
	$    15,000.00

	Accounts Payable
	
	$        250.00

	Bank Loan
	
	$    5,000.00

	Capital
	
	$  36,900.00

	
	$  57,650.00
	$  57,650.00

	
	
	



	Print a copy of the Trial Balance.  Label the printout: Printout 2 – Trial Balance





The following information has been supplied for the Outstanding Accounts Receivable. Create the appropriate Card Files and enter the opening balances.
	C Boudary
15 Annerley Road
Annerley Qld 4103
Invoice no 256
Dated the 31/05/2017
Amount of $200.00
	L Michele
35 Boundary Road
West End Qld 4101
Invoice No 245
Dated the 29/05/2017
Amount of $300



	Print a copy of the Accounts Receivable Reconciliation Detail.  Label the printout: Printout 3 – Accounts Receivable Reconciliation Detail
Hint: The Out of Balance Amount on the bottom of this report must show $0.00



The following information has been supplied for the Outstanding Accounts Payable. Create the appropriate Card Files and enter the opening balances.

	Omen Furniture
100 Oxley Road
Oxley Qld 4075
ABN 46 569 582 152
Banking Details
BSB 655 365 A/c No 7482456
Terms 20 days from the EOM
Invoice no 1001
Dated the 31/05/2017
Amount of $250.00





	Print a copy of the Accounts Payable Reconciliation Detail.  Label the printout: Printout 4 – Accounts Payable Reconciliation Detail
Hint: The Out of Balance Amount on the bottom of this report must show $0.00.



	Print a copy of the Card List Detail.  Label the printout: Printout 5 – Card List Detail

Modify the Report so that the contact details, payment terms, and banking details appear.
Hint: You need to remove some of the options in the Report Fields Tab.



The following information has been provided for the Inventory as of 01/06/2017.

Create the Inventory Item needed ensuring that the Items can be tracked using the Perpetual Inventory Method, then enter the opening balances.

	
	
	Cost (Excluding GST)
	Sell (Excluding GST)
	Quantity on hand

	RDT 6
	6 seater Round Dining Table
	$            500.00
	$       800.00
	2

	RDT 4
	4 Seater Round Dining Table
	$            300.00
	$       500.00
	2

	SDT 4
	4 Seater Square Dining Table
	$            400.00
	$       750.00
	2

	SDT 8
	8 seater Square Dining Table
	$            900.00
	$   1,500.00
	2

	BWDchair
	Basic Wooden Dining chair
	$              60.00
	$         80.00
	12

	LPDchair
	Luxury Padded Dining Chair
	$              85.00
	$       120.00
	12

	8RLounge
	8 Seater Reclining Lounge
	$        2,500.00
	$   3,800.00
	2

	Rlounge
	Single Seater Reclining Lounge
	$            755.00
	$   1,050.00
	2





	Print a copy of the Inventory Value Reconciliation.  Label the printout: Printout 6 – Inventory Value Reconciliation.
Hint: The Out of Balance amount at the bottom of the report needs to be $0.00 when this process has been completed.



Enter the following transactions into the system making the necessary adjustment to the Card file as you go.
	June 1
	Sold to C Boudary
1. 1 - round 6 seater dining table
1. 6 - basic seats
Paid Rent to RJ Property for $1650 inc GST on cheque 504

	June 2
	Cash Sale of 1 single seater reclining Lounge paid by cash at the point of sale.

	June 6
	Purchased the following from Furniture Importers
55 Westminster Street Darra 4075
BSB: 562 528
Account number: 1596256
Supplier Invoice no: 1568
1. 6 - Basic wooden chairs @ 77.00 each inc Tax
1. 1  -8 seater square Dining table @ 1100.00 each including Tax
1. 2 - Single Seater Recliner Lounges @ 830.50 each including tax

	June 8
	Return 1 single recliner lounge to Furniture Importers that was damaged on arrival



Hint: Remember to apply the credit to the original invoice received from the Supplier.

	June 12
	All outstanding money was paid by C Boudary by Cheque
Bank everything that has been received to this point



	Print a copy of the deposit Slip. Label it: Printout 7 – Deposit slip



	June 15
	Sold to P Knottingham on account the following items.  Create your own details for the customer address.
1. 1 - 8 Seater Reclining Lounge
1. 1 - 8 Seated Dining table
1. 8 – Luxury Padded dining chair

	June 18
	Purchased from Omen Furniture 12 Luxury Padded dining chairs

	June 20
	Payments are made via electronic fund transfer to Omen Furniture for $250 and Furniture Importers for $2392.50



Hint: Remember to mark the group with Electronic Payments when processing the payments.  Then go to the Prepare electronic Payments on the Purchases command centre. Mark the payments that need to be processed and click on the Bank File at the bottom of the Screen.  Save the ABA that has been created.

	Print a copy of the Electronic Payment Register. Label it Printout 8 – Electronic Payment register.
Hint: The report can be found on the Banking tab in the reports.



	June 21
	Advertising expense of $550 including GST was paid to Marketing Media via cheque 505

	June 23
	Cash sale of the following items payment was received at the point of sale:
1. 1 – 6 seater Round dining table
1. 6 – Luxury Padded dining chairs
1. 2 – Single Seater Reclining Lounges

	June 25
	Cash sale of the following items payment was received at the point of sale:
1. 1 – 8 Seated Square dining table
1. 8 – Basic wooden chairs

	June 26
	Prepare the Bank Deposit



	Print a copy of the deposit Slip. Label it: Printout 9 – Deposit slip



June 30 - Calculate the depreciation of the Furniture and the Motor Vehicle using the following asset register cards.  Record the Depreciation of the Furniture and the motor vehicle into the MYOB file.

	Asset Register Card :

	Asset No
	
	Purchase date
	31/12/2015

	Class/Category
	Desk
	Purchased from
	Absoe Office Furniture

	Depreciation Cost
	5,000
	New/second-hand
	New

	Location
	
	Effective Life
	5

	Serial Number
	
	Depreciation Method
	Straight line

	Date
	Details
	Cost
	Depreciation
	Accumulated Depreciation
	Written-down Value

	
	
	Total
	GST
	
	
	

	31/12/15
	Purchase
	5000
	500
	
	
	5000.00

	30/06/16
	
	
	
	500.00
	500.00
	4500.00

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Disposal Date
	
	Disposal Price
	

	Authorised by
	
	Gain/Loss on Disposal
	

	Details of Repairs and Maintenance

	Date
	Repairer
	Cost
	Remarks

	
	
	
	



	Asset Register Card :

	Asset No
	
	Purchase date
	31/12/2013

	Class/Category
	Motor Vehicle
	Purchased from
	Ipswich Mazda

	Depreciation Cost
	30,000
	New/second-hand
	New

	Location
	
	Effective Life
	5

	Serial Number
	
	Depreciation Method
	Straight line

	Date
	Details
	Cost
	Depreciation
	Accumulated Depreciation
	Written-down Value

	
	
	Total
	GST
	
	
	

	31/12/13
	Purchase
	30,000.00
	3,000.00
	
	
	30,000.00

	30/06/14
	
	
	
	3,000.00
	3,000.00
	27,000.00

	30/06/15
	
	
	
	6,000.00
	9,000.00
	21,000.00

	30/06/16
	
	
	
	6,000.00
	15,000.00
	15,000.00

	
	
	
	
	
	
	

	Disposal Date
	
	Disposal Price
	

	Authorised by
	
	Gain/Loss on Disposal
	

	Details of Repairs and Maintenance

	Date
	Repairer
	Cost
	Remarks

	
	
	
	





The following Bank Statement has been received. Reconcile the Bank Statement to the MYOB file.

	Bank of Queensland
	Statement for the month ending 30/06/2017

	
	
	Account Balance Summary

	S Bottington Pty Ltd
	Opening Balance
	9,700.00

	55 Merivale St
	Total Debits
	4,851.00

	South Brisbane Qld 4101
	Total Credits
	8,796.00

	Transaction Details:
	Closing Balance
	13,645.00

	Date
	Particulars
	Debits
	Credits
	Balance

	01-Jun
	Balance Bought Forward
	
	
	$           9,700.00

	01-Jun
	Cheque no 504
	$           1,650.00
	
	$           8,050.00

	12-Jun
	Deposit
	
	$           2,658.00
	$         10,708.00

	20-Jun
	Electronic Payment
	$           2,642.50
	
	$           8,065.50

	21-Jun
	Marketing Media
	$               550.00
	
	$           7,515.50

	26-Jun
	Bank Deposit
	
	$           6,126.00
	$         13,641.50

	30-Jun
	Bank Fees
	$                   8.50
	
	$         13,633.00

	30-Jun
	Interest
	
	$                 12.00
	$         13,645.00

	
	Balance Carried Forward
	
	
	



	Print a copy of the Bank reconciliation. Label it Printout 10 – Bank Reconciliation



	Print a copy of the following reports:

	All Journal Report
	Label it Printout 11 – All Journal

	Inventory Value Reconciliation
	Label it Printout 12 – Inventory Value Reconciliation

	Aged Receivables Reconciliation Summary
	Label it Printout 13 – Aged Receivables Reconciliation Summary

	Aged Payables Reconciliation Detail
	Label it Printout 14 – Aged Payables Reconciliation Detail

	GST Detail -Accrual
	Label it Printout 15 – GST Detail Accrual

	GST Summary –Accrual
	Label it Printout 16 – GST Summary Accrual

	Profit and Loss
	Label it Printout 17 – Profit and Loss

	Balance Sheet
	Label it Printout 18 – Balance Sheet



Backup the File.

Roll over the file to the next Financial Year.

Take a screenshot of the Company Information.

If you have chosen to save everything to your computer, you should now have a folder that looks something similar to the following:
[image: ]



[bookmark: _Toc11836485]Answers to Consolidated Exercises
Printout 1 – Accounts List Summary
[image: ]
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Printout 2 – Trial Balance
[image: ]


Printout 3 - Account Receivable Reconciliation Detail
[image: ]


Printout 4 - Account Payables Reconciliation Detail
[image: ]



Printout 5 - Account Receivable Reconciliation Detail
[image: ]
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Printout 6 – Inventory Value Reconciliation
[image: ]


Printout 7 – Deposit slip
[image: ]

Printout 8 – Electronic Payment Register
[image: ]


Printout 9 – Deposit slip
[image: ]

Asset register cards for the depreciation calculations
	Asset Register Card :

	Asset No
	
	Purchase date
	31/12/2015

	Class/Category
	Desk
	Purchased from
	Absoe Office Furniture

	Depreciation Cost
	5,000
	New/second-hand
	New

	Location
	
	Effective Life
	5

	Serial Number
	
	Depreciation Method
	Straight line

	Date
	Details
	Cost
	Depreciation
	Accumulated Depreciation
	Written-down Value

	
	
	Total
	GST
	
	
	

	31/12/15
	Purchase
	5000
	500
	
	
	5000.00

	30/06/16
	
	
	
	500.00
	500.00
	4500.00

	30/06/17
	
	
	
	1000.00
	1500.00
	3500.00

	
	
	
	
	
	
	

	Disposal Date
	
	Disposal Price
	

	Authorised by
	
	Gain/Loss on Disposal
	

	Details of Repairs and Maintenance

	Date
	Repairer
	Cost
	Remarks

	
	
	
	





	Asset Register Card :

	Asset No
	
	Purchase date
	31/12/2013

	Class/Category
	Motor Vehicle
	Purchased from
	Ipswich Mazda

	Depreciation Cost
	30,000
	New/second-hand
	New

	Location
	
	Effective Life
	5

	Serial Number
	
	Depreciation Method
	Straight line

	Date
	Details
	Cost
	Depreciation
	Accumulated Depreciation
	Written-down Value

	
	
	Total
	GST
	
	
	

	31/12/13
	Purchase
	30,000.00
	3,000.00
	
	
	30,000.00

	30/06/14
	
	
	
	3,000.00
	3,000.00
	27,000.00

	30/06/15
	
	
	
	6,000.00
	9,000.00
	21,000.00

	30/06/16
	
	
	
	6,000.00
	15,000.00
	15,000.00

	30/06/17
	
	
	
	6,000.00
	21,000.00
	9,000.00

	Disposal Date
	
	Disposal Price
	

	Authorised by
	
	Gain/Loss on Disposal
	

	Details of Repairs and Maintenance

	Date
	Repairer
	Cost
	Remarks

	
	
	
	





Printout 10 – Bank Reconciliation
[image: ]



Printout 11 – All Journal
[image: ]

[image: ]
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Printout 12 – Inventory Value Reconciliation
[image: ]



Printout 13 – Aged Receivables Reconciliation Summary
[image: ]

Printout 14 – Aged Payables Reconciliation Detail
[image: ]


Printout 15 – GST Detail Accrual
[image: ]


Printout 16 – GST Summary Accrual
[image: ]


Printout 17– Profit and Loss
[image: ]



Printout 18 – Balance Sheet
[image: ]

Screen shot of the Company Information after the rollover:
[image: ]



End of Document

People


refers to accounting system users such as bookkeepers, accountants, managers, business analysts and auditors


Procedure


refers to instructions within an organisation on how data will be collected, stored, retrieved and processed


Data


includes all information, such as transactions and source documents, which are encoded into the computerised accounting system


Software


Internal Controls


a computer program where the accounting system is created or setup (e.g., MYOB, QuickBooks, Sage, Xero - Online, etc.)


security measures used to maintain and protect the data 



Trial Balance


Ledger Reports


Balance Sheet


Profit and Loss



Deposit Slips


Electronic Payment Register


Bank Reconciliation Reports



GST Summary


GST Detail


Tax Exemptions



Subsidiary Ledger


Accounts Receivable Subsidiary Ledger


Accounts Payable Subsidiary Ledger


Control Account


Accounts Receivable Control


Accounts Payable Control


Inventory Subsidiary Ledger


Asset Subsidiary Ledger


Inventory Control


Asset Control 






Food*


Health


Education 


Child care


Education 


Supplies of going concerns


Farm land


Cars for use by disabled people



Vary the times when you visit the bank.


Vary your route to the bank.


Conceal the banking money in a shopping bag or satchel.


Go straight to the bank; do any other errands on the way back from the bank.


Keep hold of the banking container at all times.


Ensure that you are not being followed.



Correct errors  in the invoice


Adjust a price


Process returns


Write off bad debt



Full payment of specific bills 


Partial payment of a specific bill



Software support notes


Software websites


Accountant


Fellow bookkeeper


Professional networking bodies



Company Information


Business Name


Bank Account Details


Contact Information


Australian Business Number


Industry Classification (business type, e.g., accounting firm, consulting firm, insurance agency, etc.)


Address 


Prepared Chart of Accounts


Opening Balances


Trial Balance


Balance Sheet


Outstanding Balances for Supplier


Inventory Opening Balances


Outstanding Balances for Customer


Company Policies and Procedures
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Ocodles of Noodles
55 Nowhere Street
Coober Pedy Sa 6723

Aged Payables [Summary]

10-01-17

191216 Page 1
8:41:01 AW

Name. Total Due. 0-14 15-30 31-45 a5+
Assian Sauces 541250 541250 5000 5000 5000
Pete's Noodles $135250 585250 5000 5000 550000

Total $1765.00 $1,265.00 5000 5000 $50000
Ageing Percent. 71.7% 00% 0.0% 28.3%
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S Bottington Pty Ltd
55 Worivale St
South Brisbane GLd 4101

Accounts List [Summary]
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$ Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101
Trial Balance
June 2017
201216 Page 1
:32:45 A
Account Debit Creit YTDDebit  YIDCredit
BankB0Q 5000 5970000
Trade Dedlors 5000 350000
Merchandise Inventory $0.00 $12,450.00
Fumiture & Fodures at Co 5000 5500000
Fumiture & Fitures Accum De 5000 550000
Hofor Vehicles a1 Cost 3000 530,000.00
Hotor Vehicles Accum Dep 5000 515,000.00
Trade Crediors 5000 525000
Bank Loans 5000 5500000
OuneriSharehidr Captal 5000 535.900.00
Tolat 5000 5000 55765000 55765000
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$ Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Receivables Reconciliation [Detail]

31-05-17
Page 1
D# Date Total Due. 0-14 15-28 29-42 a2+
C Boudary
“None
00000255 310517 520000 520000
Total 520000 520000 5000 5000 5000
L Michele
“Hone
00000257 200517 $30000 $30000
Total $30000 $30000 5000 5000 5000
Grand Total 50000 50000 5000 5000 5000
Ageing Percent. 100.0% 00% 0.0% 0.0%
Receivables Account: 50000

Outof Balance Amount: 5000
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$ Bottington Pty Ltd

55 Merivale St

South Brisbane QLd 4101

Payables Reconciliation [Detail]

31-05-17
201216 Page 1
8:11:06 AM
D# Date Total Due. 0-14 15-28 29-42 a2+
‘Omen Furniture.
“None.
00000001 310517 $25000 $25000
Total 525000 525000 5000 5000 5000
Grand Total $25000 $25000 5000 5000 5000
Ageing Percent. 100.0% 00% 0.0% 0.0%
Payables Account: §25000
Outof Balance Amount: 5000
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Card List [Detail]
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$ Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Inventory Value Reconciliation
01-06-17
Page 1
tem# _ttem Name OnHand__CurrentValue
14300 Merchandise Inventory
ROT& 6 seater Round Dining Table 2 51,0000
ROT4 4 Seater Round Dining Table 2 50000
SDT4 4 Sealer Square Dining Table 2 580000
SDTG 8 soater Square Dining Table 2 5180000
BWDchai Basic Wooden dining chair 2 $72000
LPDchair Lury Padded dining Chair 2 5102000
8RLoung & Seater Recining Lounge 2 3500000
Rlounge Single Seater Reclining Lounge 2 $1,510.00
Inventory Value: $12,450.00

‘Account Balance: $12.45000

Outof Balance: 5000
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S Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Bank Deposit Slip

12-06-17
201216 Page 1
9:48:
1Dt Name. BSB Number Payment Metho Amount
11110 BankBOQ
BSB Number:  124-000
Bank Account #: 1245678
Bank Account Name: S BOTTINGTON PTY LTD
12.06-17
CRO00003
CR000001 Cash $1,050.00
Cash Total $1,080.00
Total Cash ftems: 1
CRO00002 Cheaque $1,608.00
Cheque Total $1,608.00
Total Cheque ftems: 1
Deposit Total: $2,658.00

Grand Total $2,658.00
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$ Bottington Pty Ltd

55 Merivale St

South Brisbane QLd 4101

Electroi

Payments Register

01-06-17 To 30-06-17

201216 Page 1
10:02:26 AM
D#__Date Payee Amount BSB Bank Acct.# _Bank Acct. Name.

11110 BankBOQ

BSBNumber: 124000

Bank Account # 1245678

Bank Account Name: S BOTTINGTON PTY LTD

200617

EP000001
120067 Omen Fumiture $25000 655-365 7482456  OMEN FURNITURE
2200617 Fumitur Importers $239250 562-558 1596256  FURNITUREIMPORTERS

Payment Total
Total tems:

Grand Total

5264250

5264250
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S Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Bank Deposit Slip

26-06-17
Page 1
Name. BSB Number Payment Metho Amount
11110 BankBOQ
BSB Number:  124-000
Bank Account #: 1245678
Bank Account Name: S BOTTINGTON PTY LTD
260617
CRO00006
CRO00004 Cash $3.772.00
CRO00005 Cash 52.354.00
Cash Total $6,126.00
Total Cash ltems: 2
Deposit Total: $6,126.00

Grand Total $6.126.00
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S Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Reconciliation Report

211216 Page 1
7:48:11 AM
108 Date Memo/Payee Deposit Withdrawal
Cheque Account: 11110 Bank BOQ
Date of Bank Statement: - 30-06-17
Last Reconciled:
Last Reconciled Balance: $0.00
Cleared Cheques.
504 01-06-17 RJ Property $1,650.00
EP000001 200617 Electronic Payment $2,642.50
505 21-06-17 Marketing Media $550.00
SC300617  30-06-17 Bank Fee $8.50
Total $0.00 $4,851.00
Cleared Deposits.
CRO00003  12:06-17 Bank Deposit $2,658.00
CRO00006  26-06-17 Bank Deposit $6.126.00
1E300617 30-06-17 Interest Recevied $12.00
Total $8,796.00 50.00
Reconcilition
AccountRight Plus Balance on 30-06-17 $13,645.00
Add: Outstanding Cheques: $0.00
Subtotal $13,645.00
Deduct: Outstanding Deposits: $0.00

Expected Balance on Statement: _§13.645.00
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S Bottington Pty Ltd
55 Worivale St
South Brisbane GLd 4101

All Journals.

01-06-17 To 30-06-17

211216 Page 1
7ii855 A
IO+ Accw Accountame oebit credt dob o,

M 010617 _Opering nventory lems.
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LOOO00T 11300 Mercrandie Invenioy 572000
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S Bottington Pty Ltd

All Journals.
01-06-17 To 30-06-17
211216 Pagez
71856 A
10 Accw  Accountame oebit credt dob o,
SIS 150617 Sole:P Knotingham
00000260 111200 Tado Dobiors 5435000
00000200 11200 Tiado Debiors Sis6.00
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00000200 111300 Mrchanciss inventary 568000
PS 180617 Purchase; Omen Furmiture
00000004 211200 Trdo racors sor27
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00000004 11300 Marchanies inventary swrar
00000004 2139 GST P 0273
@ 200617 Omen Fumitre
' 111190 Eockoni Ciring Account 525000
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@ 200617 Fumiurimporiers
2 1190 Eloconi Gl Account 235250
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© 200617 _Elctronic Payment
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S Bottington Pty Ltd

All Journals.
01-06-17 To 30-06-17
211216 Pages
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S Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Inventory Value Reconc

30-06-17
Page 1
tem Name OnHand___Current Value
11300 Merchandise Inventory

RDT6 6 seater Round Dining Table 0 50.00
RDT4 4 Seater Round Dining Table 2 $600.00
SDT4 4 Seater Square Dining Table 2 $800.00
SDT8 8 seator Square Dining Table i $933.33
BWDchai Basic Wooden dining chair 4 $260.00
LPDchair Luxury Padded dining Chair 10 579204
8RLoung 8 Seater Reciining Lounge 1 $2,500.00
Riounge  Single Seater Reciining Lounge o 50.00

Inventory Value: §5,885.37

Account Balance: $5,885.37

Outof Balance: 50.00
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S Bottington Pty Ltd
55 Merivale St
‘South Brisbane QLd 4101

Receivables Reconciliation [Summary]

30-06-17
211216 Page 1
7:38:11 AM
Name Total Due 0-14 15-28 29-42 a2
L Michele $300.00 $0.00 50.00 $300.00 $0.00
P Knotingham $5,456.00 $0.00 $5,456.00 $0.00 50.00
Total: $5,756.00 $0.00 $5,456.00 $300.00 50.00
Ageing Percent 00% 548% 52% 00%
Receivables Account $5.756.00

Outof Balance Amount 50.00
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S Bottington Pty Ltd
55 Merivale St
South Brisbane QLd 4101

Payables Reconciliation [Detail]

30-06-17
Page 1
Date Total Due. 0-14 15-28 29-42 a2
Omen Furiture
“None
00000004, 180617 $1,020.00 $1,020.00
Total $1,020.00 $1,020.00 $0.00 0.00 $0.00
Grand Total $1,020.00 $1.020.00 $0.00 $0.00 $0.00
Ageing Percent 100.0% 0.0% 0.0% 0.0%

Payables Account: $1,020.00
Out of Balance Amount $0.00
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GST [Detail - Accrual]

01-06-17 To 30-06-17
Page 1
1D# Name Rate Sale Value __Purchase Value _Tax Collected __Tax Paid

FRE  GST Free
30-06-17 SC300617 Bank Fee 0.000% $8.50 50.00

Total: $0.00 $8.50 50.00 50.00
GST  Goods & Services Tax
01-06-17 00000258 G Boudary. 10.000% $1.408.00 $128.00
01-06-17 504 RJ Property 10.000% $1,650.00 $150.00
02-06-17 00000259 Cash Sale 10.000% $1,050.00 $95.45
06-06-17 00000002 ~ Furnitur Importers ~ 10.000% $3,223.00 $293.00
08-06-17 00000003 ~ Furnitur Importers  10.000% ($830.50) ($75.50)
15:06-17 00000260 P Knottingham  10.000% $5.456.00 $496.00
18-06-17 00000004 Omen Fumiure  10.000% $1,020.00 $9273
21-06-17 505 Marketing Media  10.000% $550.00 $50.00
23.06-17 00000261 Cash Sale 10.000% $3.772.00 $34291
25-06-17 00000262 ~Cash Sale 10.000% $52.354.00 5214.00

Total $14,040.00 $5,612.50 $1,276.36 51023
ITS  Input Tax Sales
30-06-17 1E300617  Interest Recevied  0.000% $12.00 50.00

Total: $12.00 50.00 50.00 50.00

Grand Total:  $1276.36 $510.23
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GST [Summary - Accrual]

01-06-17 To 30-06-17

211216 Page 1
7:25:01 AM
Code __Description Rate Sale Value _Purchase Value _Tax Collected Tax Paid
FRE  GSTFree 0.000% $8.50
GST  Goods&SenvicesTax  10.000%  $14,040.00 $5,612.50 $1,276.36 $510.23
s Input Tax Sales 0.000% §12.00
Total $1,276.36 $510.23
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Profit & Loss Statement

June 2017

Income
Gross Sales
Fumiture Salea
Total Gross Sales
Interest Income
Total Income.

Cost of Sales
Furniture Purchases
Total Cost of Sales

Gross Profit

Expenses
General & Administrative Exp
Bank Charges.
Depreciation
Total General & Administrative Exp
Advertising & Promolion Exp
Advertising
‘Total Advertising & Promation Exp
Operating Expenses
Ront
Total Operating Expenses
Total Expenses

Operating Profit
Other Income
Other Expenses

Net Profit/ (Loss)

$12.763.64

s1277564

$9,666.90

$9,666.90

$3.108.74

$8.50
(57,000.00)

($6.991.50)

$500.00
$500.00

$1,500.00
$1,500.00

(34,991.50)

$8.100.24

$8.10024
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Balance Sheet

As of June 2017
211216
72727 AM

Assets
Current Assets
Gash On Hand
Bank BOQ $13.645.00

Total Cash On Hand T s13sss00

Trade Deblors $5,756.00
Merchandise Inventory 8¢ 7
Total Current Assets. $25.286.37
Fixed Assets
Fumiture and Fixtures
Fumiture & Fixtures at Co $5.000.00
Fumiture & Fixtures Accum Dep $500.00
Total Fumiture and Fixtures $5,500.00
Molor Vehicles
Motor Vehicles at Cost $30,000.00
Motor Vehicles Accum Dep ($5.000.00)
Total Motor Vehicles s21
Total Fixed Assets
Total Assets

§26.500.00
$51,786.37

Liabilties
Current Liabillties
Trade Creditors $1,020.00
GST Liabilies
GST Collected $1.276.36
GST Paid $510.23)
Total GST Liabilties $766.13
Total Current Liabilties $1.786.13
Long Term Liabilties
Bank Loans
Total Long Term Liabities
Total Liabiities

0.00

$6,786.13
Net Assets $45,000.24
Equity
‘Owner/Shareholder Equity
Owner/Sharehidr Capital $36,900.00
Total Owner/Shareholder Equity T 890000
Current Year Earnings $8.100.24

Total Equity T s4s0002¢
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