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[>> Unit 10:
Adjusting the file to
Include Debtors and
Creditors [Accrual]

Learning Outcomes

On completion of this unit you will be able to:

= adjust an MYOB data file to include debtors and creditors for an accrual
accounting system;

= modify preferences for sales and purchases

= create cards for debtors and creditors including trading terms;

= review banking procedures — cash register will no longer be used and

= enter debtor and creditor opening balances.

This unjt covers thefollowing performance criteria in FNSBKPG403A:

Element 1.1 Chart!] Accounts isﬂﬁstéd&ﬁ@'cig and gstablish deb d creditors as new
debtofs and creditors arise [Linke @! ang @ ances
ired.

Element 1.2 Debtors and creditors subsidiary ledgers are established as req
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About Brocks Tyreworld

Angus Brock has set up his tyre business in Carsdale.

Angus has started using MYOB Accounting v18 to enter his receipts and
payments and print financial reports using Cash Accounting procedures.

His business is growing and he now decides he needs to offer credit terms on
sales and account for his debtors and purchases on credit from suppliers
[creditors].

e
b
|
g

1

TRRRRERRER

After discussing terms with his accountant, he has decided to offer customers:
- credit terms of 30 days from the date of the invoice
- 2.5% cash discount if paid within 7 days [offered to account customers only].

Most of his suppliers offer credit terms of payment at the end of the month following the invoice date.
Angus can receive a rebate if purchases reach certain targets.

Angus has an ABN and is registered for GST, reporting GST monthly on a CASH BASIS. The
business is taking advantage of some of the Small Business Entity Income Tax concessions and report
Income Tax on a Cash Basis, however the business will not expense assets less than $1,000 ex GST.
[see page 247].

Do In this Unit, you will be using a NEW data file - “Brocks Tyreworld

Accrual 18.myo”.
[This is a copy of the file up to the end of Unit 8, just in case you have some errors.]

Opening a new Data File

In Unit 2 you copied this file to your working directory.

Brocks Tyreworld Accrual 18.myo

Q) Qpens“Bracks Tyreworld Accrual 18.myo” file.
[DO NOT USETHE RILE'FROM UNIT 8.]

> (i) In Unit 10, you will use the currentimonths ..0. L. 0.

(iii) u M#p;@sw file, so that you cannot.enter any data in previous
nths.
b 11

@) Select “Setup” in the

(b) Select “Preferences”.

(© Select “Security” TAB.

(d) Lock your data file selecting last month.

Your window is displayed on the following page.
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Spztem I Windows I Eﬁlzmz I Banking I Sales I Pgrchasesl [reeettony I Security

Transactions CAN'T be Changed; They Must be Reversed [System-wide]
Lack Periods: Dizallow Entries Up to and Including [System-wide - ||i5'St morith |
Iv Prarmpt for D ata Backup %hen Closing

[ Prompt for Sezsion Report When Clozing [System-wide]

I ™/amn Before Recording Post-0 ated Transactons

v Check Data File for Ermors before the Backup Process [System-wide]

I Prampt for 0 ata Yerfication When 0pening

[ 1 Prefer to Use Sutomated Onjine Company File Confirmation [System-wide]
v Usze Audit Trail Tracking [System-wide]

Return to the Command Centre.

Checking Current Financial Year

(i)  Check the financial year the data file you have downloaded is using:

@) Select “Setup” in the Menu Bar.
(b) Select “Company Information”.
(c) Check the Current Financial Year.

Current Financial Year: #7977

Lazt Month in Financial vear: June

Is the Current Financial Year in the file you have downloaded correct when
compared with the month you will be using? For example:

If the month you are using is March 2009, you are working in the 2009 financial
year.

However,

if the month you are using is October 2009, you are working in the 2010
financial year.

(d) Tio correct: {Only follow.these steps if you have an incorrect Current
EinaneialYear.]

Select “File” in the*Menu Bar.

, ﬁtart a New Year”.
l/ Finapeial Year
& }Ze Financial Year to the

Select “Cont ro
correct year.

(i)  To identify your printouts in a classroom situation, add your name to the
Company Name in Company Information

Return to the Command Centre.
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Modifying Preferences - Sales

(i)

(i)
(iii)
(iv)

v)

150 CcASH & ACCRUAL ACCOUNTING using MYOB v18 — Unit 10: Adding Debtors & Creditors

Select “Setup” in the Menu Bar.
Select “Preferences”.
Select “Sales” TAB.

Modify the following preferences to meet the needs of the business.

Swyzten I‘-N'ingom I EEDD?I_'AE I Banking I Sales IF‘gru:haxesl Inventomn l

[ Autarmatically | Frirt ¥| Sales When They are Recorded [Invoices. Orders and Quotes)
[ Print Packing Slips "hen | Invoices and Orders =| are printed

| Print Labels Wwhen Sales are Printed [Invoices, Orders, Quotes]

v ‘warn if Cugtomer has an Outstanding Credit Before Applying a Payment

[ Apply Custarmer Pagments Automatically to Oldest Invaice First

[~ Show Customer Purchase Number in Becerve Payments

[ Make a Contact Log Entry for Every Sale [Systerm-wide]

v #farn for Duplicate ! | Irwoice and Customer PO Numbers on Recorded S ales [System-wide]

[~ Retain Original Invoice Number on B ackorders [System-wide]

[ Retain Original Invoice Nourmber when Quates Change to Orders ar Invoices [Speterm-wide]

[ Delete Quotes upon Changing to and Recording as an Order o Invoice [System-wide]

[w If Credit Limit iz Exceeded on Sale |Warn and Continue | [Snstem-wide]

Angus would like MYOB to warn him if he uses a duplicate invoice or customer
purchase order number to prevent duplication errors.

Select “Terms” button and set up terms as per Page 148.

Default Cugtomer Termz

Payment iz Due: | In a Given # of Daps |

Digoount Days: |7

Balance Due Days: | 30
% Digcount for Early Payment: | 2.5%
¥ Monthly Charge for Late Payment; |[IE3

Return to the Command Cen

l/urpOSe\S; O]/ll)/
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Modifying Preferences - Purchases

(i) Select “Setup” in the Menu Bar.
(i) Select “Preferences”.
(iii)  Select “Purchases” TAB.

(iv) Modify the following preferences to meet the needs of the business.

Spstemn IWingIom I E'Ezﬁ_:z l Banking I Sales I? l [reeentary I Security

[ Autormatically | Frirt | Purchases When they are Recorded (Bills, Orders, Beceive lbems and Quotes)

[v Warn if Supplier Owes Me Money Before Making a Supplier Pagment
[ Apply Supplier Payments Autormatically to Oldest Bill First

[v Show Supplier [rvoice Mumber in Supplier Payments

[~ Make a Contact Log Entry for Every Purchase [Systerm-wide]

v “Warn for Duplicate | PO and Supplier Inveice = Mumbers on Recorded Purchazes [System-wide]
[v Retain Original PO Number on Backorders [System-wide]

[ Retain Original PO Number when Quates Chanage to Orders or Billz [System-wide]

[ Delete Quotes upon Changing to and Recaording as an Order or Bill [Systemn-wide]

[ Warn if Supplier Doesz Mot Have an ABM for Purchases Greater Than $50 T ax Excluzive

Angus would like MYOB to warn him if he uses a duplicate purchase order or supplier
invoice number.

(v) Select “Terms” button and set up terms as per Page 148.

Default Supplier Terms

Fayrent iz Due: | D ay of Month after EOM |

Dizcount Date: | 13t |

% Dizcount for Early Payment: | 0%

rbecmicd3€S Oply
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Modifyi

ng Preferences - Banking

(i)

(ii)

Brocks Tyreworld will receive cash and cheques during the day, then bank one
amount at the end of the day. Therefore the banking preferences need to be
reviewed.

Select “Preferences” in the “Setup” Menu.

(iii)  Select “Banking” TAB.

(iv)

Modify the preferences as follows so that cash and cheques can be banked in one
amount at the end of the day.

System I Wwindows I EEE?;-EE l Banking I Sales lF'grcha&ml = l Security

[ Make a Contact Lag Entry far Every Cheque [System-wide]
[ Make a Contact Log Entry for Every Depost [System-wide]
[ Default Cheque is Already Printed
[v Dizplay Paves, Father Than Memo, in Registers [Swstem-wide]
v ‘w'arn for Duplicate Cheque Humbers [System-wide]
(@)-’W’hen | Receive Money, | Prefer to Graup [t with Dther Lindeposited Funds [System-widef

Return to the Command Centre.

E Modifying Linked Accounts - Sales

In Units 3 to 8, you entered transactions and the double-entry bookkeeping process just

hap

pened automatically.

“Linked Accounts” in MYOB tell transactions which accounts the amounts should go to
automatically. Incorrect “Linked Accounts” leads to “Garbage In, Garbage Out”.

To check your Sales Linked Accounts to make sure they meet the needs of the business:

(i)

(i)
(iii)
(iv)

Select “Setup” in the Menu Bar.
Select “Linked Accounts”.
Select*Sales. Accounts?,

Modifysyour Linked Aecounts tike/this:

Azzet Account for Tracking Recevables o | 1-2000 & Trade Debtors
Btk Account for Customer Receipts 22| 1-1100 5| MAB Cheque Alc

[ | charge freight on sales

When the business
allows a Cash
Discount, MYOB
needs to know which
account to use.

[ | hack deposits collected from customers
q
[v | give discounts for early payment

E=penze or Cost of Sales Account for Discounts S| B-3200 = Discount Allowed to Customers
[ | azzess charges for late payment
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Return to the Command Centre.

Modifying Linked Accounts - Purchases

0] Select “Setup” in the Menu Bar.

(i) Select “Linked Accounts”.

(iii)  Select “Purchases Accounts”.

(iv) Modify your Linked Accounts like this:

Purchaszes Linked Accounts

on Invoices
received from
suppliers. MYOB
will now know
which account to
use.

Freight is charged § |~

Liability Account for Tracking Payables | 2-2000 F| Trade Creditors
Bank Account for Paving Bill: = | 1-1100 =/ MAB Cheque &/c

[ | zan receive items without a Supplier bil

I_ | pay freight on purchazes
E:-:pense of Cozt of Sales Account for Freight = | 5-2000 = Freight Paid
[ | track deposits paid to suppliers

[ | take dizcounts for early payrent

[ | pay charges for late papment

Return to the Command Centre.

Modifying Customer Payment Methods

(i) When money is received from a customer, the business needs to identify how the
account was paid.

The business accepts the following methods of payment:
- cash
- cheque

EFTPOS [including Debit and Credit Cards]

- direct deposit to the bank account

(i) Select “Lists” in the-Wlenu Bari

(iif)  Select “Sales and Purchases Information’”.

~

(iv) fc{ Z%)d
(v just the list,"adding orﬁS@S’req@ 1\/

Comments I Shipping Methods Referral Source Payment Methods

Use Edit, Delete
Payment Method to
delete methods not
used. Edit “Other™.

“4| & Cash Cash
& Cheque Chegque

SEFPDS Debit Card

Payment Methods Method Type

© Copyright Marian Brown 2008
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Return to the Command Centre.

Summary of Modifications

To include a Debtors’ Ledger [Sales] and a Creditors’ Ledger [Purchases] you have made
the following adjustments to your Cash Accounting file:

modified Sales and Purchases Preferences;

modified Banking Preferences;

modified Sales and Purchases Linked Accounts;

modified Payment Methods;

no adjustments to the Chart of Accounts is required as Trade Debtor and Trade
Creditor accounts existed in the MYOB template used to create the file.

You can now start entering invoices on the bulldog clip into MYOB.

Backing up ®= Make sure you are making a backup of your data file at the end of every
session.

E Entering Supplier Invoices not paid 1/month

Unpaid invoices [on the bulldog clip] on 1* month are as follows:

[They actually belong to last month, however your conversion to accrual is only this
month, therefore these bills will be entered using the 1% of the month you are using.]

Best Tyres: Invoice 4778 $1,249.00  [Tyres]
Invoice 4810 $770.50  [Tubes, Accessories A/c = 5-1500]

To bring these invoices into the accounts:
(i) Select “Purchases” Command Centre.
(i) Select “Enter/Purchases”.

(iii) Inthe Supplier field, key in“‘Best Tyres” and press“TFAB”.

Supplier | Best Tyreg =l

v LT FISES Ol

(v) You will now create a card for the Supplier including cfedit terms and any other
information required by the business.
You will have to press the “TAB” key to display all fields.

The Supplier card is displayed on the following page.
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Profile l Card Details l Buying Details l Fayrent Details l Cantact Log l Jobs l Histary -

Best Tyres &/F Balance o $0.00
Card Type: | Supplier hd Designation: | Company hd I Inactive Card
. A .

e S ~i Select Individual or Company here.

Card [D: | *None \ 3
“ i Asupplier
Locatior: | Address 1 numb.er can be
Address: |Address of pour choice used if desired. Phone#l: | Phone Murnber
Phone#2: | Mobile Humber
City: Phone#:

State: Fostocode: Faw [Fax Number

Country: Email: | besttyres@bigpond. com. au

Wiebsite: | v, besttyres com au

Salutation:
Contact: |ATT: Johr|

Profile I Card Details I Bying Details I Payment Detailz I Contact Log I Jobz I History -
Best Twes A/P Balance $0.00
Maotes: [Ary notes about the supplier can be entered here,
Double click. in thiz area
ta link o picture file,
|dentifiers... Patabase infarmation can be
Cugtom List #1: wvaorkbook. 5 Custom Field #1:
Custom List #2: =l Custom Field #2:
Custom List #3: El Cuztom Field #3: |
Prifile ' Card Details I Buying Details I Payment D A credit limit can be | Zobs I Histary -
Best Tyres entered here. ala;'ﬁ,‘c:e =5 $0.00
Purchagze Layout; | Mo %_fault ! Credit Limit, | ¥ $0.00
“ i No defaults have been Awailable Credt; | $0.00
entered because Curently Past Due: | $0.00
different windows and £.B.N.: [12 345 678 309
Expenze Account: A = ac_counts _are used with &.8.M. Branch: ||
Payment Meno: this supplier. Tax D Number:
Furchase Comment: =l Tax Code: | GST §| Goods & Services T
Shipping Method: =l Freight Tax Code: |GST | Goods & Services T
Supplier Billing A ate: $0.00 Excluding Tax [~ Use Supplier's Tax Code
Cozt per Hour: $0.00
— Supplier Terms Information ~ Check Terms
Payrnent is Dug: | Day of Month after EOM | =| | are correct. = arly Payment; | 0%
Dizcount Date: |13t |
Balance Due Date: [EOM | Yolume Discount %: | 0%

=S L)

The amount of information keyed in these windows will depend on the needs of the
business. Some fields can be used for different reporting requirements.

(vi) Click on “OK” to return to the Purchases window.

(vii)  Press “TAB” to select the Supplier.
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(viii)  Enter the Supplier Invoice details like this:

@) Key in the date. Press “TAB”.

(b) Key in the Supplier Invoice 4778.

(c) Press “TAB” to move to “Description”.

(d) Key in “Tyres” and press “TAB”.

)] Press “TAB” to display list of accounts and select “Purchases — Tyres”.

() In the amount field, key in “1249”.

(9) This invoice is probably due at the end of the month, therefore change
the Terms by click on the = to the right of “Terms” and select “EOM
{End of Month}”.

Your “Bill” should look like this.

BILL bl
Supplier 52 | Best Tyres §| Temms o Met EOM [v Taxlnclusive
Shipto [=]: Brocks Tyreworld - Your Narme Purchasze #: 00000001
Addrezs of your choice
Date: |1/month
Supplier InvH: | 4478
Dezcription AmnaLint
Tyres 5-1000 $1.249.00 GST
Subtotal: $1.249.00
Comment: = Freight: $0.00 G5T &
Ship Yia: 5 Tax o= $113.55
Fromized Diate: Total Amount; $1.249.00
Journal Memo: | Furchase; Best Tyres Faid Today: $0.00
Bill Delivery Status: | Ta be Printed | Balance Due: $1.249.00

(1) Save a: Hecurring| () Use Recuring | REC] S pel] |

(ix) Click on “Record”.
(x) Key in the second invoice [see Page 154] in the same manner.

Return to the Command Centre.

M For your Information only:
In this workbook, you are changing your accounting system; therefore unpaid invoices will be
introduced as above, However if you are creating a new data file from scratch, you would enter the
above supplier invoice like this.

Select “Setup”, f*Balantes™, “Suppliet Balances’ and enter the following hisforical purchase. [In the
exercise at the back of this workbook, you will enter unpaid supplier.invaices like this.]

Higtorical Purch

Supplier Mame: |Best Tyrez §| Balance: $0.00
Termsz o Met EOM after EQM 1\/

PO #: | 00000001
[rate: |date
Supplier lnw #: | 4778

M ema: | Pre-conwversion purchase

Total Including Tax: | $1.245.00 TaxCode: |GST &l Tax o $11355

Job: =
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Entering Customer Invoices not paid 1/month

Brocks Tyreworld made a sale on the end of last month; however the customer did not pay. This

invoice will therefore be entered on 1/month.

Jeff Jones has been known to Angus for years therefore Angus has decided to give him credit terms.

A sample copy of a Credit Application Form is printed on Page 160. This would be handed to the

customer to be completed and returned.

Angus would then check out the credit references and any other details before offering an account.

Q) Select the “Sales” Command Centre.

(i) Select “Enter Sales”.

(iii) Key in “Jones” in the card field and press “TAB”.

(iv) Select “New” and create a customer card for Jeff Jones like this:

Emlilel Card Details I Selling Dretailz I Payment D etailz I Contact Log I Jobz I Histary -

Jones, Mr Jeff

A/R Balance o $0.00

Card Type: | Customer =] Desighation: | Individual hd [ Inactive Card

Last Mame: |Jones
Card ID: | *Mone

Location: | Address 1: Bill To hd
Address: |Address of your choice

City:
State: Postcode:

Country: |

First Mame: [ MrJff

Phone#tl: | Phone Mumber
Phanettz: | Mabile
Phonets:
Faw: [Fax Mumbed
Ernail:
‘wiebsite:
Salutation:

Contact:

Prafile ICardgelails I Seling Details l Payrment Details I Contact Log l Jobs I Histary -

Jones, Mr Jelf

A/R Balance = $0.00

Double click in this area
ta link to picture file,

Motes: |Motes about the customer

Could use this field
for car make and

; model.
|dentifiers... | Database information can '
Custom List #1: | " e e [ Custom Field #1: | Toyota Prado 2006
Custom List 82 | workbook, Ell Cugztom Field #2:
Custorn List #3: El Cusztorn Field #3:
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Profile ' Card Detailz ' Selling Details ' FPayrent Details ' Contact Log ' Jobs ' Higtany -

Jones, Mr Jeff A/R Balance o $0.00
Sale Layaout: | Service - Credit Lirnit: | $2.000.00
Printed Form; | MPS-IMCSIPLM-2008 5 |
Irvoice Deliveny: | Ta be Printed 4B This information
x| automates the type of M. |
Income Account; | 41000 Sl Sales - Tyes invoice and account used ich:
Receipt Memo: | for Jeff’s invoices. bar:
Salesperson; = rawcdde; |G5T 5 Goods & Services T
Sale Comrment; §| Freight Tax Code: |GST |5l Goods & Services T
Shipping Methad: El [ Use Customer's Tax Code
Custamer Billng Rate: $0.00 Excluding Tax
— Cuztamer Terms Information
Payment iz Due: | I a Given § of Days | % Dizcount for Early Payment; | 2.5%
Dizcount Days: |7 % Monthly Charge far Late Papment; | 0%
Balance Due Days: | 30 Yolume Discount & | 0%

&) Credit Limit & Hold |

\4

[ Credit Limit & Hold

Mr Jeff Jones

Edit this customer's credit imit or place the custamer on credit hold to prevent
the recording of a zales arder or invoice.

Credit Information—————————————————— ] .~ - i A credit limit can be
—— P entered. In this window you
Credit Lt | $2.000.00 also have the ability to place
Available Credit | $2.000.00 this customer on credit hold
Currently Past Due: | F0.00 if account is not paid.

[ Place this custormer on Credit Hold

Profile ' Card Details I Selling Details I Payment Details I Contact Log I Jobs I Historny
Jones, Mr Jeff AR Balance 5
Payment Method: |EFTPOS = Notes: |
L r_”l“r“t'e" - Jeff usually pays by EFTPOS.
Evpiy Date: i Keeping details is a privacy issue to be
MName on Card: | Mr Jeff Jones : considered.
— e U
Profile Card Details Selling Details I Papment Details I Contact Log I Jobs I Hiztory -

Jones, Mr Jeff : $0.00

Enter date when Jeff started buying from the
business here. The history window offers very
useful information especially average days to

pay.
July &
c .-’-‘«uggst gggg Cugtamer Since; | M date]
epternber j |
Dctaber 30.00 Last Sale Date: |
Movember $0.00 Last Payment Date: |

Oy L 400 O . = [

(v) CLICK on “OK” to return to your Sales window.
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(vi) Key in the following invoice details:

INWOICE bl
Customer & |J0nes, rr Jetf i” Terms G 253 7 Met 30 v TaxIncluzsive
Shipto = |: MrJeff Jones . Irweoice #: | 00000001
Addreszsz of wour choice Date: 1/mantH
Custamer PO #:
Deszcription Aot 3
Tures - Tovota Prado 4-1000 $1.025.00 GST
Salesperzon 5 Subtatal: $1.025.00
Camment; 5 Freight: $0.00 GST &l
Ship Yia: 5 Tax o= 9318
Promized Date: Total Amount; $1.025.00
Journal Memo: | Sale; Jones, MrJeff Paid Today: $0.00
Referral Source: =l Payment Method: | EFTPOS =l Details...
Inwoice Deliverny Statuz: | To be Printed hd Balance Due; $1.025.00

(B) Save as Flecurring| @ Usze Recuring | &, Reimburse | REC Spel |

(vii)  Click on “Record”.

Return to the Command Centre.
M For your Information only:

If you are creating a new data file from scratch, you would enter the above customer invoice like
this:

SELECT ““Setup”, “‘Balances™, ““Customer Balances™ and enter the following historical sale.

Histarical Sale

Cuztomner M arne: |J|:unes,MrJeff El Balance: $1.025.00
Temms 52 2.5% 7 Met 30

Irwvoice #: | 00000002
Date: ||[nvoice Date
Customer PO #:

b erna: | Fre-converzion zale

Tatal Inchuding Tax: | $1.026.00 TaxCode: |GST & Tax o= $93.18

= Viewing Debtors and Creditors on 1/month

This is the quickest way to'vkv(,yp{/lleiot,(ytbtbmers who owe you

e R ﬁ[PQ§@§ copmpe Confoart Pane,

Balance Sheet

frofit and Loss (i)  Select “Receivables”. Jeff J Ini the business “$1,025.00”.

Cash Flow
Sales
g:;:é\lf;sb'es (ili)  Select “Payables”. The business should owe Best Tyres “$2,019.50”.
Payroll
Ihwentor

Return to the Command Centre.

Your file has been adjusted to include debtors and creditors —an
ACCRUAL ACCOUNTING SYSTEM.
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Brocks Tyreworld - ACCOUNT APPLICATION

Brocks Tyreworld
ABN 35933853286

Main Street, CARSDALE QLD 4350
Phone (07) 4635 8765 Fax (07) 4635 8766

Business Name:

Contact Name:

Postal Address:

Business Address:

Phone Number:

Fax Number:

E-mail Address:

Credit Reference 1:

Reference Phone No:

Credit Reference 2:

Reference Phone No:

Brocks Tyreworld Trading Terms:

Credit Limit: $2,000.00

Terms: Payment,of Account due 30 days from invoice date.
2.5% Cash Discount allowed if paid within 7 days of date of invoice.
Payment: Chegue, Creditr€ard or Direct Deposit to thegfollowing Account:

Brocks Tyreworld 0842222 1244120

{Some firms refr{e b@a’é p;@ m the accountant.} /
{a

Signature of authorised representatlveQS_Q_I[lJ

&5 Fill out the above Application to apply for an account at Brocks Tyreworld.

You have completed changing your file to an Accrual Accounting System. Now turn to
Unit 11 and learn how to process Accounts Receivables.

160 CcASH & ACCRUAL ACCOUNTING using MYOB v18 — Unit 10: Adding Debtors & Creditors © Copyright Marian Brown 2008



