Unit 1;

Unit 2:

Unit 3:

Unit 4:

Unit 5;

Unit 6:

Unit 7:

Table of Contents

Introduction to MYOB
Using MYOB Accounting Plus

ADOUL thiS WOIKDOOK ..ot 1
Exploring MYOB

INtrodUCTION t0 IMY OB ...ttt neas 5
Opening your MYOB data file........ccooviiiiii e 7
Exploring MYOB Command CENLIES ........ccciveieiiiiierieiecie e se et e ens 10
EXPIOTING TAX COURS .....cuviiiiitiitisiete ettt 25
Exploring the Command Panel............ccocooii e 26
UNit 2 SUMMANY ACLIVITY ..oveieieiiecice ettt sne e 28
USING HeIP et 31
Banking Command CeNIIE ........cccviii ittt 39
Viewing Banking PreferenCeS ......c.coi ittt 42
Entering payments from Cheque BULES...........ccociiiiiiiiiiese e 43
Saving and Using a ReCUIring PaYMENt ..........cccocveerierieieneeee e sie e 48-50
Checking accuracy of data entered — using Bank Register ..........ccccovvvveviveiereieeveenieenen, 50
Checking the accuracy of data entered — uSing JoUrnals............ccooveveieieieisinince 51
(070 g 1=Tod 1] 1o =] 0 1] £ 52
Entering payments using the Bank ReQISLEr.........c.ccvvviiieiieiicrec e 54
Setting up Undeposited FUNGS..........ccviiiieiiee et st sre s 56
ENLEring Cash SAIES........cooiiiieie et e 57
Recording the Banking of Undeposited FUNAS..........cccccoviiiiiiiii i 61
Printing @ Bank REGISIEN........cviieiiciee ettt 63
Entering Petty Cash PaYMENTS........ccoiiiiiiiiiiii e 64
Entering Visa Card PayMENTS........coueiiiieieie ettt neeees 65
Printing GST Collected and Paid report..........cccceveeiieviiie e 66-67
Printing Profit and LOSS STAtEMENT...........coiiiiiiiieeee e 68
Reconciling your Cheque ACCOUNT ..........cociiiiieeiee ettt see e e 71
ReconCiling YOUI BANK A/C .....cuvi ittt 71
Entering Account Keeping FEES........ooiiiiiieiiieeee e 73
Undo Bank RECONCITHALION .........oiuiiiiiiiiee et 75
Printing @ Balance SHEet........c.oovv i 76
Notes on Reconciling your Cheque A/c using downloaded statement.............ccccveevennaee. 78
File Management and Error COrreCtion .........ccocoooivieneneeie e 79
Correction of Errors — using Changeable and Unchangeable data files............cccccccevenee. 79
Displaying your Audit Trail rePOIt..........cccoviieiiiiee e 83-84
COMBDINING CAIUS......cvititeieie bbbttt b b 85
Combining Accounts and Changing Account Names ...........cccvvverririeeneneeie e 86
Backing Up YOUr data fille..........ccooiiiiiiiiccce st 87
ReStOring YOUr BaCK UP ......cviiiiiiiiiee e 91
Sales CoMMANA CENTIE.........oiiieie ettt neenes 93
Notes on Cash and Accrual ACCOUNTING........ccviiieieeieese e 94
NOLES ON INVOICES AN GST ....iiiiiiciieie ettt sre et sne e e e 94
Creating @ SEIVICE INVOICE. ........iii ettt et e e seeeree e 95

© Copyright Marian Brown 2007 This document may not be copied without permission from the publisher.



Table of Contents [continued]

Unit 7: Sales Command Centre [continued]

Selecting Account Names instead of Account NUMDErS..........cccocvvevieevecvec v 98
Creating and printing a Professional INVOICE ..........ccceveiiiiciicicc e 98
Creating @ NEW CUSTOMEN .........oiiiiiieieie ittt 99
Customising your Professional INVOICE...........ccocveriiirieiiiiee e 103-108
Checking the accuracy of sales eNEred.........ccveveieeiieiiiiece e 109
Displaying amount owing DY CUSLOMENS .......c.coviieieiiiniriesienieieeeee e 110
Displaying an 1tBMS LiSt........cueiiiieieie ettt see e nee e 111
Creating and printing an Item Invoice — Non Inventoried Items..........ccccccevveieeineninnnn, 112
Creating and printing an Item Invoice — Inventoried ItemMS...........ccccoevevivevecieccie e 115
Setting up Undeposited FUNGS............oiiiiiiiieeee e e 117
Creating and printing an Item Invoice — Cash Sale.........cccoovvvveevii i 118
Recording CuStoOmMEr PAYMENTS .........cccoviiiiieiesiecie ettt 120
Banking CUSIOMEr PAYMENTS ........oiiiiiiiiieieieiee e 122
ENEIING REIUIMNS ...ttt ettt esaesaeeneeseeeneas 123
SELHNG REIUINS ... et be et re e e beaneesrenrs 124
Viewing Ageing MEthOaS ........ccoiiiiiiiiieier s 125-127
Notes on Debt Collection MethOdS .........ccoviiiiieiiiee e 127
ANAIYSING YOUT SAIES.....cueiiie et te e reenreenree s 128
Using MYOB OfficeLink With EXCel.........ccccoiiiiiii i 129
Viewing a Receivables Reconciliation [Detail] report..........ccocovviieiiiiininiicicee 130
DTy Lo | T Lo =T 1] £ SR 132
Printing CUStOMEr STAtEMENTS ........ccviiiiiecieie ettt sreanes 133
Viewing the Customer LEAgEr EPOI ........cceiiiiieieisisiesiesee e 135
Writing off an Account asa Bad Debt .........ccooiiiiiiiiei 136
Displaying GST Cash and NON-Cash reportS.........ccccveveeiieiiisieeie e see e see e 137
Inventory Value ReconCiliation report..........cocuviiiiiiinieieeee e 140
Unit 8: Purchases Command CENEIE .........ccoouiiiiiiniieieieesese e 141
Editing PUrchases PreferenCeS. ......ooui i ittt 142
Entering Purchases for the SNack Bar ..........ccccccoiviiic i 143
Entering the PUrChase Of SEIVICES .......cvcviiiiiiieiece e 145
Viewing amounts OWing t0 SUPPIIEIS........coviiiiiiiiiiree e 146
Entering the Purchase of StOCK ITEMS.........ccoiiiiiiiie e 147
Recording the Delivery of items Ordered ...........ccoeveiiieiiiiiiic e 149
Purchase of an asset 0N Credil..........ccoiviieiiiiie e 151
Recording a SUPPHEr PAYMENT ...........oiiiieieiiceee e 152
Setting up Payments to Suppliers using Electronic Payments ............c.cccocevevvennnnne 154-155
Entering EIECtronic PAYMENLS ......cvcviiiiecee ettt sttt sreane s 156
HaNAIING DISCOUNT.........oiiiiiiieic it 157
Emailing a RemittanCe AQVICE ........cccveiiiiee et 158
Creating the Electronic Payment Bank File ..o 160
VIEeWiNg 1M MOVEMENTS ........oiiiiiiiiiite ettt 161
Viewing the Supplier Ledger FePOIM .........oii oottt 163
Viewing Payables Reconciliation Summary report..........ccccocvvveiiiiiescesseesee e snesenens 164
Reconciling Supplier Statements With MY OB data..........c.cccovvirinininnicieeicenesiees 165
Viewing GST Collected and Paid — reporting on a Cash BasiS..........ccccceveeieieiieeniennnnn. 166
Printing GST Collected and Paid — reporting on an Accrual Basis.........ccccccveveveveerinenne. 167
Comparing the Items List [Summary] with the Balance Sheet ............ccccccevvviviieveinnnne. 168
Unit 9: End of Year Procedures and AdJUStMENTS........c.cccoevveveiieieiecie e 169
Printing STOCKIAKE FEPOITS .......c.veiiiiiiiiiiiite et 169
Recording StoCKtaKe fIQUIES ........ooeiiiiee e 170
Recording Stock on Hand — Snack Bar [Non-Inventoried].........c.ccooeveviviievvseciesieennn, 172
Recording Stock taken fOr DUSINESS USE ........cc.cviiiiiiiiiinieicece e 173

© Copyright Marian Brown 2007 Printed 10 October, 2007



Table of Contents [continued]

Unit 9: End of Year Procedures and Adjustments [continued]

Recording the Purchase of an Asset [Bank LOaN]........cccceveviveiieniieeviece e sie i 174
Accounting for Prepaid EXPENSES .......ccviiiiriiieieieisesesie e 175
Accounting for ACCIUE INCOME .......eevveiiciic e 177
Finalizing your Data File for the ACCOUNaNt...........cccccovviieii i 178
Using the Company Data AUITON ..........ccoiieiiiiiiiisese e 179
Recording DePreCiatioN..........ee i ieeieie ettt ettt eeseeenee e 182
Printing a General Ledger rEPON.......c.civrieiie ettt ee e e e st e e e 183
Printing End of Year reports after AdjuStmeNtS..........cccooereiiiiniininene e 186-187
Starting a New FINaNCIal YEAI .......ccooiiiiiiieeie e 188
Optimising YOUr Data Fle.......c.ccov et 189
Unit 10: Creating a New Data File.........cccooi it 191
BETOrE YOU STAIT.......cuiiiiiiicece ettt esbe e saesreenaenre s 192
Creating a Nnew company file ... 193
Customising YOUr data File.........oveiiieiie e e 195
ST To LT o] PSPPSR 197
Activating your data file ..o 198
Setting Up YOUr ACCOUNTS LIST.......oiiiieiiieiie e 198-202
Entering Opening Balances in ACCOUNtS LiSt.........ccccccvvvviiienieeniecsec e cee e 203-205
Entering Unpresented ChEQUES .......cvoiiiiiiiiieicce ettt sreeneas 206
SEttiNg UP TaX COUES .....ooviiiiiieieieie ettt 208
Adding Tax Codes t0 the ACCOUNTS LiSt........ccciveiiiiiiiiiiiieeie e 210
Notes on Account Types in ACCOUNTS LiST.......ccoiviieiiiiiieie i 213
Notes on Classifications for Statement of Cash FIOWS............ccccoceviiiiiiiiiiniiees 213
Setting up Banking PrOCEAUIES ........ccveiiiiiieeeeeie ettt e 214
Setting up Sales and entering Opening Balances ...........cccccevovevievie v 215-219
Setting up Purchases and entering Opening Balances............ccoceoviviiniiinencnennns 219-222
Selecting FOIMS 10 USE.....cuiiiiieiiee ettt enes 223
SELING UP INVENTOTY ...oeiieiece ettt eeenre e 224-227
Entering STOCKLaKe IQUIES ......ocviieiicie e 228
Setting up User ID’S and PaSSWOITS ..........coereririeieieinisie s 229
Deleting Accounts not required in ACCOUNTS LSt ........coceiiiiiiiiiiii e 230
Closing and Opening your Data File ..........cccooveiiiiiiic e 231
UNIt 11: MYOB N ACLION oottt s sre et eneeneenes 233

Exercise in which you enter receipts, payments, invoices,
purchase orders, supplier and customer payments, adjustments
and reports

ReCONCIIING YOUI ACCOUNES ....ccuvieieeiieecieeceesie s ettt et e st ee e ae e ste e re e sreesneesneeeeeees 248
Finding INfOrMAation ..........coviiiie e 249
Unit 12: Preparing the Business Activity Statement ............ccoocovoiiiiinie i 251
Before preparing your Business Activity Statement ............ccccovveviievii i, 251
Printing the Transaction TaX COAES FEPOIT..........ccverveieiriririnie e 252
Reconciling your GST [Cash] rePOIT........ccviiiiieiieeie st 254
Setting up the Business Activity Statement...........ccccoevieviiiie i 255-262
Viewing the Front Sheet 0f the BAS ..o, 263
Viewing the Back Sheet 0f the BAS ..o 264
Printing the BAS ..o et e e ee e be e te e peenres 266
Printing the BAS TranSaCtiON...........ccciiiiieiiiiieesie e ste sttt sre e saenne s 267
Entering the BAS PaYMENT...........coiiiiiiiiieeeiese s 269
LocKing YOUr Data File........ccoiiiiiiie et 270
BAS ChECKIIST .....cuieiiitiiieeee ettt et sbesne et ane s 271

© Copyright Marian Brown 2007 Printed 10 October, 2007



Table of Contents [continued]

UNit 13: AdAIitioNal EXEICISE ....ccvveieiiiiieie st sttt neenes 273
Exercise in which you enter end of year adjustments, start a new financial year,
enter receipts, payments, invoices, purchase orders, supplier and customer
payments in the following financial year, reconcile your bank account and print reports

[ ES A 1 o 11 (0] U TR 281

© Copyright Marian Brown 2007 Printed 10 October, 2007



