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Copyright/Trademark Information: 
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Limitations of Liability: 
 
This material is designed to provide basic information on how to use MYOB Accounting/Accounting Plus 
v18. Because business circumstances can vary greatly, the material is not designed to provide specific GST 
or business advice for particular circumstances. Also, because aspects of the GST are complex and detailed, 
the material is not designed to comprehensively cover all aspects of the GST. Further, the laws 
implementing GST and rulings and decisions under those laws may change. 
Before you rely on this material for any important matter for your business, you should make your own 
enquiries about whether the material is relevant and still current, and whether it deals accurately and 
completely with that particular matter; and as appropriate, seek your own professional advice relevant to 
that particular matter. 
This information is for the general information of MYOB clients and is not to be taken as a substitute for 
specific advice. Consequently Marian Brown will accept no responsibility to any person who acts on 
information herein without consultation with Marian Brown. 
The information in this book is relevant to MYOB Accounting Plus v18. Earlier or later versions of MYOB 
software could change the instructions in this workbook. 
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LLiisstt  ooff  EElleemmeennttss  aanndd  PPeerrffoorrmmaannccee  CCrriitteerriiaa  
 
 
 

Element Element 
part Performance Criteria Where Covered 

Implement an integrated 
accounting system 1.1 

The general ledger and chart of accounts are 
implemented in accordance with organisational 
requirements. 

Unit 16 

 1.2 Customers, suppliers and inventory items are set up in 
accordance with organisational requirements. Unit 16 

 1.3 A system is set up to meet the reporting requirements of 
Goods and Services Tax [GST]. Unit 16 

 1.4 Appropriate technical help is used to solve any 
operational problems. Unit 16 

Process transactions 
within the system 2.1 Input data is collated, coded and classified before 

processing. 
Units 7, 9, 11, 12, 
13, 14 

 2.2 A wide range of cash and credit transactions are 
processed in both a service and trading environment. 

Units 7, 9, 11, 12, 
13, 14 

 2.3 The general journal is used to make any balance day 
adjustments for prepayments and accruals. Units 15 and 20 

 2.4 The system output is reviewed to verify the accuracy of 
data inputs. 

Units 7, 9, 11, 12, 
13, 14, 15 

 2.5 Adjustments are made for any detected processing 
errors. 

Units 7, 9, 11, 12, 
13, 14 

 2.6 An end of financial year rollover is performed. Units 15 and 20 

Maintain the system 3.1 Any new general ledger accounts, customer, suppliers, 
inventory and fixed asset records are added as required. 

Units 11, 15 and 
17 

 3.2 
Any existing chart of accounts, customer, supplier, 
inventory and fixed asset records are maintained and 
updated. 

Units 11 and 17 

 3.3 The chart of accounts is customised to meet the 
reporting requirements of the organisation. Unit 16 

Produce reports 4.1 Reports to indicate the financial performance and 
financial position of the organisation are generated. 

Units 7, 9, 11, 12, 
13, 14, 15, 20 

 4.2 Reports to meet the GST reporting requirements of the 
organisation are generated. 

Units 4, 7, 9, 11, 
12, 13, 14, 19 

 4.3 Reports to ensure that subsidiary ledgers/accounts 
reconcile with the general ledger are generated. 

Units 11, 12, 13, 
14 

 4.4 
Reports, which ensure that the bank account reconciles 
with the bank statement, over at least two reporting 
periods are generated. 

Units 8, 12, 14, 16 
and 18 

Ensure system integrity 5.1 Regular back-ups of the system are made to ensure 
against loss or corruption of data. 

Units 10, 13, 14, 
20 

 5.2 Data back-ups are restored in the event of loss or 
corruption of data. Unit 10 

 5.3 A secure record of all processed transactions is 
maintained for audit purposes. Unit 10 

 



© Copyright Marian Brown 2008  Set up and Operate a Computerised Accounting System – Table of Contents     viii 

 

LLiisstt  ooff  RReeqquuiirreedd  SSkkiillllss  aanndd  KKnnoowwlleeddggee  
 

Required Skills Keyboard Skills All Units 

 Computer literacy All Units 

 Numeracy for financial calculations and analysis Page 344-345 

 Proofreading to check details/calculations Page 277 

 Reading, interpreting financial statements and reports Pages 102, 191, 243 , 337 

 Problem solving skills for providing discrepancy solutions Pages 98 and 218 

 Recording, gathering and classifying financial information All Units 

Required Knowledge 
Current relevant legislation and statutory requirements 
including those relating to occupational health and safety 
(OH&S) 

Unit 2 

 Principles of double entry accounting Unit 3 

 Organisational procedures and policies relating to  
maintaining financial records 

All units 

 Principles and practices of accrual accounting Units 11 and 13 

 Current financial legislation Units 4, 16 and 17 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


