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INTRODUCTION

Accounting with MYOB ‘in the cloud’ comprises a series of exercises based on one business entity.
Detailed step-by-step instructions and explanations are provided to assist the user in learning how to
use the main features of the MYOB online computerised accounting package and build on that
knowledge as they progress through the book. Stand-alone self-test revision exercises are included
with each chapter, and these will provide the student with the opportunity to work alone, revising
what they have learnt and often learning a bit more.

As students work through the exercises, they will gain valuable practical ‘hands-on’ experience in the
various areas of the package as well as an understanding of some of the accounting fundamentals
involved in the transactions. The revision exercises cover different types of businesses and business
structures, and the students will work their way through setting up a data file, then recording a range
of different buying and selling transactions as well as learning about job costing and payroll.

On completion of the exercises, students should have acquired skills that will give them the ability to
think through problems they may encounter in the workplace and to find appropriate solutions.

We have assumed that the student has a basic understanding of accounting terminology and business
structures, so no detailed explanations of either of these are included. The Goods and Services Tax,
being a somewhat confusing topic, has however been covered in more detail in the appendix to this
book, as has an overview of terminologies and Single Touch Payroll encountered in the payroll chapter.

The book has been written without a specific year stated in the exercises so that students are not
locked into recording transactions that could be several years in the past. Most screen shots will
however, display either 2022 or 2023 because that is the financial year in which the book was written.
The reports the students display, or print should show whatever is the relevant year at the time they
work the various exercises.

MYOB are continuously updating the software and for that reason what the student sees on screen
may at times be slightly different to the screenshots in this book.

Conventions used throughout the book are —

[Tab] Square brackets denote a button displayed on the open window or a key on
the computer keypad that is to be used.

Italics These are used for actions to be taken such as click a button or key.

Bold Bold letters are used to highlight data to be entered or wording to be selected
such as a name on a menu or list.

® Select this Radio button.

Note, Shortcut, or Tip These shaded areas provide the user with very helpful information. Make
sure you read them.

We hope you enjoy working your way through this book and know that you will gain a lot of new skills
and knowledge from having spent time completing all the exercises.

Wendy Pabst and Brian Perrin
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CHAPTER 1 -AN INTRODUCTION TO MYOB BUSINESS PRO
MYOB Business Pro

MYOB, like other computerised accounting packages, is now in the “cloud” (online). It retains most of
the features of the desktop version of the software, and it is still menu driven. That means, the
program uses menus with options for activities and actions that can be selected using the mouse or
keyboard. Menus primarily consist of the traditional drop-down listings. In the cloud-based version of
MYOB, after you have completed the setup process a ‘dashboard’ will appear on the screen. This
dashboard is the starting point for all major functions within this version of MYOB. In this chapter you
will setup your MYOB File Master and then briefly examine the features within the program to become
familiar with the MYOB online environment.

Accessing and setting up MYOB

The MYOB software that we will be using throughout this textbook is available to you as a student free
of charge for six months if your tertiary institution is a MYOB subscriber. We begin the journey at the
following URL: www.myob.com/au/students/education-trial and the screen shown below (figure 1.1)
will be the first to appear.

Find success with
MYOB Business for students

ry FREE todsy

Build your accounting and business management
software know-how while studying

FIGURE 1.1 — MYOB Business for students

Click on the [Try FREE today] button. It does not matter if you are using your tertiary institution
computer, home computer, or a laptop as you will be able to access your data file from any location
you happen to be at. That is the advantage of the online version of the software.

At the next screen (figure 1.2) enter your student email address as shown. This will then display on
other entry screens.

| have deliberately removed my email address and the serial number from most screen shots where it
would normally appear, to avoid confusion. What you should see is your email address and serial
number.

CHAPTER 1 — AN INTRODUCTION TO MYOB BUSINESS PRO



myob

Start your FREE 6-month trial!

{mar

wendypabst® .

FIGURE 1.2 — Start your trial

Click on [Start your trial] to begin the setup, and the screen shown in figure 1.3 will appear. Complete
all the fields. The name of this business is ‘Carry On Camping’ and if you want to differentiate your
data file from those of other students, | suggest you include your student number in the same field as
the business name, e.g., Carry On Camping 12345678.

myob

Start your FREE 6-month trial!
Ema

wendy patrst@® —

Fast mame*

Lt name*

By e

Caery On Camping

FIGURE 1.3 - Your information
Click [Next: Set my password].

As part of the process of setting up your password, MYOB will let you know what should be included
to make your password strong.

Note: Some of the screenshots that follow may look a little different from those you see because
MYOB are continually updating the software.

CHAPTER 1 - AN INTRODUCTION TO MYOB BUSINESS PRO



Sign up to MYOB

Ema# adaress

Password &

Alrgady have an sccount?

FIGURE 1.4 - Sign up to MYOB

Click [Sign up] and the screen shown in figure 1.5 will appear.

myob
What happens next?

Loarn the ropes with the help of your own personalised
setup activites

FIGURE 1.5 — What happens next?

Click [Access your software now] once the colour has filled completely, and the screen shown in figure
1.6 will appear. This is where you start entering information applicable to this business. The
information to input is shown in the figure below, and in the ones that follow.

Company Information
ABN: 62 099 854 074

myob

.m Let's start with your ABN

Adding your Australian Business Number [ABN] heips us to customise your
software 1o your business. You'll 5ave time by having the right setup from the
start,

‘ Personalise ABN
62 009 854 074

Find your ABN o

(D ¥ you don't have an ABN you can add this in later

FIGURE 1.6 — ABN
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The ABN for this business is not a genuine Australian Business Number. The same applies for all ABNs
in this text and warning messages about that will often appear on windows. You can ignore them. To
learn more about ABNs go to the appendix.

Click [Next].

e This business is registered for GST. For more information on GST go to the appendix.

e The structure of this business is that of a sole trader. The most appropriate selection on the menu
available for this field is ‘Individual’.

e It is extremely important that you let MYOB know what type of business it is, because that
determines the Chart of Accounts that MYOB presents you with.

Ve

myob

‘m Business details
ABN

. 62 099 854 074

°' " Businass name *
Carry On Camping

Is this business registecsd for GST7* (D

O ves

Na
What type of business s this?™

Indivicual ~

L%

FIGURE 1.7 — Business details
Click [Next].

e The business buys and sells camping gear, the industry is classified as ‘retail’.

e Your role in this business is that of student.

e Answer ‘No’ to the question about employees. This business does have employees, but we will
not be covering payroll until a later chapter. In these early chapters payment of employees will
be kept simple.

myob

.uu Personalise your software
We'll set up your software 10 sult you.

What industry is this business in? *

Retad v

What's your role in this business? *
Accountant
Owner or employee
Bookkeepar
© Student or teacher ©
Does the business have employees?*
Yeos
One
Do you need 1o move dats from Xero, Quickbooks Desktop or Reckon?
Yas, | noad to move data 1o my MYOB software.

FIGURE 1.8 — Personalise your software
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Click [Finish set up].

Note: Select the ‘No’ radio button for the question about employees, for all exercises except payroll
and job costing.

MYOB Dashboard
You should now be at the Dashboard. We will take a brief look at what is available here. The top part
of the dashboard, shown in figure 1.9, will vary from time to time as MYOB update their software.

The next few figures are what | saw when | first logged in and | expect they are probably what you will
also see.

As the dashboard is large, we are going to check it out in two parts.

m DRMMOME T - INRCRAM < Wty - BMIGg - ACCOWNRg - Payil - CoRmMcHs +  RNDIIRG - T iwly ©® @ [ corvorcemyng

Good morning,
Carry On Camping

Whan s test M GG emarcer Wy . Mt

et youmr ummess up s nareng

I 2

Create your W3t inwoice Connext 10 your bark
-t

e 4 P ety o e e e L b

vt yrs -y aspenas Satiments m e ey

FIGURE 1.9 — Dashboard

Create your first invoice in minutes
A shortcut or alternative to using the menu bar at the top of the window.

Connect to your bank
This allows the business to receive daily bank feeds. We will not be using this feature.

Upload your bills and receipts

Here you can upload your bills and receipts from your computer, mobile app, or forward them straight
from your email to the ‘In tray’. We will not be using this feature.

Set up inventory management
Can be used as an alternative to Inventory on the menu bar to set up inventory items.
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Your business e
Income @ Expenses @ - Financial position ol -
$0x @ $0x 0 $00 @
last 6 months 1ast 6 months this financial year
$24x 24 $20n
S S 522 %
1 1% S5k
I - J I I‘. N
CHENENENCH TN, HENENTRTN .
Feb  Ma A My e M Fob M A My S M Jan 2022 i 2022 Dec 202
Lstyow @ Thayewr  Open mvoices Lastyewr @ Thayowr  Opwnbin income  « Expese | Net prodt
v
v v
Connect your bank GST
Get your bank and credit card
transactions sent straight to $0m®
your software. Automate more
of your admin tasks and get
roal-tima insights about your
cashfiow.
@ Connect your bank account

FIGURE 1.10 — Dashboard

This part of the dashboard provides useful insights into your business and how it is performing:

e Income with useful graphs comparing current figures with the previous year.

e Expenses with useful graphs comparing current figures with the previous year.
Financial position with useful graphs and quick access to the profit and loss report.
Connect your bank. This is about bank feeds which we will not be using.

e GST. This provides a current figure based on your reporting method.

We will come back to the various menus on the menu bar shortly, but before we do it is important to
finish setting up this business the way we want it to operate. Open the menu shown on the right of
the dashboard (under the name of the business). | will refer to this menu as the ‘main menu’ to avoid
confusion with other menus.

® & -cuVyOnc-unpingv
Busness settungs
Income allocation
Sales settings

Payroll settings
Purchases settngs
Report sattings

Users
Import and export data

My account
Switch business
ADD marketplace

L3

Q

Log out

Sariad no.

FIGURE 1.11 - Carry On Camping main menu
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At the bottom of this menu is your email address and serial number, but more importantly, this is
where you go to ‘Log out.” All the work you have done to that point is saved and when you are ready
to come back and do some more work you use this URL: https://app.myob.com/ enter your student
email address and password and the dashboard with the various businesses you have setup, will load.

Select Business settings by clicking on it. The changes you need to make in the top and bottom parts
of this screen are covered in figures 1.12 and 1.13.

Business details

Business name:
Trading name:

Automatically displayed.
Carry On Camping

ABN: Automatically displayed.

GST branch: Leave blank.

ACN: Leave blank (not applicable).

Client code: Leave blank unless you want to create a code.
Industry details

Business industry: Retail
Specific Industry code: Leave blank because the list of codes is very long.

Carry On Camping

Busnass oetals  GSTsetwngs Praferences

@ Cranges made here will nol De reflected in he bils you rcein Irom MYDB. To raview yOul BCCOUNT NG DIliNG Getals with MYOB, visit My Account

Business details
MYOR senal numbe: 817566000391
Busnews name* Carry On Camping
Trading name  Catry On Camgping
ABN 82000 854074
GST brancn numcer O
ACN
Chent code
Industry detalls

Business mdustry Retal

SECHC NGy COde v

A\ o8 us more about your Industry 10 help us
personakie your MYOE aperence. Browse or
$00(Ch by ANZSIC code. Specific industry
codes may change the Business industry.

FIGURE 1.12 — Business & Industry details

Contact details

Address:

Email:
Phone:
Fax:

Financial year
Current financial year:

1800 Albany Highway
Maddington WA 6109
carryonc@iinet.net.au
9459 1999
9459 1991

Use the current financial year where possible. For example, in this
exercise the year 2023 has been used as we will not be moving into
the next financial year and at the time of writing it was the current
financial year.
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Depending on when you work these exercises the year 2023, 2024 or
later may be more appropriate because your ‘system date’ fits best in
one of those years.
The software will not allow you to use a date beyond the current
financial year which is determined by your system date.

Last month in financial year:  June (most businesses in Australia use this as it is the end of the tax
year).

Opening balance date: May

Lock date

Leave blank. This is a useful feature if other people are also using this data file, as it stops them
changing entries prior to that date.

Carry On Camping
Contact detalls

Address 1800 Albany Highway
Maddmgion WA 6109

Fmal  camyonc@anet net au
Phone 9459 1999

Fax 2459990

Financlal year
Current financial yeur 2023 v
Start new financial yeor
Last month in financial year @ June v
Fancal Year 15wl 2022 10 30 Jun 2023

Cannot recont ransactions befose 1 May 2023
@ Cranging these dates can affect business
MHPOIING SO ACCOUN OPENInGg DAANCHL

Chack with an aavisor f you're unsure
Leatn more

Pravent changes prioe ta the lock date (O

Lock date | DOAMMYYY 9

el - |

FIGURE 1.13 — Contact details and financial year

Some of this information can be edited later, but the financial year and opening balance date cannot,
so make sure all this information is correct before you move on.

Click [Save].
Scroll back to the top of the screen and click on GST settings.

This business is registered for GST and reports to the Australian Taxation Office quarterly. Select the
radio buttons as shown in figure 1.14 if not already selected.
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[ Carry On Camping

Business detads  OST settngs  Proferences

GST settings

15 thes business regstered for GST? e

© ves

A\ 1 you raa previusly 581 up e then you wit
e 16 MARLASy UM e [aE COMS DN
oS Aams
Ledm more

feporting froquency  Menthy

© Cuarterty
Annually

FIGURE 1.14 — GST settings
Click [Save] and then click Preferences.

[Carry On Camping

Business detals  OST settngs  Prefesences

Email settings
Thess emad settings apgply 10 af emad seet 0n your Dehall Trom MYOR This Nckioes fwoices. QUOtes, remMLance a0wice and pay shps [payrol]
From name D | Caery On Camping
Repty-to emas sooress (D | comyonciinet.netau

e (IR
FIGURE 1.15 - Preferences

If you will be using email, these settings need to be checked. We will not be emailing anything;
therefore, they are optional.

Click [Save] and then [Cancel] to return to the dashboard and the main menu.

Next on the menu is Income allocation which we will not use for this business because it is a sole
trader. It only applies to companies, partnerships, or unit trusts. You will need to complete this in
some of the revision exercises.

Click Sales settings and select Services and items from the menu. This provides a much wider range
of options for this business.

[Sales settings

Layout  Templstes Paymants  Notes 1o Customed  EmaliGsfasnts Reminders  sinvoiong

Layout

Fiekt ycut  Services and tems v

FIGURE 1.16 — Sales settings
Click [Save] then Payments at the top of this window (figure 1.17).

This business gives most of its customers credit terms of net 30 days. Meaning they are expected to
pay within 30 days from the date of the invoice. Type 30 in ‘days after the issue date’ field.

Note the other options available on the menu for the payment field. Unfortunately, this software
does not allow us to set up terms on a customer or supplier card.

The invoice payment options would normally be setup, because in today’s business world most
payments are made electronically. As we are not able to use those options you can leave them
unselected.

CHAPTER 1 - AN INTRODUCTION TO MYOB BUSINESS PRO



|Sales settings

Layost  Temglates Papmants  Notes o customer Emall osfaults Ramindeis  slavoscing

Payment terms
So1 he DayTant tarma f0r your Bworces. This will apply 10 Nevw Customans onfy.
Payment is  Due in a number of days after the ksve date -

0 Oyt aTMr Iha itsue date

Invoico payment aptions

Setect the payment 0ptoNs you want 10 INCAIGe 0N YOur Sales IvOICe.

Direct deposit
[ Asow payments by sirect depost (D

Mai
Aow payments by mad ()

Onfline
B visa @9 @m (=) Gw)

Trs foatise 15 onvy availsble 10 subscrivers
Subecroe now [

Oring paymants slow your Customaens 10 Dary drect from
Thal emaded FWwocs - maaning you pet pasd faster and
MIETELS OVerOUR FIVICeS. LeerT more

FIGURE 1.17 — Payments

We will be using the default template for sales. You can check out the other options available for
sales, but we will not be using them. Click [Save].

Click Purchases settings and select Services and items from the layout menu. No other changes are
required for purchases. Click [Save].

Click Report settings. This business reports for accounting and GST purposes on the accrual basis. As
mentioned previously GST is reported quarterly. You can decide whether you want to see alerts for
outstanding exceptions.

Report settings =2

Bumrvess setiegn  User proferences

Accounting method
Sehect the Getaull sccounting method uied by e busiess

) Cash

® Ao
GST reporting method
Sebect the sccountng method you use 10 report GST
) Casty
® Accrue
Setect your G5 1 desrmg accoat
Acoum
Sebect the GST reporing freguuency #or the butavess
© Momtny
@ Quartery
) Arenaaby

Exception alerts
Choose how you would Mie 10 see slerts for outstanding evception

@ Show exceptions serms
D) Ve exceptions alerts

FIGURE 1.18 — Business report settings
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Select User preferences and make sure your selections are the same as those shown in figure 1.19. In
most cases we will use the defaults for all these exercises as customising reports and templates can
be very time consuming.

Report settings =a
Busness setiings  User prafessnces
Year-end adjustments
Sehect how you woukd Me year e sdastments Shown 0 youl reponts
® e
Lechude
Orvy s yoas e sdpamants
Duplay negative amounts

Sehect how you woskd M 10 Saphey regative values

@ = beackets (100
With & et won <100

Other preferences
St the detaslt sccounting method wed by the buseess

Actounts weth cero balarnces
@ Account sumbers
Currency symibol

B Cos

POF stykng

bt o detauit FOF ityte tempene to appiy

PDF sryte wempirre  Detaok

POF expornt
ChoOte the Gatiault Datrvowr for suporting » PO%

@ Open POF evport i 3 new tab
Downkoad POF 10 browsee

Report Pack template

Sedect 2 Ot 1oport pack Semplate 1o apply

epoet pack template  Management Repost

FIGURE 1.19 — User report settings

Click [Save] and then Users on the main menu.

At present you are the only user and have access to all parts of the MYOB data file. You can add other
users and limit what parts they are allowed to access e.g., you would not want all employees able to
access payroll information. When completing assessments, you will need to add your lecturer(s) by
clicking on [Create user] and adding them as ‘Administrator’ so that they can access your data file.
Figure 1.20 shows the information required when adding a user and deciding what they should have
access to. Leave blank for now.
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[Create user

Details

Nare®

flotes and pormessions®  AGmenisy ater
AcToumtant [Bool heeper
Sales
Puschanes
Payvon
Famng
Centacts

User Type  File User v

Manage uter accees via my MYOR (3

e [T
FIGURE 1.20 - Users

Switch business you will find very useful when you have added a few more businesses. This selection
takes you to a list of all the data files you have created, and you can open whichever you need to work
on.

Of these main menu items, Business settings, Income allocation, and Sales settings are the main ones
that must be setup. The others generally default to the options we will be using.

The MYOB computerised accounting system follows the structure of a manual accounting system very
closely in many respects. Transactions are classified into functional activities (such as receipts,
payments, sales, and purchases) like the manual system’s use of special journals. The use of a general
ledger with control accounts for subsidiary ledgers covering accounts receivable, accounts payable
and inventory is common to both the manual and MYOB systems. One difference is that MYOB posts
to ledger accounts directly from the entry screens and not from journals as in the manual system. A
brief overview of each of the menus shown in figure 1.21 is presented in the next section.

Menu bar

This is probably the thing you will use most. Figure 1.21 is a collage of the menus for sales, purchases,
inventory, banking, accounting, payroll, contacts, and reporting. Check out each of them.

m DEPeosd S = WA~ Wwemmcry «  Bnkng -~ ACOWSRQ ~  Payol = Comtacts -+ Repoming » Wty

- SE—— (e e ey [ e e—
w)e Quone CREIN DrCTne Ceder 1 Cmng o FROONOM 300 W R0t QUAar W pinarmid Ut empOyee Lreme <o Spoc

Tord e Recurvieg U aruacton Custom mptrn

e oders ra iy e e oy e
M s Lok b Lo bt bced

Create swes cooer TN resne e | Chart o pocowne: Lrewe ooy 0o
Cradde mmertiry stpatmest |

o ate Ay Propomm shtomc pryments | Marege baed scowne

Popert packs

..... Py e
P S N i i Mem PO iyt tergraten
Creane wwone L 00N money T soct;
bty Wt s oot
et e o py ot Smire ey MYOS Toam o

Bt o) b e tame gy rohamy Bratn ey Propae BAT o0 W3

RPN CRCTION DIyt
e rareg ¥y st ere

Whomee b ‘ [APRpR—
Woams Losens et Foees (0
LG 10U FayTeR Npartng

st L. o) Damas tors

FIGURE 1.21 — Menu bar

To the right on the menu bar there are two circles. The one with a + symbol in it is a shortcut to create
orders, invoices, spend money, etc. The one with the question mark in it provides access to help.

Sales

The main accounting functions provided are the recording of sales to customers and the receipt of
money from them.

e Quotes/Create Quotes: We will not be using these.
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e Sales orders: This option allows you to view a list of orders placed by customers that are either
open or have been completed.

e Create sales order: This is used to record orders from customers that the business is not currently
able to fill, or perhaps the customers does not require delivery until a later date.

e Invoices: This option allows you to view an overall picture of your sales activity for a given period.

e Create invoice: This is used to record invoices for the sale or return of goods and services using
an on-screen pro forma invoice. There are two different types of sales invoices pro forma:
o Services — used to record sales of services or non-inventory items.
o Services and items - used to record the sale of an item of inventory.

e Create invoice payment: This is used to record the receipt of money from customers. The receipt
is then applied against the invoice or invoices being paid.

e Recurring transactions: This can be used if you have invoices issued for the same service or item
on a regular basis. This will not be used in any of the exercises.

e Customer returns: Used to apply goods returned or credits given to customers against a sale. It is
also used to record a refund given to a customer.

e Items: Gives you quick access to the list of items you sell or services you provide.

e Customer statements: These should be sent to customers on a regular basis to remind them that
they owe the business money. We will not be using this feature.

Click on each of the options to view the screens for making data entries.

Recording credit sales in this manner equates to the sales journal used in the manual accounting
system. However, unlike the manual system, cash sales are also recorded through this menu, with the
cash received linked to the cash records maintained in the banking function. This option generates
the accounts receivable subsidiary ledger.

Purchases

The main functions provided are the recording of purchases from suppliers and payments made to

them.

e Purchase orders: This option allows you to view an overall picture of your purchase order activity.

e Create purchase order: This is used to record an order for the purchase of goods or services.

e Bills: This option allows you to view an overall picture of your purchase activity.

e Create bill: This is used to record bills for the purchases of goods or services and any returns or
allowances made against those purchases using an on-screen pro forma bill. There are two
different types of purchase bill pro forma:

o Services — used to record purchases of services or non-inventory items.
o Services and items - used to record the purchase of an item of inventory.

e Create supplier payment: This is used to record the payment of money to suppliers. The payment
is then applied against the bill or bills being paid.

e Remittance advice: A listing of remittance advices once payments are made to suppliers. We will
not be using this in any exercise.

e Recurring transactions: This can be used if you have bills issued for the same service or item on
a regular basis. It will not be used in any of the exercises.

e Supplierreturns: Used to apply goods returned or credits given to the business against a purchase.

e Items: Gives you quick access to the list of items you buy.

Once again, click on each of the options to view the screens that are used for data entry.

For credit purchases, this menu produces the equivalent of the purchases journal in the manual system
and generates the accounts payable subsidiary ledger. However, unlike the manual system, cash
purchases are also recorded through this menu with the cash paid linked to the cash records
maintained in banking. As with all other data entry areas, financial records are updated as data is
entered.
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Inventory

The main function of this menu is the management of inventory items that you buy, sell and inventory,

using a perpetual inventory system and average cost. Alternatively, it can used in a periodic inventory

system where you only buy and sell items. You can create inventory items for products, services,
direct labour hours, or activities. In this version of the software, we are limited to 10 items.

e Items: Allows you to view an overall picture of your inventory showing quantity on hand, current
value, selling price and tax.

e Create item: Allows you to create inventory items.

e Inventory transactions: A record of all transactions recorded for a given period.

e Create inventory adjustment: Used to adjust inventory numbers when goods are returned to
inventory but must be written off because they are unsaleable, or a stocktake has revealed some
items are missing. Also used to enter opening balances for items.

o Reorder low stock items: Provides a listing of items that reached or are below the minimum stock
level, allowing you to create a purchase order to restock.

This menu generates the inventory subsidiary ledger.

Banking

The main function of this menu is about money spent and money received and reconciling accounts.

Options that will not be used in any exercises are, bank rules, manage bank feeds, prepare electronic

payments and loans and finance.

e Bank transactions: Allows you to view and access all bank account transactions for any given
period. Connected to bank feeds which we will not be using.

e Reconcile accounts: This function allows you to reconcile the balance of your MYOB bank account
with the balance on your bank statement. Other accounts, such as the credit card, can also be
reconciled.

e Spend money: Use this function to record all payments (except payments to suppliers), which are
made from a bank (cheque) account, petty cash, or a credit card. Payments to suppliers are
recorded using the Purchases menu. The details of each payment are entered directly into a pro
forma for subsequent recording and posting to the appropriate ledger accounts.

e Receive money: Use this function to record receipts from sources other than customers. The latter
are recorded using the Sales menu. Details of deposits to the business’s bank account, petty cash
or credit card are entered onto a pro forma for subsequent recording and posting to the
appropriate ledger accounts.

o Transfer Money: Allows you to record a transfer of money between the business’ bank accounts.

e Recurring transactions: Very useful if you have regular payments for things like direct debits to or
from your bank account. We will not be using this in any exercise.

e Find transactions: Allows you to search and locate transactions in any of the source journals.

The recording of payments and receipts in this menu, when combined with the payments to suppliers

and receipts from customers, corresponds to the cash receipts and cash payments journals of the

manual accounting system.

Accounting

The menu provides access to the following functions.

e General journals: Provides access to a listing of debits and credits, all transactions recorded in all
modules during a specified timeframe, with the entries classified by the source journal, and a
search function named ‘Find and replace’.

e Create general journal: For the entry of double-sided general journal entries in an on-screen pro
forma general journal.

e Recurring transactions: Provides access to all types of recurring transactions that have been set
up. We will look at this but may not be able to set it up.

e Chart of accounts: Here you set up the chart of accounts, make additions, edit, or delete accounts.
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e Manage linked accounts: MYOB uses a series of linked accounts to assist it in posting transactions
to the correct account. You will come here to set up or change linked accounts for sales and
purchases.

e Jobs: This is where you create jobs as part of a job costing function to charge customers for jobs
performed on their behalf.

e Tax codes: Provides a list of all tax codes used by MYOB, the account they are linked to, and the
rates at which they are applied. See the appendix for more information on tax codes.

e Prepare BAS or IAS: Assists in the completion of the business’ Business Activity Statement (BAS).

Some of these options will not be used in this book.

Click on each of the flowchart options to view the entry screens.

Payroll

This menu provides a complete payroll system for the business, allowing you to keep track of historical

payroll details and helps you comply with reporting requirements, maintaining records covering

obligations to employees, the Australian Taxation Office, and other parties.

e Employees: A listing of your employees.

e Create employees: Here you create cards for each of your employees.

e Pay runs: A listing of all pay runs for a given period.

e Create pay run: This is used to create pays for employees for time worked, holidays, allowances,
and deductions.

e Payitems: Allows you to create, amend or delete various categories of wages, superannuation,
leave, deductions, expenses, and taxes used in payroll.

o Timesheets: Used to keep track of employee hours.

e Prepare electronic payments: MYOB provides for payments to be made by electronic transfer
using this menu option.

e Pay Superannuation: This is used to pay superannuation liabilities electronically.

e Single Touch Payroll reporting: All employers are now required to report pay runs electronically
to the Australian Taxation Office using this system. See the appendix for more information.

e MYOB Team: Quick access to MYOB for help.

Some of these options will not be used in these exercises.

Contacts

This menu constitutes the central database containing details on all customers, suppliers, and personal
contacts that can be accessed by all the other modules. New suppliers and customers can be set up
here, or as you process transactions. This option provides information that allows the business to
keep track of customers, suppliers and so on, and aids communication with them.

Reporting

This option allows the user to select a specific area of the reports function they wish to view, such as
sales or purchase reports. Favourite reports allow you to create a list of the reports you use the most.
Check out the range of reports available. We will not be creating any customised reports.

Exiting MYOB

To exit click on ‘Log out’ in the main menu. You do not need to save the file; all transactions are
automatically saved as you record them. Alternatively, if you are leaving this data file to open another
data file you can select ‘Switch business’ on the main menu.

If you wish to create a new data file, you must return to www.myob.com/au/students/education-trial.

CHAPTER 1 - AN INTRODUCTION TO MYOB BUSINESS PRO



CHAPTER 2 - ACCOUNTS (GENERAL LEDGER)

In this chapter you will learn how to enter general ledger opening balances. You will discover as you
work through the exercises that the objective of this book is not just to teach you how to use MYOB,
but to improve your accounting/bookkeeping skills at the same time and show you the similarities or
differences between the computerised accounting system and the manual accounting system.

Set-up the Chart of accounts

Add, Edit and Delete Accounts using the ‘Accounting’ menu

Click Chart of accounts on the ‘Accounting’ menu and then All accounts as shown in figure 2.1. Scroll
down the list, or alternatively check out each of the account types by clicking on each of the account
type names listed across the top. MYOB has provided a basic chart of accounts and rarely is it sufficient
for most businesses.

Accounts (ot accoumts £t hevkiod accounts Import chart of accounts _
Alscoounts  Asets  Lsbites Eguty ncome Costofssles Dpenses  Other ecome Ot espenies
wsrch
Show mactve Beret
Account rumber Accoumt name Account type Tax code Unded [ Curvent balarxce (5)
Assets Ascat Levell 000
19000 Corront Assets At Lowed 2 (T
1100 Bard Accomwnts At Lowel 3 000
110 Bark Account | Bara NT Linbed i d 000
11120 Bark Account 2 Bars NT Lewet 4 000
110 Undepostied Fends Account Barn N1 Lk Lewet 3 000
n hectronc Cmarng Account farn N1 Limted Lovel 3 000
1-1200 Accounts Rec —tie Account receve st N1 Lo - LT
11902 Yepouts 10 Supplen Ot Ourvent snset Nel Lha? ol 3 o
1.2%0 Property Mant A Equepenent A Lot 3 L)
12100 1 QuEmert Furritae & Vebaor o vt G5t ol d o
Uabdimes by Level 000
200w Curvent Lisbilities Lishiey Lowet 2 000
2100 Credit Conte Liatsbery Lowed ) L
2110 Cradt Card Cradt cand NT Lovel 4 000
21 Accourtts Payebie Accoumts payable Nt Linked Lot 3 00
un GST Labditars Lhat-bry Lewel 3 a0

FIGURE 2.1 - Chart of accounts

The numbering system used in MYOB consists of a one-digit primary number followed by four-digit
account number. For example, 1 = Asset, 2 = Liability, 3 = Equity, 4 = Income, 5 = Cost of Sales, 6 =
Expense, 8 = Other Income, and 9 = Other Expenses.

Note the four buttons at the top of the screen: [Edit accounts], [Edit linked accounts], [Import chart
of accounts] and [Create account]. We will not be importing a chart of accounts, but we will use the
other buttons.

Creating (adding) new accounts
Click the [Create account] button and a blank Account Information window will appear with the ®
Detail Account radio button selected. (See figure 2.2.)

Detail accounts are used when debits or credits are to be posted to them. Header account level
represents a summary level only and postings cannot be recorded against a header account. These
accounts are used mainly in the reporting process.

At the ‘Account Type’ field use the arrow alongside the field and select Bank from the menu.
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e The parent header is Bank Accounts.

e Inthe ‘Account Number’ field the account number 1-1121 is probably displayed and is acceptable.
e Inthe ‘Account Name’ field type Petty Cash/Cash on Hand.

The tax code for all accounts where GST does not apply is N-T (Not Reportable) and that is the
appropriate code to use for this account. Select it from the menu. To learn more about GST tax codes
refer to the appendix.

[ Create account

s 5T
(= wiohAM e WEG & WET
P e

INF gt Tanedd

Aok 20COUNt NERE 16 ingwt Tased Soles

empary tadey name | nesokdated LCT & GST

(})})3‘);).!-‘;;

| crrate ABA bark Siey for tha accous

]

S -

FIGURE 2.2 - Detail account

You can ignore the bottom part of this window. We will not be entering any bank account numbers
as we will not be using bank feeds, or electronic payments.

Click [Save] to return to the Chart of accounts. The new account you created, ‘1-1121 Petty Cash/Cash
on Hand’, should now be present in the list.

Follow the same procedures to create new accounts for the remainder of the detail accounts listed in
table 2.1. Remember to pay particular attention to the account type, parent header and the tax code
that should be used. A number of these accounts will also display a ‘Classification for statements of
cash flows’ accept the classification displayed as we will not be displaying cash flow reports.

The addition of a header account requires a slightly different approach in that you should always make
sure you tick the box so that there will be subtotals shown in your reports. See figure 2.3 for
assistance.

Account # Account Name Level Tax Account Type Parent Header
Code
1-1201 Less Prov'n for Doubtful Detail N-T Accounts receivable Current Assets
Debts
1-1300 Inventory Detail N-T Other current asset Current Assets
1-1310 Prepaid Insurance Detail N-T Other current asset Current Assets
1-2000 Non-Current Assets Header Asset Assets

TABLE 2.1 - Accounts to be added to the accounts list
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FIGURE 2.3 — Header account

Now create the accounts listed in table 2.2.

Account # Account Name Level Tax Account Type Parent Header
Code
1-2120 Accum. Depr. Furniture & Detail N-T Fixed asset Property, Plant &
Equipment Equipment
1-2200 Improvements Header Asset Non-Current
Assets
1-2210 Improvements At Cost Detail CAP Fixed asset Improvements
1-2220 Accum. Depr. Detail N-T Fixed asset Improvements
Improvements
1-2300 Motor Vehicles Header Asset Assets
1-2310 Motor Vehicles At Cost Detail CAP Fixed asset Motor Vehicles
1-2320 Accum. Depr. Motor Detail N-T Fixed asset Motor Vehicles
Vehicles
2-1360 Wages & Salaries Payable Detail N-T Other current Current Liabilities
liability
4-1500 Sales Sleeping Equipment Detail GST Income Income
4-1600 Sales Kitchen Equipment Detail GST Income Income
4-1700 Sales Other Detail GST Income Income
4-2100 Service Income Detail GST Income Income
4-2200 Freight Income Detail GST Income Income
4-2300 Discount Received Detail GST Income Income
5-1400 Cost of Sales Tents Detail GST Cost of sales Cost Of Sales
5-1500 Cost of Sales Sleeping Detail GST Cost of sales Cost Of Sales
Equipment
5-1600 Cost of Sales Kitchen Detail GST Cost of sales Cost Of Sales
Equipment
5-1700 Cost of Sales Other Detail GST Cost of sales Cost Of Sales
5-3000 Discount Allowed Detail GST Cost of sales Cost Of Sales
6-1250 Depreciation Expenses Detail N-T Expense Expenses
6-1300 Electricity Expenses Detail GST Expense Expenses
6-1500 Insurance Expenses Detail N-T Expense Expenses
6-4300 Rent Expense Detail GST Expense Expenses
6-4400 Staff Amenities Detail GST Expense Expenses

TABLE 2.2 — Accounts to be added to the chart of accounts
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Check the chart of accounts to confirm that all the new accounts have been created.

Editing existing accounts

Click [Edit Accounts] and change the name of account 1-1110 to Business Bank Account as shown in

figure 2.4. Then click [Save].

Edit Accounts

Account numbet Account name
Assets
1-1000 Current Assets
=100 Bank Accounts
AR Busness Bank Account

T

0105/2023

Account type Tax code Opening batance (33
Asset 0.00
Asset 000
Asset ono
Raoa v NT - 000

coce [N

Y

$0.00

Current balance (5)

0.00

000

0.00

000

FIGURE 2.4 - Edit an account

A faster alternative to that method is to click on the account name and make the changes at the screen
that appears. See figure 2.5. Then click [Save].

ACCOUNT CMeQory

Account dassdication
Account tpe *
Parwrdt hoades *

Account mursber
Account mame *
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Cempany adng name

® Detat accouns
O Header sccount

Asset
tare <
Rark Accomants

B LF

I Bunaness, kvwestroendt Account ]

L)

LA

) mactive nccount

[2) | comate ABA bank files for this sccoune (D

'Edit account
Linked account for Current balance
00

FIGURE 2.5 - Edit an account

Now edit the remainder of the acco

unts shown in table 2.3.

In some accounts it is a change of name, others an account number, tax code, or something else.
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Account # Account Name Level Tax Account Type Parent Header
Code
1-1110 Business Bank Account Detail N-T Bank Bank Accounts
1-1120 Business Investment Detail N-T Bank Bank Accounts
Account
1-2100 Furniture & Equipment Header Asset Non-Current Assets
1-2110 Furniture & Equipment At Detail CAP Fixed Asset Furniture &
Cost Equipment
2-1110 Visa Detail N-T Credit card Credit Cards
3-1000 Owner’s Capital Detail N-T Equity Equity
3-2000 Owner’s Drawings Detail N-T Equity Equity
4-1400 Sales Tents Detail GST Income Income
5-2000 Freight Costs Detail GST Cost of Sales Cost Of Sales
6-4280 Postage & Stationery Detail GST Expense Expenses

TABLE 2.3 — Accounts to be edited

Delete existing accounts

To delete the account 6-1470 Freight, Courier & Postage, click the account name in the account list
and then simply click the [Delete] button at the bottom left of the window that appears.

You will get a message telling you that it cannot be undone or recovered later. Click [Delete].

The account has now disappeared from the chart of accounts.

Now delete the other account listed in table 2.4.

Account # Account Name Level Tax Code Account Type
6-1470 Freight, Courier & Postage Detail GST Expense
6-1460 Merchant Fees Detail GST Expense

TABLE 2.4 — Accounts to be deleted

An alternative method is to tick the box alongside the account you want to delete. At the top of the
listing three buttons will appear. Use the [Delete accounts] button and the same warning message
will display. In most exercises you will not be required to delete accounts.

Linked accounts

Double-entry accounting and linked accounts

Itis important to remember that MYOB is a fully integrated double-entry system of accounting. MYOB
uses ‘linked accounts’ to achieve the double entry for transactions entered. For example, a simple
invoice involves postings to:

(1) the customer’s account in the subsidiary ledger.

(2) the Accounts Receivable control account in the general ledger.

(3) the sale to the appropriate sales income account.

(4) the GST to the GST account.

(5) the freight to the correct freight account (if applicable).

(6) the inventory subsidiary ledger is updated for the item sold.

(7) the Inventory control account in the general ledger.
All this is achieved from one simple screen with the aid of a series of linked accounts.

When a new data file is created for a business, MYOB automatically sets up a system of linked accounts
that establish the debit/credit links in the accounting system. This system can be amended to suit the
needs of a particular business and the account structure used. Changing linked accounts can be done
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either via Manage linked accounts on the ‘Accounting’ menu, or through the [Edit linked accounts]
button at the top of the chart of accounts screen.

Changing Linked Accounts

Click on either of those options and the window shown below will appear. No changes are required
for accounts & banking.

Linked accounts

Accounts 8 Banking  Seles  Pudhnes Payvoll

Equty srenunt for sument samungs 19000 Current e Praf/tl set)
Tquaty accunst for retasnesd samengs 3 8000 Prior Year Profie/f o)
Lauety sccomnt Sor hatoncsl tularong 39999 Hatoncal Balenang
Bank SCOUM 100 Meion payteents  1-1171 Elactron Osarng Account

Bank acrount for undeponted tunds 11170 Undeposted Funds Account

FIGURE 2.6 - Linked accounts

Click Sales and activate the ‘I charge freight on sales’ by ticking the box. You can then select account
4-2200 Freight Income using the arrow alongside the field.

Activate the ‘I give discounts for early payment’ and select account 5-3000 Discount Allowed. Your
screen should now look the same as figure 2.7.

Note: You cannot delete linked accounts. If you want to delete an account that is linked, you must
remove the linking first.

Linked accounts
Accounts B Banking  Seles  Puschases  Paysoll

Asset sccoumt for Waching recowables | 1000 Accounts Recowable

BNk SO0 1f Cumomner fecmts 11190 Butuneds Bank Account

@ | charge e on e

Income account tor freght 42200 Sreght income
1 rach depouts colected hom Qastomerns

© 1 v counts o1 early payment

Lxpenne or cost of sabes account for dnecounts 3-3000 Dcount Allowed

| MASS CRMGPs Br Li0e DayIard 21O BasN Qe

FIGURE 2.7 - Sales linked accounts

Sometimes the business receives a deposit from customers so you will need to activate the ‘I track
deposits collected from customers’ and add an account to the chart of accounts to link it to. This is
how you do it:

» Use the arrow alongside the field and click Create account at the top of the list that appears. The
window shown in figure 2.8 will then appear, and here you select the type of account you want to
add. In this case it is a liability as we have not delivered any goods to the customer yet.

» Scroll down the list and select account 2-1538 Customer Deposits as shown.
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Account type *
Lisbibity g

Recommended accounts
Q Search recommended

Sefect a recorsmended account from the kst 1o continue,

Actount mumber Account name Tax code

21534 Child Support Payable N-T -
. 2-1538 Cutromer Deposits N-T

2-1540 Credit Notes tssued N-T

2-1542 Gifi Youchers laued N-T I

2-1544 Income in Advance N-T

2.1548 Lay-ty Payments N-T

21352 Union Fees Payable N-T

+ dgTa Pk e P e

Don't see what you need? Create curtom sccount

FIGURE 2.8 — Create account to link to
Click [Save] then [Save] again at the Linked accounts window.

Click on Purchases. Activate all the options except the first and last ones. Note the linking MYOB has
used for purchases and change the linking as shown in figure 2.9.

Currently we are not able to utilise the first option. Click [Save].

Linked accounts

Aczounts B Banking  Salss  Pushuses Paproll

Lustslity sccount for backing peystles 21140 Aczourts Paysble

Bark acooumt for paywng b 11100 Susmens fark Accouet
(7] 1 cam recwssw meers wethout 2 suppher b

@ 1 pay et cm purchasen

Gxpenom of com of salkes sooount for freght | 5-2000 Frewge Costs

B ! track depouts pad 10 wipghern

Assat account for sppker depasts | 1-1962 Deponts fo Supghens

@ 1 take descoants hor earty payment

Experne (0r Contra) sccownt for ducounts  4-2300 Omcownt Recenved

1 pary charges for iate payment

FIGURE 2.9 — Purchases linked accounts

No changes are required to the linking for payroll.

General ledger opening balances

Entering general ledger opening balances

The business’ trial balance on 30 April 202_is set out in figure 2.10. These are the opening balance
figures you will be entering.
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Carry On Camping
Trial Balance as at 30 April 202_
Account No. Account Name Debit Credit

1-1110 Business Bank Account $33615
1-1120 Business Investment Account 5000
1-1121 Petty Cash/Cash on Hand 100
1-1200 Accounts Receivable 7 245
1-1201 Less Prov’n for Doubtful Debts $ 275
1-1300 Inventory 10700
1-1310 Prepaid Insurance 890
1-2110 Furniture & Equipment At Cost 8 400
1-2120 Accum. Depr. Furniture & Equipment 4410
1-2210 Improvements At Cost 5000
1-2220 Accum. Depr. Improvements 3830
1-2310 Motor Vehicles At Cost 16 900
1-2320 Accum. Depr. Motor Vehicles 11940
2-1110 Visa 1465
2-1140 Accounts Payable 5340
2-1212 GST 3610
2-1350 PAYG Withholding Payable 2635
2-1355 Superannuation Payable 477
2-1360 Wages & Salaries Payable 1003
3-1000 Owner’s Capital 52 495
3-2000 Owner’s Drawings 22 700
4-1400 Sales Tents 108 900
4-1500 Sales Sleeping Equipment 16 800
4-1600 Sales Kitchen Equipment 48 750
4-1700 Sales Other 59 780
4-2100 Service Income 3000
4-2200 Freight Income 1200
4-2300 Discount Received 300
5-1400 Cost of Sales Tents 38 400
5-1500 Cost of Sales Sleeping Equip 8160
5-1600 Cost of Sales Kitchen Equip 26 400
5-1700 Cost of Sales Other 28 800
5-2000 Freight Costs 550
5-3000 Discount Allowed 250
6-1110 Accounting & Bookkeeping 900
6-1120 Advertising & Marketing 4500
6-1160 Bank Fees & Charges 200
6-1250 Depreciation Expenses 3370
6-1300 Electricity Expenses 1775
6-1500 Insurance Expenses 4 450
6-1700 Motor Vehicle Expenses 4200
6-4100 Payroll - Wages & Salaries 53922
6-4200 Payroll - Superannuation 5123
6-4280 Postage & Stationery 370
6-4300 Rent Expense 30 000
6-4320 Repairs & Maintenance 1160
6-4400 Staff Amenities 210
6-4460 Telephone & Internet 2920

Total $326210 $326210

FIGURE 2.10 — Opening Balances

CHAPTER 2 — ACCOUNTS (GENERAL LEDGER)



At the Chart of accounts window, click [Edit accounts]. The Opening balance ($) column is where you
enter the opening balances for this business.

Note the red $0.00 ‘Remaining Balance’ figure at the top right. When all the balances have been
entered, that figure should be $0.00 again. If the amount showing is not zero, then check the figures
you have entered and correct the error(s).

To enter the opening balances, click the $0.00 in the Opening Balance column field for account 1-1110
Business Bank Account and type 33615 (see figure 2.11). Press [Tab] to move to the next account with
a balance to be entered, and so on until all the opening balances in figure 2.10 have been entered.
Press [Tab] again after you have entered the final figure.

Edit Accounts Cance! _|
Towws2023  $33615.00
ACCOUN Numbe! Account name ACCOuUNt type Tax coow Opening batance (5) Current Datance ($)
Assots Assot 0.00 0.00
1-%000 Current Assets Asset 000 Qo0
1-1oo Bank Accounts Asset oDo oo
LRLL Business Bank Account LY v NeT v A% 00 000
1o Busness irvestment Account Barw NY E 000

FIGURE 2.11 - Opening balance entry

MYOB knows that assets and expenses normally have debit balances, and that liability, equity and
income accounts normally have credit balances, so do not use a negative sign in front of the credit
balance figures.

The exception to this rule is when the balance you are about to enter, is ‘contra to the norm’ for that
account type. You must enter these figures with a negative sign in front of the amount, otherwise
MYOB will misinterpret them. Examples of accounts where this rule applies are — accumulated
depreciation, provision for doubtful debts, and drawings.

Edit Accounts e - | |
. 011’(15.)50?3 o $0 :3('
Account aumber Account name Account type Tax code Opening batance ($) Current batance ($)
Assets Asset 62.305.00 62,305.00
1+1000 Current Assets Assot 5127500 $7.275.00
1100 Bank Accounts. Assot 3871500 3500
= me Runness Rank Accownt Bana ™ N1 - 336¥5.00 Jiarvoo

FIGURE 2.12- Completed opening balances
Remember to click [Save] before you return to the dashboard.

That finalises the setting up of the general ledger accounts and the entry of the opening general ledger
balances.

Warning: On several occasions MYOB did some strange things when | was entering the opening
balances. If this happens to you, | suggest you re-enter all the balances as $0.00 and try again.
Sometimes logging out, logging back in, and then entering the figures again seems to fix the problem.
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Chart of Accounts

Check the Chart of Accounts

Check the chart of accounts and opening balances and if some of the balances are missing, or you have
a figure in the ‘Historical Balancing’ account, there is a mistake somewhere and you will have to go
back and re-enter all the balances, to make sure they are correct next time around.

The Historical Balancing account is used by MYOB to balance out opening balance figures that do not
balance. If you see a balance in this account you, and your tutor, will know that you did not balance
your opening balances. The chart of accounts should show a ‘Current Year Profit/(Loss)’ of $23,070.00.

Note: Make sure all the opening balances are present and correct before you start processing any
transactions.

Account Levels

These levels are used so that useful subtotals can be shown in reports. If you need to move an account
up or down a level, you can do this at the chart of accounts screen by clicking on the account you want
to move and using the edit window to change the account type and/or parent header.

Moving Accounts

You can move accounts around in the chart of accounts provided they are only being moved within
the same classification. For example, if we had not created the header account 1-2000 Non-Current
Assets, then the value for all the fixed assets would have added into the current assets total. We
would then have had to move several accounts for better reporting. To do this, if for example, you
were to tick Furniture & Equipment, the subaccounts would automatically be ticked as well. At the
top, three buttons will have appeared, and using the list for ‘Move to’ these accounts can be moved
to the correct classification.

Reports

Display Trial Balance

From the Reporting menu select Reports.
Click on Trial balance in the list of Business reports (see figure 2.13).

Reporting 60 tn POF styte sempletes

Fvowte mports.  Reports  Custom teports  Daceplions dadhboard  Repont packs

A Buses  Banking  Papol  Sales  Purchises  fvertory o Owlee vwoie paysents

- T . 24 Dot (utym? 10 spproval

Yahatl Cumpare boes terra and ates hom ceer 30 lerders

Burnens reporty

Budget manageenent Set w0 DuGets 10 Preciet and track your business parformance

Caume et A srapshot of the balances m your ssset. hubsity and oguity sccounts o ot & specied date

Teisd balarce Al pour accounts detst and creddt actity withen 2 wecfied date Lnge incudng year -to-date Balances *

Proft snd ko A summary Of £C0M sl enpaniies wilin 3 soeCTed date range. LOMpars 10 DudQet and Lt yeer's figuret.

FIGURE 2.13 — Select and customise a report

When the report appears, check out the [Report options] and remove the tick from ‘Show net profit
total’ as that is not usually required for a trial balance. No changes are required for the [Customise]
and [Compare periods] buttons. In the ‘As at’ fields select May as the month and 202_ as the year.
Scroll down and check that the totals agree.
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Click [Export] and select PDF. Accept the ‘Default’ style and click [Export].

The report shown in figure 2.14 is the PDF report modified so that it will fit on one page. What you
will see is a two-page report. Most reports in this textbook have been modified to fit on one page.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
May 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 0.00 33,615.00
1-1120 Business Investment Account 0.00 5,000.00
1-1121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 0.00 7,245.00
1-1201 Less Prov'n for Doubtful Debts 0.00 275.00
1-1300 Inventory 0.00 10,700.00
1-1310 Prepaid Insurance 0.00 890.00
1-2110 Furniture & Equipment At Cost 0.00 8,400.00
1-2120 Actum. Depr. Fumniture & Equipment 0.00 4,410.00
12210 Improvements At Cost 0.00 5,000.00
1-2220 Accum. Depr. Improvements 0.00 3,830.00
1-2310 Motor Vehicles At Cost 0.00 16,900.00
1-2320 Accum. Depr. Mator Vehicles 0.00 11,940.00
2-1110 Visa 0.00 1,465.00
2-1140 Accounts Payable 0.00 5,340.00
21212 GST 0.00 3,610.00
21350 PAYG Withholding Payable 0.00 2,635.00
2-1355 Superannuation Payable 0.00 477.00
2-1360 Wages & Salaries Payable 0.00 1,003.00
3-1000 Owner's Capital 0.00 52,495.00
3-2000 Owner's Drawings 0.00 22,700.00
4-1400 Sales Tents 0.00 108,900.00
4-1500 Sales Sleeping Equipment 0.00 16,800.00
4-1600 Sales Kitchen Equipment 0.00 48,750.00
4-1700 Sales Other 0.00 59,780.00
4-2100 Service Income 0.00 3,000.00
4-2200 Freight Income 0.00 1,200.00
4-2300 Discount Received 0.00 300.00
51400 Cost of Sales Tents 0.00 38,400.00
5-1500 Cost of Sales Sleeping Equipment 0.00 8,160.00
5-1600 Cost of Sales Kitchen Equipment 0.00 26,400.00
5-1700 Cost of Sales Other 0.00 28,800.00
5-2000 Freight Casts 0.00 550.00
5-3000 Discount Allowed 0.00 250.00
61110 Accounting & Bookkeeping 0.00 900.00
6-1120 Advertising & Marketing 0.00 4,500.00
61160 Bank Fees & Charges 0.00 200.00
6-1250 Depreciation Expenses 0.00 3,370.00
6-1300 Hectricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 0.00 4,450.00
6-1700 Motor Vehicle Expenses 0.00 4,200.00
64100 Payroll - Wages & Salaries 0.00 53,922.00
6-4200 Payroll- Superannuation 0.00 5,123.00
6-4280 Postage & Stationery 0.00 370.00
6-4300 Rent Expense 0.00 30,000.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 210.00
6-4460 Telephone & Internet 0.00 2,920.00
Grand total 0.00 0.00 326.210.00 326.210.00

FIGURE 2.14 - Trial Balance for May
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Close the tab on which the PDF report is displayed and back at the MYOB report window, either go
back to reports, to view another report, or return to the dashboard. There is no need to save the
report.

You can now log out.

Go to www.myob.com/au/students/education-trial to create a new file for the revision exercise.
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REVISION EXERCISE

The purpose of this exercise is to improve your knowledge on how to classify accounts and work with
account levels. The reports that you produce must look professional. Your tutor may request you
print your reports and hand them in.

When you access the software, after the initial creation of a new file at the URL shown on the previous
page, you should see a list of the businesses you have created. See figure 2.15. Select Creative Cards
Pty Ltd and continue with the setup.

My businesses

Bl oo oncampng
- Crmatsve Cards Pry Lad

FIGURE 2.15 - List of businesses

The most important things when setting up a new data file are:
o The type of business e.g., individual, company, partnership.
e Business settings — financial year and opening balance date.
e Chart of accounts — no need to delete accounts unless you want to.
e Sales settings and linked accounts.
e Income allocation if it is a partnership.

This is a small business that has a casual employee, but you will not be using the payroll module. They
buy and sell cards for various occasions such as birthday, baby, get well etc. and they use a periodic
inventory system.

Create a new data file

Company name: Creative Cards Pty Ltd

ABN: 22 629 770 354

Registered for GST: Yes (Reports quarterly)

Type of business: Company

Industry: Retail

Address: 17 Simpson Road
Adelaide SA 5000

Phone: 8294 3680

Current financial year: 202_

Last month of financial year:  June

Opening balance date: November

Chart of accounts

MYOB has created some accounts for you. They may or may not be suitable for this business,
therefore your task is to add, edit or delete accounts, check accounts are linked correctly, and enter
opening balances.
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Add accounts

Type Account No. | Account Name Level Tax Code
Other Current Asset 1-1350 Prepaid Expenses Detail N-T
Asset 1-2100 Office Equipment Header

Asset 1-2500 Motor Vehicles Header

Other Current Liability 2-1360 Wages & Salaries Payable Detail N-T
Income 4-1500 Discounts Received Detail GST
Cost of Sales 5-4000 Discounts Given Detail GST
Expense 6-1140 Bad Debts Detail GST
Other Income 8-2000 Profit on Sale of Asset Detail N-T

TABLE 2.5 — Add accounts

You must make sure the header accounts are working as they should, and detail accounts subtotal to

their header account(s).

Edit accounts
Old Number & Name New Number & Name Level Tax Code
1-1110 Business Bank Account #1 1-1110 BOQ Cheque Account Detail N-T
1-2100 Property, Plant & Equipment 1-2000 Property, Plant & Equipment Header
1-2110 Plant & Equipment 1-2110 Office Equipment @ Cost Detail CAP
1-2120 Accum. Depr. Plant & Equipment | 1-2120 Accum. Depr. Office Equipment Detail N-T
1-2510 Motor Vehicles 1-2510 Motor Vehicles @ Cost Detail CAP
3-1000 Owner’s Funds Introduced/ 3-1000 Share Capital Detail N-T
Personal Income
5-0100 Opening Stock/Inventory 5-1000 Opening Stock/Inventory Detail N-T
5-0200 Closing Stock/Inventory 5-3000 Closing Stock/Inventory Detail N-T
5-2340 Purchase Returns 5-2000 Purchases Detail GST

TABLE 2.6 — Edit accounts

Edit linked accounts

Link the discount accounts for sales and purchases to these accounts.

e 5-4000 Discounts Given for sales.

e 4-1500 Discounts Received for purchases.

Enter opening balances

The trial balance in figure 2.16 is taken from the manual accounting system the company has been

using up to the end of October.
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Trial balance report
Creative Cards Pty Ltd
17 Simpson Road
Adelaide SA 5000
Oct 202_

Account no Account name Debit ($) Credit ($) ‘
1-1110 BOQ Cheque Account 6,000.00

1-1200 Accounts Receivable 8,000.00

1-1300 Stock on hand 5,000.00

1-1350 Prepaid Expenses 2,000.00

1-2110 Office Equipment @ Cost 7,000.00

1-2120 Accum. Depr. Office Equipment 1,000.00
1-2510 Motor Vehicles @ Cost 5,000.00

1-2520 Accum. Depr Motor Vehicles 2,200.00
2-1140 Accounts Payable 4,000.00
2-1212 GST Balance 400.00
3-1000 Share Capital 100.00
3-8000 Retained Earnings 20,500.00
4-1400 Sales 20,000.00
4-1500 Discounts Received 100.00
5-1000 Opening Stock/Inventory 4,000.00

5-2000 Purchases 9,000.00

5-3000 Closing Stock/Inventory 5,000.00
5-4000 Discounts Given 200.00

6-1120 Advertising & Marketing 400.00

6-1160 Bank Fees 100.00

6-1550 Insurance 600.00

6-1700 Motor Vehicle Expenses 1,700.00

6-4100 Payroll - Wages & Salaries 4,000.00

6-4460 Telephone & Internet 300.00

Grand total 53,300.00 53,300.00

FIGURE 2.16 - Trial Balance as at 31/10/202_

This data file will be used in the revision exercise at the end of the next chapter.
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CHAPTER 3 - COMPLETION OF GENERAL LEDGER SETUP AND
GENERAL JOURNAL ENTRIES

In this chapter you will learn how to complete an initial bank reconciliation and to finalise the general
ledger setup of the data file created in the previous chapter. You will also learn how to record a variety
of general journal entries, including recurring entries. Before commencing the transactions in the next
chapter some time will be spent on helping you understand GST.

The structure of Carry On Camping business is that of a sole trader registered for GST. The owner,
James Brown, has been in business for several years. There are two employees, one full- time the
other part-time. The business offers prompt payment discounts to some customers and receives
discounts from some of their suppliers.

Open the Carry On Camping data file. This data file will be used for the main exercise in all chapters.

Initial Bank Reconciliation

When picking up opening balances for an existing business there is often a difference between the
bank balance showing in the computer records and the balance appearing on the bank statement.
The reason for this difference will be that there are cheques and/or deposits that have been recorded
by the business but have not yet been presented at the bank. The bank reconciliation shown below is
a manual one prepared by the owner.

Bank Reconciliation Statement (As at 30/04/202_)

CR balance as per bank statement $36,465
Add: Outstanding Deposit S 1,000
$37,465

Less: Outstanding Cheque
Cheque # 170 — Commercial Realty S 3,850
DR balance as per Business Bank Account 33,615

FIGURE 3.1 — Manual bank reconciliation

To record outstanding cheques and outstanding deposits in MYOB, without altering the MYOB bank
balance, use the following steps:

e Step 1: Enter Outstanding Cheques

e Step 2: Enter Outstanding Deposits

e Step 3: Enter Bank Statement details and reconcile.

Step 1: Enter outstanding cheques
Select the Banking menu and then select the Spend money option.

Bank account: 1-1110 Business Bank Account
Reference no: 170
Date: 1/05/202_

Note: Your opening balance month is May and you have been given a bank reconciliation dated 30
April. The date you must use for these entries is 1 May because MYOB will not let you enter
transactions with a date earlier than the start date of your opening balance month.

Contact (payee): Leave blank (No payee cards set up)
Description: Outstanding cheque
Account: 1-1110 (The N-T tax code is used because this is an outstanding cheque that

has already been recorded in the accounting records in a prior period)
Amount: 3850
Quantity: Leave blank.
Description: Commercial Realty
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Create spend money transaction

Back accoumt * Reference numbes* | 10

11910 Dusinens Bank Account
Date®
Contact (payes) Amaourts we @ Tas mdnwe

Tas estuve

Deacr oot of b anviacson

Outstanding cheque

Accoumt * (D Amount (5)*  Quantity Description oy Taw code *

19110 Smmens Bank Account v 25000 Commercut Reaty N1

Subtotal 3385000
Tax 000
Totsl  $3850.00

ey R —— |

FIGURE 3.2 - Enter outstanding cheque

Note: We will not be using the ‘Attachments’ section at the bottom of this window in any exercises.
Click [Record].

The ‘Find transactions’ window will appear. This function is handy when you are trying to locate a
transaction. If you change the dates to 1/05/202_to 31/05/202_ and select ‘All’ as the source journal,

the transaction you have just recorded will appear. If you click on ‘Find and replace’ you can make
changes to the transaction, if for example, you posted it to the wrong account.

Step 2: Enter outstanding deposits
Select the Receive money option on the Banking menu.

Bank account: 1-1110 Business Bank Account
Reference no: Accept default.

Date: 1/05/202_

Contact: Leave blank as there are no cards set up.
Description: Outstanding deposit

Account: 1-1110 (Use the N-T tax code)

Amount: 1000

Quantity: Leave blank.

Description: Cash

Create receive money transaction

Bark accoent *

Refesence mumber* | CROOOO0!
1110 Busness Bank Account
Date* o]
Contact lpayer) Amouers e @ Tas e
Las emtuine
Dvscrptin of ansaction
Outstandng depout
Account * ) Amount (3) *  Quantity Dwsaription ot Tax code *
11110 Busirmss Bark Account - 100000 Can - N1

Sebtowl  $1.000 00

Total  $1,000.00

Py P —

FIGURE 3.3 - Enter outstanding deposit
Click [Record].
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Step 3: Enter bank statement details and reconcile
Select the Reconcile accounts option on the Banking menu.

Account: 1-1110 Business Bank Account
(Select the account to be reconciled)
Statement Date: 1/05/202_

(The end date from the bank statement is 30/04/202_ but if you enter
that date the transactions will not display)

Closing Statement Balance: 36465.00
(The closing balance from the bank statement)

The normal procedure with an end of month bank reconciliation is to mark with a tick the items that
have been cleared by the bank (i.e., appear on the bank statement). The ‘unmarked items’ represent
the items that have not yet been cleared. With the initial bank reconciliation, the items you mark are
the opposite (or wrong side) of what should display as outstanding. Outstanding cheques should
appear as a withdrawal and outstanding deposits as a deposit; therefore, you mark withdrawals that
appear as deposits and deposits that appear as withdrawals. (See figure 3.4.)

Note: The ‘Out of Balance’ amount should be $0.00. If not, then you have made a mistake and unless
you find the mistake you will not be able to complete the bank reconciliation correctly.

Reconcile accounts Save progress -]
Accoum SAmement Cate * Clasing tunk staterment hatance (%) * 16.465.00
11110 Business Bank Account oes s+
Cam whated oming Balano $36.465.00
Date 08T reC oNOMO Nt
Out of bastance 10.00
@ Dute~ Keterncs Dewrription Withedrawal (3 2 Depasit (1) ¢

FIGURE 3.4 — Reconcile accounts

Click [Reconcile].

Reconcile accounts Sove progren -
Accourt Raterment dne * Closing bamk statwement lulance (3) * 16.464.00
11110 Busness Sank derount bid
Catculated dosing batance $36.465.00
Date tact reconcied 0105202 T Undo Outef = $0.00
Oute » Rotorence * Oescription Withdrawal (%) * Depost i$) »

FIGURE 3.5 — Reconciled accounts

Note: There is now displayed on the window, an ‘Undo’ symbol. If you made a mistake in the
reconciliation, use this to undo the reconciliation and do it again.

Click Dashboard.

General Journal Transactions

General Journal entries are entered via the ‘Accounting’ menu and the Create general journal option
and they are recorded in a similar manner to those prepared manually, the only difference being that
MYOB will work out the GST for you, if there is GST in the transaction, and post it to the appropriate
account.

CHAPTER 3 — COMPLETION OF GENERAL LEDGER SETUP AND GENERAL JOURNAL ENTRIES



This option is used to record transactions that cannot be recorded in one of the other MYOB modules.
Examples are, year or period-end adjustments, reversing entries and the purchase of assets that are
financed.

The following general journal entries are not in date order but are in this sequence to assist in
demonstrating a variety of general journal entries.

Reverse an accrued expense from the previous period

Accrued expenses are expenses that have been incurred, such as wages earned by employees, but not
yet paid. They are entered in the records for that business as part of the matching concept (matching
revenue with the expenses incurred to generate the revenue for that period).

1/05/202_ Reverse the Wages & Salaries Payable ($1,003) accrued in April 202_.

Select the Accounting menu and click Create general journal.

Date: 1/5/202_ [Tab]

Display in GST report as: There is no need to select either radio button as there is no GST in
this entry. MYOB will automatically select one for you.

Memo: Reverse wages accrued in April [Tab]

Reference no: (Accept default) [Tab]

Account: 2-1360 [Tab]

Tip: If you do not know the account number, but you know it is a liability, type 2 in the field and the
chart of accounts will appear, starting at accounts that begin with a 2, scroll down the list and select
the account you require by clicking on it, MYOB will then insert the account into the field for you.
Alternatively, you can start typing the name of the account and MYOB will display a short list of
appropriate accounts to select from.

Debit: 1003 [Tab]

Description: Reversal (these memos are optional, but useful if additional
information is likely to be required)

Tax code: N-T [Tab]

Account: 6-4100 [Tab]

Credit: 1003 [Tab]

Description: April wages [Tab]

Tax code: N-T [Tab]

Create general journal transaction

Date* eferencr number * | GIOO0O0Y

FOFY acgustment
Dwplay n G57 repom amoety #n @ T novave
Purchase Lar enchuve
® .-
Descnetion of Haneschon
Revanse wages aconat n Aped
Account * Dt (§) Creit (3] Ouantity Dwscription ot Tax code *

241360 Waget & Satases Payable 100300 Reverval Nl

G6-4100 Payvoll - Wages A Salves - 1.003.00 At wages v N1

Total debit  $1.001.00
Total cregnt  $1.001.00

T 30.00

Out of balance 10.00

ey [ ramp— e — |

FIGURE 3.6 — Reversal of an accrued expense
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Click the [Record and new] button and select ‘Record and create new’ from the menu. This will save
the entry and remain at the same transaction entry window ready for you to record the next general
journal entry.

Prepaid expense applicable for this period

Prepaid expenses are costs that have been paid, but not consumed in that accounting period, such as
rent paid in advance or the annual insurance premium. Therefore, under the matching concept they
must be allocated to subsequent periods and expensed as they are consumed.

Note: This journal entry is normally recorded at the end of the accounting period after all transactions
have been recorded for the month. We are recording the transaction in advance of other transactions
for the month.

| 31/05/202_ Insurance expense applicable for May is 5446.

This business uses the ‘asset method’ for recording prepayments. This means that they record the
expense as an asset when paid and then the portion consumed for the period is transferred to the
appropriate expense account at the end of the period. This journal entry is to record the portion of
prepaid insurance consumed for the period. There is no GST involved in the transaction as the GST
would have been accounted for when the annual premium was originally recorded.

Create general journal transaction

Reference number * G000
EOFY adpestrrent O

Digray in GT repont o * Arsouses e @ Tox inchawe

@ P lax enchme

Mom OF WAl

Inear ance orpeme apobestie or My

Account * Debit (%) Cradit (5)  Quantny Dewcription Job Tan code *
& 1500 Incurance §xponues 44620 NT

11310 Prepad insurance 800 Wt

Save aa recuming || Prodl fom mcuring Conent | wcors ant rew - | [ D

FIGURE 3.7 — Prepaid insurance applicable for this period

Click [Record and new] and ‘Record and create new’ on the menu.

Bad and Doubtful Debts
In accounting for bad debts, a business will choose one of two methods:

(2) Allowance Method
(2) Direct Write-off Method

With the allowance method an allowance is made and/or adjusted at the end of the accounting period

for the portion of outstanding accounts receivable accounts that are estimated to be uncollectible
(i.e., doubtful debts) and an adjusting entry is prepared. Throughout the year, as and when accounts
are determined to be bad, they are written off against the ‘Provision for Doubtful Debts’ account.

With the direct write-off method, no such allowance or provision is maintained and when a customer’s
account is determined to be uncollectible, the amount of the bad debt is charged to expense at the
time the account is determined to be uncollectible.
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This business uses the ‘Allowance Method’ to provide for and account for bad and doubtful debts. An
appropriate provision has been determined to be 2 per cent (2%) of the accounts receivable balance
at the end of each period, rounded to the nearest dollar (an alternative method is to base the
calculation on the GST exclusive accounts receivable balance).

1/05/202_ The Provision (allowance) for Doubtful Debts was not adjusted prior to the pickup of
opening balances for this business. Calculate and record the adjusting amount
required to bring the figure to 2% of the opening accounts receivable balance.

This is how you calculate the adjustment to the Provision for Doubtful Debts:

Opening Accounts Receivable Balance $7,245

Provision for Doubtful Debts $7,245 multiplied by 2% = $144.91 rounded to the
nearest dollar is $145.

The Provision for Doubtful Debts balance as of 30 April was $275; therefore, a decrease in the
provision of $130 is required. There is no GST involved in this transaction it is an internal adjusting
entry.

At present there is no ‘Bad Debts’ expense account in the chart of accounts for this business. You can
add a new account while recording the journal entry. Click on ‘Create account’ at the top of the chart
of accounts menu available for that field and select ‘Expense’ as the account type. A recommended
account list will display. Select 6-1150 Bad Debts and click [Save].

Back at the general journal window this account will appear in the account field. Complete the line as
shown in figure 3.8. Change the tax code for bad debts to N-T. You can only claim back or adjust the
GST when you actually write an amount off as a bad debt as opposed to providing for doubtful debts.

Create general journal transaction

Dyte® Peference namber *  GIO00000

EOFY acstment ©
Diaplay in G5T iwport = * Amonnts e @ Tax nchnae

@ Focrane s evousee

e

Description of ¥ smacteon

Adprtrwet 1o peoveson o doutthl debit

Actount * Dbt (1 Credit ()  Quantity Description Job Tax code *
11200 Less Pyow'n for Doutthsd Detes 15000 N

& 1150 Bad Debis . 130.00 v Ml

Total debt 315000

Total et $130.00

T 000

Out of balance  $0.00

— [T — o p——

FIGURE 3.8 — Decrease in the Provision for Doubtful Debts

Click [Record and new] and ‘Record and create new’ on the menu.

Asset acquisition and disposal

This transaction involves the purchase of a new motor vehicle and the sale (trade-in) of the old motor
vehicle, with the financing of this purchase by way of a business loan. This will require two separate
transactions to be recorded because the radio buttons at the top of the journal entry screen only allow
either a sale or a purchase to be recorded, not both in the same entry.
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1/05/202_ Purchased a new motor vehicle for $19,900 (including GST). The purchase was
financed by a $14,400 business loan from the bank which was paid directly to the
car dealer by the bank. The old vehicle was traded-in, and we received $5,500
(including GST) for it. The old vehicle originally cost $16,900 and accumulated
depreciation at the date of sale was $11,940.

Note: The tax code CAP is used for purchases of fixed assets and the tax code GST for the sale of fixed
assets, the reason being that capital purchases (acquisitions) were required to be reported separately
on the Business Activity Statement (BAS).

Step 1: Record the purchase of the new vehicle

Record the purchase as shown in figure 3.9, making sure that the ‘Tax Inclusive’ and ‘Purchase’ radio
buttons are selected.

Create general journal transaction

1OFY acptrnert (D
[ g
@ Pactase Lax enihruve
b
D et aon of 11 v e

PRI e MO0t vl

Account * Owtwt (%) Croedt (3] Quantity Dencr ipteon oty Tan codde *
12070 Motor Vetwcies At Cost 1990000

22U Munnons Lnan @900 00 "t

Tootal ekt 1990000
Totd cedit  $19.900.00

Tan 1L800.0%
Outof balance 5000
RURSI | [ ——— Concet || tocsns wnt oo~ [

FIGURE 3.9 - Purchase of new vehicle

Click [Record and new] and ‘Record and create new’ on the menu.

Step 2: Record the trade-in of the old vehicle

The sale and the transfer of the profit or loss on the sale could be recorded in the same journal entry,
but to make the process easier to follow we are going to record them as two separate transactions.

A new account could be set up to handle the disposal of the asset, but it is simpler to use the existing
asset account. Figure 3.10 shows the sale transaction. Note the position of the radio buttons and the
tax code for the sale of the vehicle. CAP is only used for acquisitions.

Create general journal transaction
s Fatorence number *  GAOOO00N
VOIY adpactment §)
Canpray wn G57 ropon as * Aavunts 2o @ Tas nOusiee
» Pore Tan motturere
@
Cownpton o vanacnen
Trode wm of 4 wtnche
Account * Dot (%) Crodiit (1) Ouantity O niprtacm. ol Tax code *
2 VS Buness Loon 50000 "
V310 Motor Vetwoies At Cost 50000 o
Tots debit  §3.50000
Totd crediit  $5.500.00
T $500 00
Owt of balance $0.00
|
Sove st recuing || Pret from reausring Conct || Mocwes sut mow -|

FIGURE 3.10 - Trade-in of old vehicle
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Click [Record and new] and ‘Record and create new’ on the menu.

Step 3: Transfer the profit or loss on sale

The purpose of this entry is to remove the remaining balance of the original cost of the old vehicle
(516,900 minus the GST exclusive amount received for the trade-in $5,000) and the accumulated
depreciation on the old vehicle ($11,940), from their respective accounts. No depreciation to the date
of sale is required because the vehicle was sold at the start of the month and depreciation had been
recorded up to then. The difference between the two figures is the profit or loss on the sale.

With this entry is does not matter which radio buttons are selected, because all the tax codes used
are N-T meaning that there is no GST involved in the journal entry. This is an internal adjusting journal
entry (an adjustment to the accounting records of this business, there are no external parties involved
in this transaction) and therefore GST does not apply.

Normally, the account we would create to record the profit, would be an ‘Other income’ type account,
but we cannot create ‘other income’ or ‘other expenses’ type accounts, due to the business structure
being that of a sole trader and obviously MYOB does not think sole traders need those types of
accounts. We are therefore going to create an income type account instead. You can do this while
you are recording the journal entry. Create account 4-5000 Profit on sale of asset with a tax code of
N-T.

If the business had received cash for the trade-in or paid cash for the new vehicle, then one or both
previous entries would have been recorded in the Banking module instead of the general journal.
Create general journal transaction

Faterence number * G000
TONY acpatersent O

Dingiany ey CNY pompuset o * Arrcnnts we @ las mervone

@ Parchase las enchamrve
L -
v Crent en Lake Of CAS MOO! veteO
Aczount * Owtwt (%) Credt (3] Quantity Oexription Jod Tax code *
1:2320 Accum. Depr. Mokor Vehicies 11954000 N1

12310 Motor Vemwcies A Com 11,9000 'R}

45000 Pyod on sebe of sved 4000 N1

Total dotit  $1L940.00
Totel creelt  STL9N0.00

Tan 000
Out of balance $0.00
|
S sion i e e et e - | (D

FIGURE 3.11 - Transfer the profit on the sale of the vehicle

Click [Record and new] and ‘Record and create new’ on the menu.

Depreciation

Depreciation is a journal entry that is recorded at frequent intervals, usually at the end of each month,
and therefore it is one that can be set up for the current month and then saved as a recurring journal
entry to speed processing of this entry each month.

31/5/202_ Depreciation for the month —

e Motor vehicles are depreciated at 25% pa using the diminishing value (reducing balance)
method.

e Furniture & Equipment is depreciated at 15% pa using the prime cost (fixed instalment or
straight line) method.

e Improvements are amortised (depreciated) over the life of the lease which has 10 months left
before renewal.
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Note: Depreciation methods:

Diminishing Value (reducing balance) calculations are based on the written down value of the asset
(original cost less accumulated depreciation).

Prime Cost (straight line) calculations are based on the original cost of the asset.

This is how you calculate the depreciation and amortisation:

e Motor Vehicle Depreciation -
The original cost of the new vehicle is $18,090.91 (519,900 less GST) [as this is a new vehicle there
is no accumulated depreciation on the vehicle] x 25% / 12 months = $376.89 per month.
e  Furniture & Equipment Depreciation -
The original cost of furniture & equipment is $8,400 x 15% / 12 months = $105.00 per month.
e Improvements Depreciation —
The balance to be amortised (depreciated) is $5,000 - $3,830 = $1,170 / 10 = $117.00 per month.

Enter the journal entry in the normal manner (see figure 3.12), but before you record the entry you
must save it as recurring.

Create general journal transaction

Date* Refusence mumber *  GRIODDDT

FORY adpastment (O

Displey i GST report as * Amcunts uv @ Tau mchuive
@ vartas
Sale

Tan exchime

Decrptean of 1 srex e

Daprecation for the month

Account * Oebit (5) CrecM (3] Quantity  Description »ob Tas code *
5-1250 Dprecstion Lpurses .09 [
12120 Accum. Depr. Furmiurs & Equipment 10500 [
1 2220 Accum. Depr lenpeovessents " Nt
"

1.2920 Accum Depr. Motor Veuckes - e

Totsl deba  SS900%

Total cradit  SS00L8

T $000

Out of balence  $0.00

E— J— e ——

FIGURE 3.12 - Depreciation for the month

The instructions that follow are to show you how to record a recurring entry, but unfortunately it may
not work for us, but we will see.

To save the entry as a recurring one click [Save as Recurring] at the bottom left of the window. The
window shown in figure 3.13 will then appear. The depreciation is to be recorded at the end of each
month from now on, so make the following selections.

Schedule name: Monthly Depreciation
Frequency: Monthly
Starting: 30/06/202_

®© Continue indefinitely.
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Create recurring transaction X
Schedule name *
Monthly Depreciation

Frequency *
Monthly

«

Starting *

@ Continuing indefinitely
Continuing until this date
Perform this number of imes

s | D

FIGURE 3.13 - Recurring Template
Click [Save].

If your starting date year is earlier than your computer system date MYOB will not let you save it as a
recurring transaction and you will unfortunately have to manually record the transaction each month.
If it did not work for you (you got an error message) do not be disappointed, you can record the entry
manually in June. At least you learned how to setup a recurring transaction.

Back at the Journal entry window click [Record]. Then return to the Dashboard.

Understanding GST

The appendix contains an overview of the history of Goods & Services Tax (GST), how it is applied, and
the various tax codes that are used. The purpose of this section is to cover in some detail how MYOB
records GST and how you need to tell MYOB what you want it to do. It is a great program, but it does
need your assistance at times.

In the journal entries you have just completed, you should have noticed that there were times when
you needed to include a tax code other than N-T, and when you needed to make sure that the Tax
Inclusive radio button was selected, and other times when you did not. Here are some broad
guidelines to help you understand GST:

o GST at the rate of 10% applies to the provision of goods or services within Australia, with some
exceptions. It does not apply when goods are exported from Australia.

o If the transaction involves parties external to the business, then the transaction will probably
include GST, such as in the transaction involving the purchase of the new motor vehicle.

o If the transaction is simply transferring an amount from one account to another, such as in the
transfer of prepaid insurance, then that is an internal transaction and GST does not apply.

o Any transaction that involves the payment of wages or salaries to employees, or the payment of
superannuation or other benefits on their behalf, is excluded from the Goods & Services Tax.

o The terminologies ‘inclusive’ and ‘exclusive’ are ones that you need to understand. Inclusive
means that the figure shown includes GST. Exclusive means that the figure shown does not
include GST and GST is to be added to it. In both cases the total value of the invoice will be the
same; it is simply letting you and MYOB know how to record the transaction.

To demonstrate the reasons for the tax code and the radio buttons the next series of figures using the

transaction below, will show what happens when one or both are missing.

Note: These transactions are for demonstration purposes only — DO NOT record any of them in the
Carry On Camping data file.
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On January 7, the business purchased some stationery from Officeworks. The cost was $172.50
including GST, and this was paid for with cheque #188.

Create spend money transaction
Bank accows * Beforence number * 103
1110 Busewss Bark Account
Daste® | 07/012023 a
Contact (Dayest Ameseny e m
O Tawdue
epont 10 ATO wia TPAS
Desengrmn of traniscen
Offcrworka
Account * ) Amount (5)* Guantity  Description P Tax code *
S50 Postage & Stasenery v 17250 Stationery (1) -

Sebtots  $T7250
e ——
T 3000
Totdl  STLW0

—— T e p——

FIGURE 3.14 - Tax inclusive and incorrect tax code

No tax is shown because although you have selected the radio button to tell MYOB that the transaction
includes GST, the tax code used tells MYOB otherwise.

Create spend money transaction

Bark account * Befetence number * | 108

19110 Bunness Rank Account
Date* | 07012021 "

Contact (paywe) Amounty oo Tas wiiime
~ @ mene )
— o
£ 30 ATO vea TPAR
Dwecrpton of tanucren

Offcmaorks

Account * O Amount (53¢ Quantny Doscription oty Tox code *
64200 Fostage & Satonery e Saticrery { G5 )
Subtotd  $W250
C . 025
e
Totsl  S1.TS
pre— —re— e |

FIGURE 3.15 — Radio button says tax exclusive

Tax code is correct, and tax is shown in the total amount, but the transaction said the amount of
$172.50 was tax inclusive. By selecting the tax exclusive radio button, you are telling MYOB to add
GST to the amount.
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Create spend money transaction

Db account *
11110 Business Bark Accound

Contact (payes)

Accmant * Amount (3 ¢ Quantity Tan code *

& 4290 Poctage & Ratenery - 7250

Description

Searonery { G -

~——

Subtotal  $1T250
T T 568
ot 317250

Save m recwrrng  Freldl Wom reownng

FIGURE 3.16 — Correct radio button and tax code

The correct amount of GST is included in the transaction because you have selected the correct radio
button and included a tax code that tells MYOB that the transaction figure of $172.50 includes GST.

This demonstrates the importance of the tax code, and although most of the expense accounts in this
software do have a tax code, you should always check the tax code field before recording the
transaction to make sure it is the correct tax code. Selecting either radio button without changing the
tax code from N-T to GST will not achieve the desired result.

Reports

Profit and loss
Click Reporting on the Menu bar and then select Reports on the menu.

Select Business and then Profit and loss by clicking on the report name.

Date range: 1/05/202_to0 31/05/202_
Breakdown: Total

Accounting method:  Accrual

Compare to: Do not select any of the options.

Account levels:

Level 1

Click the refresh icon if the report has not automatically refreshed itself. The ‘Reset’ is also useful.

This is the minimum level of reporting, and as you can see very little information is displayed.

Profit and loss report

Datr tange Date from brestdown  Accounting encthod Compane 13

Liatom o 1 ot ot @ Acous Your 1o dote () Lant yosw N Sale aradps

1 May 2023 to 31 May 2023 C fwves

Net Profit

Total

$234.770.00

$102.560 00

$136.2%0.00

s

2210

FIGURE 3.17 — Profit and loss report — Level 1
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Check out the ‘Report options’ the ‘Graph symbol’ (the line with the squiggle on it) and the [Export]
button.

Exported to PDF and using the default, you will get the report shown in figure 3.18.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Profit and loss report
Accrual mode
01 May 2023 - 31 May 2023
Total
40000 Income 238,770.00
5-0000 Cost OF Sales 102,560.00
Gross Profit 136,210.00
60000 Expenses 113,011.89
Operating Profit 23,198.11
Neat Profit 23,198.11

FIGURE 3.18 — Profit & loss report — Level 1

Balance Sheet

Click Back to reports and select Balance sheet.

Filter the report to show the report as of 31/05/202_, on the Accrual basis and as a Level 4 report.

Note: If your balance sheet report does not include all the indentations and subtotals as shown below,
then you need to go back to your chart of accounts and move accounts up or down or tick the box to
tell the header account to generate a subtotal when reporting.

The report displayed in figure 3.19 is the PDF report modified to display as one page instead of two.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Balance sheet report
Accrual mode
31 May 2023
Total
1-0000 Assets
1-1000 Current Assets
1-1100 Bank Accounts
1-1110 Business Bank Account 33,615.00
1-1120 Business Investment Account 5,000.00
1-1121 Petty Cash/Cash on Hand 100.00
Total Bank Accounts 38,715.00
1-1200 Accounts Receivable 7,245.00
1-1201 Less Prov'n for Doubtful Debts (145.00)
1-1300 Inventory 10,700.00
1-1310 Prepaid Insurance 44400
Total Current Assets 56,959.00
1-2000 Non Current Assets
1-2100 Furniture & Equipment
1-2110 Furniture & Equipment At Cost 2400.00
1-2120 Accum. Depr. Furniture & Equipment (4,515.00)
Total Furniture & Equipment 3,835.00
1-2200 Improvements
1-2210 Improvements At Cost 5,000.00
1-2220 Accum. Depr. Improvements (3.947.00)
Total Improvements 1,053.00
1-2300 Motor Vehicles
1-2310 Motar Vehicles At Cost 18,090.91
1-2320 Accum. Depr. Motor Vehides (376.89)
Tatal Motor Vehicles 17,714.02
Total Non Current Assets 22.652.02
Total Assets 79,611.02
2-0000 Liabilities
2-0010 Current Liabilities
2-1100 Credit Cards
2-1110Visa 1,465.00
Total Credit Cards 1,465.00
2-1140 Accounts Payable 5,340.00
2-1211 GST Liabilities
2-1212GST 2,300.91
Total GST Liabilities 230091
2-1350 PAYG Withholding Payable 2,635.00
2-1355 Superannuation Payable 477.00
Total Current Liabilities 12217.91
2-2000 Non Current Liabilities
2-2105 Business Loan 14,400.00
Total Non Current Liabilities 14,400.00
Total Liabilities 26,617.91
Net Assets 52993.11
3-0000 Equity
3-1000 Owner's Capital 52,495.00
3-2000 Owner's Drawings {22,700.00)
3-9000 Current Year Profit{Loss) 2319811
Total Equity 52993.11

FIGURE 3.19 — Balance Sheet — Level 4
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The report levels feature allows you to produce reports that range from the minimum amount of detail
(level 1) to the greatest amount of detail (level 4).

Trial Balance
Click Back to reports and then select Trial Balance. Filter the report to show as at May 202_.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
May JUd8
1ane s Bart Accowrt L™ nersse
L1 LY w000 00
nn ey (P o b () 10000
1-1200 At onares R eavalle 2 T2e500
120 Lot Prown o Ouaibetul Detes 1o re5.00
100 ey B Q. 700 00
e Pregaed o ww e e e
2% Sarstnre & (@upereny AL Comt m aw
-ne Acurm Owgr Samese & (Qapere "5 00 451500
-zne g ey Az (ot EEs o
20 Acziem ey wmgr owveeeses "nree AN 00
-2ne Mhctow Vet A Cont Lsam TR0
e Acziem Owgr Wotor Vetwcies "nssan e ]
20 Ve aac 1w o0
21 e e ad aac b
22 asy Lnoe 200
2080 PATC W g Fepetie EES e o0
298 Cager et Pyt 3 a7 80
2 1m0 W A s P oyt 100300 Caan
20 By oy 14400 00 14,400 0O
o O s Cantsd o SLevico
3 2000 O 3 O smnrgs. B 22,700 0O
4 S Teres o0 10 %00 00
41500 R i L SEE el 2 Sl oo
4 St W e ( Qg o -7
4 Cesies Ot 2x R e L]
LAl ) Servace e a0 O O
& x00 R e aoo 1.200.00
& 2W0 Oz s B wsved o WA OO
4 Profit o waie of et o & oo
e Cont of Sabes Teres R X
=100 Cons of s Sae=irg {Qugprm=—e %00 awooe
10 ot of gy Wtz tms { Qugw—mre B S A OC
10 Cont of Saes O s 28800 00
& 2000 Fremgre Comts Qoo 000
5 W00 Dt cmane A mreed awm oo
e L o 1 oo %00 00
e Adermng & Martetrg am A %00 00
e s e 13000 7o
-1 B Fees & Ovarges QMo 200
-1 Owpwreamon | spmrnes R il Lma
100 Uhexczr oty Eagmewrias. 3 LI
100 e g § wpe— R A O
LAl ] Mhiror Vermie | apmrnas e LR = =
Lo Payroll - Wages & Selares * 003 00 S2te 00
oo Pyl e g arveason oo St
o Potmgs A merwey CT™ Pooo
L et (gmrne om X0 0C aC
—ane gy & Misresarcs ow Lvas
a0 2 Ay o o
B Teteptore & Faer cwe am 203
Grand total Waanee 16.241.00 12% ¥ 80 126 996 80
Neot profc oan e

FIGURE 3.20 — Carry On Camping Trial Balance for May
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General Journal Transaction Report

Click Back to reports and select Journal entries.

Filter the report to be dated from 1/05/202_ to 31/05/202_

On the menu available for [Transaction type] remove all the ticks and then select General journal.
Click [Apply] and then ‘Expand all’. Scroll down and check your entries against those shown in figure
3.21.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Journal entries report
01 May 2023 - 31 May 2023
Transactiontype lssue date Description Debit ($) Credit ($)
General journal 01/05/2023 Reverse wages accrued in April
Refno b A name Debit ($) Credit ($)
GJO00001 21360 Wages & Salaries Payable 1,003.00
GJ000001 6-4100 Payroll - Wages & Salaries 1,003.00
Total amount 1,003.00 1,003.00
General journal  01/05/2023 Adj to pr for | debts
Refno b A name Debit ($) Credit ($)
GJ000003 11201 Less Prov'n for Doubtful Debts 130.00
GJ000003 61150 Bad Debts 130.00
Total amount 130.00 130.00
General journal  01/05/2023 Purchase new motor vehicl
Refno A name Debit {$) Credit ($)
GJO0D004 1-2310 Motor Vehicles At Cost 18,090.91
GJ000004 22105 Business Loan 19,900.00
GJO0D004 21212 GST 1,809.09
Total amount 19,900.00 19,900.00
General journal 01/05/2023 Trade-in of old mator vehicle
Refno A name Debit {$) Credit ($)
GJOo000S 2-2105 Business Loan 5,500.00
GJ00000S 12310 Motor Vehicles At Cost 5,000.00
GJoo000S 21212 GST 500.00
Tatal amount 5,500.00 5,500.00
General journal 01/05/2023 Transfer profit on sale of old motor vehicle
Refno b A name Debit ($) Credit ($)
GJ00000s 1-2320 Accum. Depr. Motor Vehides 11,940.00
GJ000006 1-2310 Motor Vehicles At Cost 11,900.00
GJ000006 4-5000 Profit on sale of asset 40.00
Total amount 11,940.00 11,940.00
Generaljournal  31/05/2023 e exp pplicable for May
Refno b name Debit {$) Credit ($)
GJ00D002 6-1500 Insurance Expenses 446.00
GJ000002 11310 Prepaid Insurance 446.00
Total amount 446.00 446.00
General journal  31/05/2023 Depreciation for the month
Refno Account number  Account name Debit ($) Credit ($)
GJ000007 61250 Deprediation Expenses 598.89
GJ000007 1-2120 Accum. Depr. Furniture & Equipment 105.00
G}J000007 1:2220 Accum. Depr. Improvements 117.00
GJ000007 1-2320 Accum. Depr. Mator Vehides 376.89
Total amount 598.89 598.89

FIGURE 3.21 - General Journal Entries
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You may be required to display, print, or export a report on all journal entries. To do that you use the
same procedure as detailed above, but this time you tick the ‘Transaction type’ box, as shown in figure
3.22, and all the transaction types will be selected for you. If you scroll down, you will see that there
are lots of them.

Select transaction types x
Search
a
Al t1anaction types welected
B Transaction type Source journsl
@ General journal Genaral purnal -
@ Spend money Cash payments
@ Recerve money Cash receipts
& invoice Sates journal
@ o Purchase jourmal
@ Recerve tem Purchase
8 Buid tem Inventory
@ inventory joumal irverory journal
@ inwoice payment Cash recept
8 Poy refund Cash paymaent
(8 Customer setum applied Sale -
=N

FIGURE 3.22 - Transaction Journals — All transaction types
Click [Apply].

Note: You will be using this Carry On Camping data file throughout the remainder of the chapters,
updating and building on to it in each chapter. Make sure you have completed each chapter and that
your reports are correct, before continuing to the next chapter as the dates in each chapter range
from the beginning to the end of the month and fit between previously recorded transactions.
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REVISION EXERCISE

Use the data file you created for Creative Cards Pty Ltd for the revision exercise for chapter 2.

Transactions for November 202_

30/11/202_

30/11/202_

Calculate and record depreciation for the period 1/07/202_ to 30/11/202_, rounded
to the nearest dollar (50c round up), using the following methods:

=  Office Equipment — 15% prime cost (straight line) per annum.

=  Motor Vehicle (old vehicle to date of sale) — 25% diminishing value (reducing

balance) per annum.

The proprietors used the old vehicle which originally cost $5,000, as a trade-in on a
new vehicle. The new vehicle cost $27,995, and the trade-in value was $3,995 (both
figures include GST). The bank provided finance by way of a business loan ($24,000)
and this was paid directly into the bank account of the motor vehicle dealership.

Note: When you go to create an account to post the profit to, MYOB will display a list of accounts to
select from. Select account number 8-1040 Profit/(Loss) on sale of assets. Because the structure of
this business is that of a company you can setup other income and other expense type accounts.

30/11/202_  Prepaid expenses applicable for the month are:
= Advertising & Marketing - $120
= |nsurance - $175
30/11/202_  Wages to be accrued for November are $1,000.
Creative Cards Pty Lid
17 Simpson Road
Adelaide SA 5000
8294 3680
Trial balance report
Now 2002
Az ot o i Dedet ($) Cresn (9) YTO Dedix () YTD Cresin (5)
L0 BOQ regame Accousre =) o
11200 A trar ey e et EXe -] LT
L0 ek on et aw 000 00
AR S ") gt e g—— i o0 oL 00
e Ofe s §cpageent @ (o2 2 7 oo o
120 Actaem Dugy Offce [ qugeers am o0 140, 00
1.25% Mioeow Verwies @ (ont 20.4% 00 5450 00
.40 Actm Dege Motor Vetscies 2,200 0O F- )
21 Acimarey Papatie EE 4o oo
2012 GAY Bakar<e 2 e
2 1m0 Woages A s Papatae 1.000.00 1000 00
22008 Btirest Lawn @1 24,000 00 24,000 00
31000 e Capiad oo 100 0O
Rl S (arrwgs EES IO o0
4 ranc et 200 20 00C 00
41500 Omiconres e et aac 100 00
< o000 O seg “ocx W/ ¥sureory LY - 4000 00
& o Purctses 2 o0
52000 Comamg L2 Arwrwracry am w000 oo
A Oz onres Govers 20 Bk 4
e At & Marbetog 12000 2000
-1 e e 2m 000
100 O < s T be L
190 s ww et 7
100 Moeor verw e | wperes 2@ 10000
“arom Pyl Veages & Siar en 1000 00 000 00
.~ baac gt B b - o
s 104C PR cal O St of ansey vne Lvine
Grand total 2% 556 22 26.8%6 52 7202 7280

FIGURE 3.23 - Trial balance for November
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CHAPTER 4 - PURCHASES (ACCOUNTS PAYABLE)

In this chapter you will learn how to set up suppliers, enter amounts owing to them at the start date,
and then record purchase transactions and payments to suppliers. You will also learn about purchase
orders, bills, inventory items, and prompt payment discounts.

The business buys, sells, and repairs camping equipment. The owner maintains a periodic inventory
because it is easy to do a quick count of inventory when necessary and establish a value for the
inventory on hand. The inventory figure included in the opening trial balance was determined on that
basis.

To open the Carry On Camping data file select it from the list displayed in ‘My businesses’ when you
either ‘Switch business’ or log into the MYOB app.

Set up Suppliers and Enter Opening Balances

Suppliers can be setup while creating a bill, but it is easier to setup the existing suppliers in table 4.1
this way. At the Dashboard, select Contacts and Create contact on the menu.

Suppliers
Contact type Supplier Supplier Supplier
Designation Company Company Company
Company name Ozzie Trailblazers Engel Aust Pty Ltd Garmin & Co Australia
ABN 70311511711 09 229339 449 66 111 777 000
Address 76 Stone Street 53 Harris Street 92 Collins Street

Croydon VIC 3136 Brookvale NSW 2100 West Perth WA 6005

Phone (03) 3776 1999 (02) 9276 3300 93217581

TABLE 4.1 - Supplier card information

Ignore warnings that the ABN is invalid. All the ABNs used in these exercises are not genuine ones.
However, in business it is sometimes necessary to check out an ABN to see if it is genuine i.e., belongs
to that supplier, and whether they are registered for GST. A very handy feature available here allows
you to look up an ABN from this window. The link takes you to the ABR (Australian Business Register)
website.

You are only required to setup the details and billing address for suppliers. Adding a shipping address
is important if it is different from the billing address. If it is the same as the billing address simply tick
the box, O Same as billing address.

Check your screen against figure 4.1 before clicking [Save] and setting up the other two suppliers.
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Create contact
Details
Contact type * O Customer

@ Suppher

Designation @ Company
O Individust
Company name * | Ouzzie Traliblazers
() Report payments to ATO via TPAR (O
ABN | TO3SMISTTTIM <D ABN iwald
Open ABN lookup website [
Expanse sccount O v

Contact ID O

) inactive contact

Country | Australia -
Address | 76 Stone Street
Suburt/town/locality Croydon
Statefterrtory | VIC -

Postcode | 3136

@ Add OC Emal
Fax
Phone | (03) 3776 1999
@ Add another phone number

Websste

D) Same as billing address

FIGURE 4.1 — Create supplier contact

When you have finished creating the suppliers you should have a list of contacts that looks the same
as figure 4.2.

Contacts ] ]
Contact type Search
A $ a ) Svow inactive Raset
Name Contact 1D 2 Type = Phone number = Emall ¢ Balance due (5) * Overdue ($) ©
Engel Aust Pry Ld ‘None Suppler 102) 9276 3300 0.00 0
Garmun & Co Austroba ‘None Suppher 2321758 000 000
Qazie Trailblazers *None Supplier 103) 3776 1999 0.00 000

FIGURE 4.2 - Contacts

Go to the Purchases menu and select Create bill.

Supplier Historical Purchases

Name

Ozzie Trailblazers

Garmin & Co Australia

Bill No. (PO No.) 1993 1990
Supplier invoice no. 27366 12480

Issue date 29/04/202_ 22/04/202_
Amount including tax $3,535 $1,805

TABLE 4.2 - Supplier historical purchase information
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This is how to record the historical purchases:

Supplier:
Bill number:
Supplier invoice no:

Ozzie Trailblazers

1993 (This is the business’s purchase order number)

27366

Create bill

© Prose om & source document

Supphes *
Oz Tradtsiazers

wang sades

7% Storw Street

Gt mamiber ¢
Suppler swowcs number | 27064

O At owate Mo vpes prachase andes

Amounts we @ T ncnwve

B date®

Due g *

"

M0R202

302023

Cropdon VIC 3136 Tax encsuurve
A
Beport 10 ATO wa TIAR
e
e 1O Dwsaription Account * ) No of uwits Unit peice  Discound %) Amout (3} *  Job Tas code *
Notes
Subtotst 000
Fruight () oo | GsT
T 000
Totl $0 00
Amount pwd ($) 000
Ratance due $000
View P05 || Save 23 recurmmg || Poefit trom recuarng e - |

FIGURE 4.3 — Create bill

The issue date currently displayed will be your computer system date. Rather annoyingly the system
date will always display when you go to record a transaction, therefore you need to be very careful
and make sure you have entered the correct date for the transaction.

When you enter the issue date of 29/04/202_ the window shown in figure 4.4 will appear because
that date is before the opening balance month.

-
Convert to historical bill?

Bl dated before your opening balance month will not
automatically update account balances. Remember to
Inciude the bill amount in the respective account's

opening balance

Opening balance month: May 2023

"

cocel KN

>

FIGURE 4.4 - Convert to historical bill?

Click [Convert] and you will be taken back to a different looking ‘Create bill’ window. Enter the amount
and tax code as shown in figure 4.5. Click on the ‘Due date’ field and select ‘In a given no. of days’,
enter 30 as the number of days.

The account to which this is posted (accounts payable) will be completed by MYOB when you save.
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[ Create bill

@ s 100 Dafore your Gpening DM MOALN will ROt MACMSNICARY UPAAE ACCOUNE DUANCES ROMATCH 10 B Ihe DI MNOUNLS 1 1he (8158 tve x
account's apenw Dalance
SO * atet 99

Ouzzie Tradttazes ¥ | @ aBn ek
NO ODON PUChate ondens

Suppler nvore number 77385

bsve cate® | 29/04/2023 nm
ey acrens
26 Sione Shest e ame*  20/05/2023
Croydon VIC 1136

Amownts arw ) Tas sca
Austraiia o

Oescripbon Account * O Amount (5)*  Job Ton cO0¢ *

Hittocical Puschace v 353500 v GST -
Subtotal 31533.00

Freight (81 000 ost
T s32138
Toust $3.535.00
Amount paid $0.00
Batance due $2,535.00
ol |

FIGURE 4.5 - Create historical bill

Click [Save], then [Go back] at the next window to return to the ‘Bills’ window where you can create
the next historical bill. The ‘Bills’ window should then look the same as figure 4.6 and the balance due
amount of $5,340.00 agrees with the opening balance figure entered in the accounts payable account.

' Bills [ e |

Status Suppier weue from Issus (0 Search

Ar v Az v o002 = nQwoa 2 Q Rosat

Totsl amount $5,340.00 Balence due §5.34000 Overdue $5,340.00

155ue aate - Slnumber ¢ Supplier ¢ Supplier invoice no & Amount(S) & Batance due ($) & Duedate 8 Attachment  Status &
19/042023 e Ore Tisi. 27368 153500 353500 2000572023 Open
22/0812023 1990 Gumin & C 12480 180500 180500 220052023 Open

FIGURE 4.6 — Historical bills

Set up Inventory Items

It may sound a little bit confusing, but you are about to set up some inventory items, even though the
business does not maintain a perpetual inventory of them. When you are buying or selling items based
on quantity x rate then you must set up inventory items even if you are using a periodic inventory
system. Listed in table 4.3 are some of the items that this business buys and sells.

Name Bungalow Tent Hiker Tent Sleeping Bag

Description OZtrail Bungalow | OZtrail Hiker Black Wolf Campsite
9-person tent 2-person tent Sleeping Bag

Item ID 0zZB9P OZHK2 BWCSB

I Buy & | Sell this item vV vV v

Selling price (Excl GST) $480 $120 $130

Income account for tracking sales 4-1400 4-1400 4-1500

Expense account for tracking purchases 5-1400 5-1400 5-1500

Unit of measure (Buying & Selling) Each Each Each

Tax code when bought & sold GST GST GST

TABLE 4.3 - Inventory items information

Click on the Inventory menu and Create item, and set up the inventory item as follows:
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Details

Name: Bungalow Tent

Description: OZtrail Bungalow 9-person tent
Use item description on sale and purchases: ]

Item ID: 0ZB9P

Inventory

Do not activate this section, it will be covered in the chapter on inventory.

Figures 4.7 to 4.9 are all part of the same data entry window.

Create item
Detauls
Name  Burgalon Tent
descrption O Mad Bangalow 9 person tent
@ Use tem dencroton on sakes anc purchases
hem DY O20W

BaCtve oM
Inventory

| track stack for thes e

Axset scroumt for trackng ewentony *

FIGURE 4.7 - Item Details

Selling
I sell this item: |
Selling price: 480
® Tax exclusive
Unit of measure: Each
Income account for tracking sales: 4-1400 Sales Tents
Tax code: GST
Create item
Selling
8 | 5o thvs e
Selling price () 480.00
nasich GRiniepn
Unst of measere D Exch
Arscorme scooend for tracking sabes ® | 41400 Sales Tersts
FIGURE 4.8 - Selling Details
Buying
| buy this item: 4]
Buying price: Leave blank.
@®© Tax exclusive
Unit of measure: Each
Expense account for tracking purchases: 5-1400 Cost of Sales Tents
Tax code: GST

Restocking information
This section will be covered in the chapter on inventory.
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Create item

8 1 buy ths tem

Bupng pece (3

Buyrg price i () Tax ncuswe
@ T et

Ut of memsure O | Each
Expense account for tracking pucchases * | S.1800 Cosz of Sales Tents
Taxcode * | GST

Supplier tem 10 O

Restocking information

Mamum ock level O 0
Primussy supplees for recrden
Detait morder quantey (per buypng une) O 0

FIGURE 4.9 - Buying Details

Click [Save and create new] and create the other items in tables 4.3 and 4.4.

Name Fridge-Freezer Stove Smartwatch

Description Engel Eclipse Fridge- | OZtrail double Garmin Fenix 6
Freezer burner stove Smartwatch

Item ID ENEFF 0zDS2 GFENG6

I Buy & I Sell this item v vV v

Selling price (Excl GST) $970 $140 $990

Income account for tracking sales 4-1600 4-1600 4-1700

Expense account for tracking purchases 5-1600 5-1600 5-1700

Unit of measure (Buying & Selling) Each Each Each

Tax code when bought & sold GST GST GST

TABLE 4.4 - Inventory items information

Items

em type Search
AR Q () Show inactive
o 1D = Name @ On hand & Current walue () ¢
BWCSE Sleepang Bag
ENEFF Fridge-Freszes
GFENG Srmartwatch
arsep Bungalow Tent
QzDsE Stove
QIHR Hiliar Tent

Salling price (§) ¢ Tax ¢
153000 Escuded

9000 Excuded

FIGURE 4.10 - Completed Items List
Click Dashboard.

Checkout Items on the Sales and Purchases menus and you will see these items are listed there for

€asy access.

Purchase Transactions

All credit transactions (those that do not require immediate payment) with suppliers and payment of
their bills are entered via the Purchases menu. This is also used where the cash purchase of items is
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recorded, because the items layout is not available in the Banking menu. The credit purchases equate
to the Purchases Journal, and the payment of suppliers would appear in the Cash Payments Journal in
a manual accounting system.

Purchase Order

Purchase orders are sent to suppliers as an official record of a request for the supply of goods or
services. When purchase orders are recorded in MYOB, they have no immediate effect on any account
because the goods have not yet been delivered and therefore there is no liability to pay.

1/05/202_ Ordered 4 ENEFF Eclipse fridge-freezers at $530 each (excluding GST) from Engel
Aust Pty Ltd on our purchase order no. 1995.

To record this purchase order, select the Purchases menu and Create purchase order on the menu.

Supplier: Engel Aust Pty Ltd (Start typing the name and MYOB will display a list of
suppliers starting with that letter, or you can use the menu available for the
field).

Purchase order no.: 1995 [Tab] (If the number appears with 4 zeros in front, just change the last
digit. If you type it in and there are no zeros, that is also OK)

Supplier invoice no.:  Leave blank. [Tab] (This is an order you have not received the goods or the
bill)

Issue date: 1/05/202_ [Tab]. (If a message about the date appears, check the accuracy
of the date you have just entered)

Promised date: Leave blank. [Tab]. (If delivery has been promised for a certain date, inserting
it here serves as a reminder to the supplier)

Amounts are: @ Tax exclusive. [Tab]

You should now be at what looks like a purple star. Click on it and the menu shown in figure 4.11 will
appear. If you need to change the layout of an order, bill, or invoice, this is where you make the
selection. Services and items is the correct layout for this order.

Purchase order number* | 00001995
Suppler iwvoice number
lssue date * 10572021
Promised date | DO/MMNY/YY

Amounts are Tax nchusve

® Tax exclusive
L]

je  Discount (%) Amount (§) *  Job
Fredd Layout
i Services

¥ @ Services and items

FIGURE 4.11 - Field layout

Item ID: ENEFF [Tab]
Tip: If you do not know the item number, use the menu alongside the field. Alternatively, you can
start typing the name of the item and MYOB will display it on the menu for you to select.

Description: This will fill automatically from the details on the item card. Additional
information can be added if required. [Tab]
Account: This also fills automatically from the details on the item card.
No of units: 4 [Tab]
Unit price: 530 [Tab] and the remained of the line will be completed by MYOB.
[Tab] to or click on the next line if there are additional items being ordered.
Notes: Leave blank, but this can be used to make some comment about how the

goods should be shipped.
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Check your screen against figure 4.12 before you record the transaction.

Create purchase order
chane cecdes sugber* | 0000
Unged Aunt Pry Uit (o] -
" p—
- AT v TIAS - -
Hprer) Adcbress ' 14 " -
vy On Campung - L =
1H00 Atarry Haghon sy @
Mastmotan WA 100
o
- Descr pion Account * (D) No of vty Uit e Discoust (%) Amount 15) ¢ Job Taa code *
" @ e - Thipe x "
Sesbtotal 2. 0000
Foamgin (1) oo | ot
Tos suwoo
Totat R0
Aot g (1)
Balarme dur L3N 00
e | [ T——— (e —— -

FIGURE 4.12 - Item Purchase Order
Click [Save] then [Cancel].

Service Bill (New Supplier)

The layout for a service bill is different because there is no requirement to calculate quantity x price.
Examples of service bills are those received from electricity and telephone companies and the one
used in this transaction.

1/05/202_ Received invoice no. 435/5 from Commercial Realty of 49 Cecil Ave, Cannington, WA
6107 (ABN 69 070 337 733) for the May rent. The total amount of the bill is $3,850
including GST. Terms are net 7 days.

Select Create bill on the Purchases menu.

Supplier: Type Commercial Realty in this field and as you type a blank menu will display,
click Create supplier.

Complete the card for this new supplier from the information provided.

Note: MYOB may try to help you complete the billing address by displaying a list of similar addresses,
which are not necessarily the address you want. Keep typing.

Change the layout to services.
Unfortunately, there is no place on the supplier card to record the credit terms.

Bill no.: Accept the next number provided by MYOB.

Supplier invoice no.:  435/5

Issue date: 1/05/202_

Due date: Use the menu alongside this field to select ‘In a given no. of days’, and type 7
in the ‘days after the issue date’ field. MYOB will then work out the date for
you.

Amounts are: ® Tax inclusive.

Description: Rent for May.

Account: 6-4300 Rent Expense.

Amount: 3850

Tax code: GST
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[ Create bill

B Prete trom a source document

S ¢ B b * | DOD0N00S
Commeccind Y v
Hoan QO ABN nvasa Suppher inwoice number | 4355
No open purchase orders
e dale® | DVON2023
Falng adwess
45 Cocl Ave Due date™  OB/ON/2023
3 on WA 8107
::,:,:: Amounts are () Tax inchusive
Tar aschuve

Report to ATO vie TPAR

e
Description Account * () Amount (51*  Job Tax code *
Feet for My 6-4300 Rant € pense - 348000 v  GS1
~
stwa
Sublotal $3,85000
Fraignt (5) 000 ost
Tax $350.00
Totad $3,850.00
Amount paa ($) 0.00
Batance due $3.850.00
View POF Save as mourming Prefll from recusring Cancel Saveand.. v -

FIGURE 4.13- Service Bill
Click [Save] and then [Cancel]. A list of bills will appear. At that window click [Create bill].

Note: Do not use ‘Save and create new’ because the next bill is from a different supplier.

Item Bill (New Supplier)

Some businesses do not use purchase orders, they simply enter the bills when they receive them.
There are other businesses that use manually prepared purchase orders, so if the goods and the
invoice are received prior to the order being entered into the system, the operator would bypass the
order process and just enter the bill.

3/05/202_ Purchased on credit, 20 Black Wolf Campsite sleeping bags at S70 each (excluding
GST) from Sleepover, 76 Howe Street, Osborne Park WA 6017, ABN 48 066 911 222,
Terms net 30 days, Invoice no. 2109 totals $1,540.00.

Make sure the form displayed is a ‘Services and items’ layout.

Supplier: Type Sleepover in this field and set up the new supplier from the information
provided.

Bill no.: Accept the next number provided by MYOB.

Supplier invoice no.: 2109

Issue date: 3/05/202_

Due date: 30 days after the issue date.

Amounts are: ® Tax exclusive.

Item ID: BWCSB

No of units: 20

Price: 70
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Create bill
Prefil rom § $0WTe GOCUment

Suppeer®
Sheepaver
NO epen purchase orders

B nunoert 00001997

v
O asn invasg Suppier Invoice sumber 2100

S0 5]

13s5ue e *
Biling adaress

02/06/2023

78 Howe Street Due date *
Ostborne Park WA 8077

Amourts Me
AUAN M

Tas incharrve
© Tav axchmin

Report 1o ATO via TPAR

Rem D Description Accounmt * () No of units Unit price  Dincount (%) Amount (8] *  Job Tax code *
BWVCSR v (D fackwer Campute 59500 Costol v b noo aoo 140000 v o8t v
Sheepan) Bag
v ~ v ~
Note:
Subtots $1.400 00
Froigm t$) 000 oSt
Tax 514000
Totat $1.540 00
Amount pasd ($) 000
Batance cue $1.540.00
View POF Bave a recurring Pralil trom recurring Cancet Save and . ~ -

FIGURE 4.14 - Item bill
Click [Save]

Receive Items Ordered

When the goods that have been ordered, and the bill, are received, the original purchase order is
selected and converted into a bill. Click [Purchase orders] on the Purchase menu.

8/05/202_ Received the goods ordered (purchase order No. 1995) from Engel Aust Pty Ltd
together with their invoice no. 9010 for 4 x ENEFF Eclipse fridge-freezers @ $530 plus
a freight charge of $100 (excluding GST). Invoice total $2,442.00. Terms are 5% 10
days, net 30 days.

Supplier: Engel Aust Pty Ltd [Use Supplier]

Enter the dates issued from 01/07/202_ and issued to 31/05/202_ and the list of purchase orders

shown in figure 4.15 will display.

[Purchase orders
e ssuad from ssuea 1o Saaech
A v ioymozz ™  swspomm M Q
Totsl amount $2.33200 Balance Due $2,332.00
Issue cate ~ PO number ¢ Suppter Suppser mvoce no ¢ Amount [$] ¢  Balance due [$] ¢ Promised date ¢
0052023 00001995 Foghl Aus 2,332.00 2,332.00

FIGURE 4.15 - Purchase orders

Click on the PO number 1995 and the window shown in figure 4.16 will appear.
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Purchase Order 00001995 - )
B acony m"g{c-—n »;/'.- QJB?& 5008 53322‘1;
P re— Purchase orger number® | 00001905
Engel Aust Pry Lid v O A et
TUPPRT INVOICE MO
Report te ATO via TRAR e dete®  ONOAZOZI "
Tipping Adamm Promesed date | DOMMYY =]
Caorry On Camping Amounts we Tan INChisive
100 m‘n.w:; © Tox exchusive
<
Rem 1D Dencription Account * () No of units Unit price  Discount %) Amount (5)*  Job Tax code *
ey v @ EngelEctose 5000 Costof W 4 53000 aoo 222000 v osT W
Foge-Freades
= Sutitotal 8212000
Froight 1$) 000  osr
Tax sn200
Total $233200
Amount pakd $0 00
Balance due $2.332.00
Dewte Conwerttobi Emaa Cancel Sswesad ~ -
FIGURE 4.16 — Convert to bill
Click either of the options circled in the figure above.
Bill no: MYOB will change this to the next available number.
Supplier invoice no.: 9010
Issue date: 8/05/202_
Due date: Displays as C.0.D. Change to 10 days from issue date so that we get

a reminder to take advantage of the prompt payment discount.
Adding a note about the terms is probably a good idea.
Check the bill for completeness:
e Does the quantity shown in the ‘No of units’ field agree with the quantity ordered?
e Has the unit price changed?
e Has a charge been added for freight?
Yes, it has.
Freight: 100

Create bill

D Protw trom & sewrce decument

Supplier® B rumber* 00001008
Qe Aust Py Lig e
© 285 maana Suppler Ineoice runmber  D0Y0
Mo open purchase orders
e date®  OSOS/I023 =
teanrg 00013
N5 Owe cate®  W/ONI023

1800 Aany Hegway Amecavs e Tas nchulive
© tar escamive

Report to ATO via TPAR

L
am 10 Description Aczount * () No of units Unit price  Discount (%) Amount 180 ¢ Job Tax code *
ENLFY v @ FrgMEcpee $ W00 Costad v 1 53000 000 212000 v o1 v
Frisyn-fioarer
- v v v
ot
A
Torms 5% 10 Gayaint 30 Goys Suntotast $2.120.00
Froight (3) w000 | osT
Tax 22200
Totst 42 44200
Amount pma (5) 0.00
Batance O $2,442.00
N — it |

FIGURE 4.17 - Order converted into a bill

CHAPTER 4 — PURCHASES (ACCOUNTS PAYABLE)



Click [Save], [Cancel], then [Create bill].

Bill with Trade or Volume Discount

Some suppliers give a discount to customers in particular trades, such as in the building trade. Others
give a discount when a customer purchases a large quantity of goods. This transaction involves a trade

discount.

10/05/202_ Purchased 5 x Garmin Fenix 6 Smartwatches from Garmin & Co Australia at $560
each (excluding GST), less 5% trade discount. Suppliers invoice no. 12502 is for
$2,926.00. Terms net 30 days.

Supplier: Garmin & Co Australia

Supplier invoice no.: 12502

Issue date: 10/05/202_

Due date: 30 days after issue date.

Amounts are: @ Tax exclusive.

Item ID: GFENS5

No of units: 5

Unit price: 560

Discount (%): 5

|Create bill

‘ ) Profis trom a scurce document

Suppier *
Garmin & Co Australls v | @ AN invass
No open perchase orders

Bilbng scdness

92 Colet Stemet
West Parth WA 8008
Ausaka

Report to ATO via TRAR

rem 10 Descnption

v @ Gamin Fene 8
Smartwatch

Account * ()

GFENG $-1700 Costof

v

Suttotal $2.880.00
Froight (8) 000  G8Y
Tox 3200.00
Total $292000
Amount pad (3) 0.00
Balance due $2020.00
\ View POF Save 2t recurning Prefil trom recuring Cancel Sevoand.. v _

FIGURE 4.18 - Bill with trade discount

MYOB does not post this type of discount to a discount account; it simply reduces the cost price of the

goods purchased.

Click [Save] and then [Cancel].

Another Purchase Order

v

v

Dus date*

Amounts e

No of unats. Unitprice  Discount (%)

500

* | Doo0eee

12502

e® | 0087023

Tas nchusve

© o sxchnive

Amount ($)*  Job

268000

10/05/202_

Purchase order sent to Ozzie Trailblazers for 10 x OZtrail Bungalow tents @ $265
each and 5 x OZtrail Double Burner stoves @ 580 each (prices exclude GST). Total
value of the order $3,355.00.
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Adjustment Note (Credit Note) for Goods Returned to Supplier

When GST was introduced in Australia, the Australian Taxation Office called what accountants have
traditionally called credit notes, adjustment notes. That is the terminology now in common use. They
are what a supplier will send to you when you return goods to them, or what you send a customer
when they return goods to you.

13/05/202_  Received Adjustment Note No. 2113 for $77.00 (including GST) from Sleepover, for
one (1) damaged Black Wolf Campsite sleeping bag returned to them. This was from
the items we purchased on May 3.

There are two steps involved in recording this transaction:

Step 1: Record the Adjustment Note
Select Create bill.

Supplier: Sleepover

Bill no.: Accept next number.
Supplier invoice no.: 2113

Issue date: 13/05/202_
Amounts are: @ Tax inclusive.
Item ID: BWCSB

No of units: -1

Note: When recording adjustments for item bills or invoices the quantity must be entered as a
negative figure. When recording adjustments for service bills or invoices the amount is entered as a
negative dollar amount.

Unit price: 77 (570 plus GST is the original price charged on supplier invoice 2109.)
[Create bill

©) Pref trom » source cocument

uppher * il numoer® | 00002001

Slespover VO AR et

WPt Ivoce fumber 7113
Mo open puschane crders

hssoe date®  10/0512020 £

g A00reds

SR Due cdate®  12/ON2023

m:p,. WA 8017 Amounts e @) Tax mchssive
Tax asciusive

Report to ATO via TPAK

ftem 10 Description Account * () Mo of unts Unit price  Discount (%) Amount ($) *  Job Tax code *
pwCss v O Blsck Woll Campaite  5-1500 Costol v 1 7700 0.00 7200 v oSt v
Sheapmn) Hag
v - v v
hotws
Subtotal “$77.00
Fraight (5) 000 | osT
Tax -$7.00
Total ~$7700
Amount pad (S) 00
Baance due -$7700
View POF Save a recuTng Prafis from recurmng Cancet Ssveand. - -

FIGURE 4.19 - Adjustment Note

Click [Save] and the window shown in figure 4.20 will appear.
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Save bill? X

i you save, you'll be creating a supplier debit as the

balance due is negative
—

FIGURE 4.20 - Save bill?
Click [Save] then [Cancel].

Step 2: Apply the adjustment note against the original invoice
On the Purchases menu select Supplier returns and the window shown in figure 4.21 will appear.

Purchase returns and debits

Suppber Search

Y] v QO Sewch Araee

Total smount. -$7700  Total detst amount: ~§7700

lssus date « Bl number § Supplier 3 Supplier invoice no ¢ Amount (S) * Batance due (5) #  Record refund Apply to purchase

13082023 00002001 Sheepover o3 700 700 @ Wetund a Appry

FIGURE 4.21 - Purchase returns and debits

Tip: If nothing is displayed here you have forgotten to put a minus in front of the quantity. Go to the
‘bills’ list and make the necessary adjustment.

Click Apply.
Change the date to 13/05/202_.

The next step is to apply the adjustment note against the purchase to which it relates. In this case
there is only one purchase. Type 77 in the Amount applied column to apply the amount. (See figure
4.22))

Apply supplier debit to purchase

Sapphor Relerence number*  PIOO0001
Seepover v

Date® 1082023 |

Deatt (5)
o

Descripten

Swepover: Dabs feam 00002001

1550 Gate B8 number Status Bawnce oue ($) Discount () Discounted batance ($) Amount appina ($)
03082023 000W Opan 154000 1.540.00 7100
Totasl amount applied: $77.00
|

L

FIGURE 4.22 - Apply supplier debit to purchase

Click [Record]. There are no longer any purchase returns and debits listed.

Pay Supplier

Payments to suppliers must be recorded in the subsidiary ledger (Purchases menu) so that records in
that ledger are updated and flow on to control accounts in the general ledger. Do not attempt to
record the payment via the Banking module.
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15/05/202_  Sent cheque no. 179 for $1,805.00 to Garmin & Co Australia in payment of their April
invoice.

On the Purchases menu select Create supplier payment.

Supplier: Garmin & Co Australia

Bank account: 1-1110 Business Bank Account

Description of transaction: Payment of April invoice (this is optional)
Reference no: 179

Date: 15/05/202_

Select the invoice or invoices to be paid by clicking in the box alongside the invoice.
Amount paid: 1805.00 (this will appear automatically)

As we are not going to be sending any remittance advices you can remove the tick from that box.

'Record payment to supplier

g ¢

Carmin & Co Auitiaka ~

Cate® | INOS/2023
Elecnonic paymant O
Bk poiount
1-1M10 Dussiness Bank Account ~
s ripteon of bansaction ()
Paymant of Aprl myoece
Show choted b Show poichate ondedi
1 purChasss seicied
Purchese
B ssuedate Status Baiarwce due (1) Buncount (§) Drtzounied batarce |8} Amaunt paid [5]
KNOA2023 D000 Open 7.82000 2520.00
[ B nmammn e Opan 180%. 00 LB0%.00 105,00 —‘

Total amount paid  $1 805.00

) sendt reminance agvice O

|

FIGURE 4.23 - Pay supplier’s bill

Click [Save].

Pay Supplier Invoice (with Prompt Payment Discount)

When a bill is paid and there is prompt payment discount involved, you are effectively reducing the
price of the goods and therefore you are also reducing the amount of GST payable.

16/05/202_  Paid Engel Aust Pty Ltd $2,319.90 by cheque no. 180. This is in payment of invoice
no. 9010 less 5% prompt (early) payment discount.

Calculation of discount amount

Unless the supplier states on the bill that prompt payment discount, does not apply to freight charges,
then you calculate discount on the invoice total, or the balance owing on the invoice. If discount is
not allowed on the freight, then you must deduct the GST inclusive freight charge first before working
out the discount. In all these exercises the discount will be taken on the total amount owing on the
invoice.

In this version of the software MYOB does not provide any place on a supplier’s card or bill to record
the prompt payment discount offered, it is therefore best to make the due date 10 days from the date
of issue, as we did with this bill, and you will then see in the list of bills that this bill is due for payment
by May 18 if we want to take advantage of the discount offered.
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Pay the supplier
On the Purchases menu select Create supplier payment.

Supplier: Engel Aust Pty Ltd

Bank account: 1-1110 Business Bank Account
Reference no: 180

Date: 16/05/202_

Calculate 5% prompt payment discount on $2442 = $122.10. Type this amount into the Discount ($)
field and the discounted balance changes to $2,319.90.

Amount paid: 2319.90
Record payment to supplier
Supphas ® Heleconce number* 180
Engel Aust Pry Ld v =
Date*  WOS02Y
Hacwone payment ()
Bank sccoumt
11150 Busnass Bard Account v
Dewcngtion of taneaction (O
Shom closec bits Show purchase oroers
1 DUttt palected
Purchate
B sede St Batance due (31 Okscount (31 Ditcounted batance ($) Amount pad (3)
l. ORDS202]  DOCOWSE Open 240200 w0 290 231990 ]
Total amount paid  $2.319.90
Sera it ance advce ()
|

FIGURE 4.24 - Pay bill with prompt payment discount
Click [Save].

To see the three journal entries that MYOB has created for you go to the Reporting menu and select
Journal entries and change the transaction type to All.

1. Recorded the discount received and the amount of GST included in the figure.

2. Recorded the payment made.

3. Applied the prompt payment discount against the bill. (See figure 4.25)

- WSS Enges Aust My (2 Diecounts on 00001 998 s
Rat ey Account nunmber Account name Dbt () Crudit (5)
00002002 21 Acouns Payatie 2210
Q000 42300 Ducounrt Acconed "noe
oD run [=3] e
Total armost 1210 waw

W paryreent ALY ) Paymment: Engel Awst Py 100 ~
Rut no Aot m et Ao e Detie () Crwttn t$)

1 110 Busness Sena Account 23199
e e ALCOUNTY Py 2%
Total srwount 21Mm% 2mwe

Suppiet oM & 10A0 Enget Aunt Pry Lict Detse o 00002000 -

Rel no Accomant rasrmbes Account name Owbit (5) Cradlit (5)
L 210 Acanmes Py sbie 2210
PROORO02 21040 ACOOUnts PayIble 1229

Total amount ww ww

FIGURE 4.25 -Supplier payment journal entries
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Cash purchase of a new item from a new supplier

Any purchase that involves items must be entered via the Purchases menu. When the goods have

been paid for at the time of purchase, you are able to record the payment at the same time as you
record the bill.

22/05/202_  The cash purchase of 20 single Airbeds (Item ID AIRBS) @ $29.90 each, including GST,
from Spinifex Group (Invoice no. 3575 for $598) was paid by cheque no. 181. This
item will sell for $50.00 each, excluding GST. ABN 27 990 366 202.

On the Purchases menu select Create bill.

Supplier: Spinifex Group

You have very little information about this supplier, but you must create the supplier.
Supplier invoice no.: 3575

Issue date: 22/05/202_

Due date: C.0.D.

This is a cash purchase which is payable on delivery.
Amounts are: ® Tax inclusive.

Check the layout of the bill and if it is not a ‘Services and items’ layout, then change it.

Item ID: AIRBS

An item list will appear to let you know that no such item has been found, click Create item and
complete the item details, selling and buying sections for the new item from the information provided,

and as shown in figure 4.26 (this have been modified to save space). The tax code for buying and
selling is GST.

Create item 5 Buying dotails ~
Mem details B 1 buy thes mem
Rame Buyng prce i3
Adtred 2080
Dascsiption Buyng e 0
Sangps sirtedq © 1an mcuinivn
Tan exchnae
[ Use oescnpnion on WaNLACON Ne1eac of Rame Vst of messure (3
Excn
e DY
ARES Azcount for TTACKING purchases *
31500 Cost of Sakes Seepars) Equapment -
Inventory details ~
A
| ik 856K for Thes item
G571 -
Atasl acceant fof Macking Wwendony ®
-
|

B0 1 ot thin morn
Satiry pece (§)
$0.00
Snbwey prem
T wciytive
© Tas macsusive
Unit of messere

Emcny

FIGURE 4.26 — Setup new item while recording bill

Click [Save] to return to the bill window.
No of units: 20
Unit price: 29.90
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With a cash purchase to a named supplier, or a generic supplier such as Cash Purchases, the payment
of that purchase is recorded on the same date and can be done from this window.

Amount paid: 598
Check your screen against figure 4.27.

Create bill

© Pretu trom a source document

Suppier ¢ Al rueer | 00002003
Spvitex Groep v
© AbM ivvaa Suppher invoicn number | 3578
NO OPan PUIThase oroers
ous date® | 22082023 =4

Report 10 ATO via TPAR
Duedme* COD

Amoents are ©) Tas incusive

Tar exchnive
°
fem D Description Account * () No of units Unit price  Discount (%) Amount |5) *  Job Tax code *
ARES v @ Sogle srbed 5-1500 Costol Vv 20 %90 000 598.00 v Os1 Vv
v v v -
Hotes

Subtotal $508.00
Froignt (5] 000  asY

Tax $5430

Totat $598 00

Amount pad (S) 50800

Batance due $0.00

Save at recurning Prefi fram recuming Cancel Swveana. ~ -

FIGURE 4.27 - Cash purchase of items

Click [Save] and then check the ‘More information’ section at the bottom of the window.

It shows that cheque number 181 was used to pay for these items (see figure 4.28). That is the correct
cheque number, it is the next cheque number in sequence, according to MYOB. Ifit is not the correct
number, click on the cheque number and edit the record to show the correct cheque number.

Mare information
]
[ e 181 Payment necorsa $586.00 2200872023
[} 5l created 72082023

FIGURE 4.28 - Cheque payment information

Bills and purchase orders

‘Bills’ on the Purchases menu is a useful place to go if you are trying to locate a purchase transaction.
You may want to determine whether it has been recorded, how it was recorded and whether it has
been paid. Itis also a great place to go if you need to edit a purchase transaction. Figure 4.29 shows
bills recorded to date with different statuses.
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!

Status Supphar Issue from Issue 10 Seaech

A v A e ovor022 W aposy | Q Revet

Total amount S16.486.80 Balance Oue ST1.774.00 Owverdue §7.385.00

sue date ~ Shnumber ¢ Suppiler & Supplerinwolceno @ Amount (S) & Balancedue(S) ¢ Duedate #  Attachment  Status ¢
2200512023 00002003 Spinitex Oro. 575 598.00 000 20082023 Chded
18/08/2023 00002002 Enget Aust 1220 000  WON2023 Ched
13/05/2023 00002001 Skapover 23 1200 000 12082023 Cloted
10/05/2023 0000 940 CarminAC 12507 7292600 292600 OWOE/2023 Opan
OA/0S/2023 50001008 Frgel Aust 2010 244200 000  1WON2023 Cloned
03052023 0000 ee/ Sheepover 208 154000 146100 C2508/2023 Open
OV0S/2023 00001996 Comeercial.. 4355 385000 385000  08/O8/2023 Open
291042023 W03 Ozrie Tradn. 27366 353500 AS3500 2008202 Open
221042023 1990 Carmn &AL 12480 180500 Q00  22/08/2023 Conea

FIGURE 4.29 - Bills

Purchase order on the Purchases menu is a useful place to go if you are trying to locate an outstanding
purchase order. See figure 4.30.

Purchase orders [ crvercne e |
Suppley sued from M 10 Semon
A v owmon T  swwaon 2 Q Revot

Total mrount $1.35500 Balance Due $3.355.00

Issue date ~ PO number ¢ Supplier ¢ Supplier invoice no $ Amount ($1 & Balancedue [5) & Promised date ¢

10/05/2023 000U GO0 Ozne Tral. 335500 3.355.00

FIGURE 4.30 — Purchase orders

Another useful place to go to locate purchase transactions is the Purchase register which is shown in
the reports that follow.

Receipt of goods ordered

29/05/202_  Received the goods ordered from Ozzie Trailblazers together with their invoice no.
27427 for $3,465.00 including a freight charge of $100 (excludes GST). The goods
received were exactly as ordered. Terms are 5% 10 days/net 30 days.

Reports
Display the following reports for May.

Purchase register
Select Reporting > Reports > Purchases > Purchase register.
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Purchase register report i

Date range Date from Date f0 Purchase statuy

Custom ~ 31082023 | Suppliers | Al selected | Transaction filler | AN selected Allbils ~ Report options. | Reset
1 May 2023 to 31 May 2023 Customise Export ~

Date PO No. Supplier Inw No. Supplier name Amount ($) Amount doe (5)  Status Received

01/05/2023 00001996 4355 Commescial Realty 3.850.00 385000 Open No

03/05/2023 00001987 2109 Sleepover 158000 146300 Open Yes

08/05/2023 00001998 0% Engel Aust Pty Lid 2AR.00 000  Closed Yo

10/05/2003 00001999 2 Garmin & Co Auttraka 292600 292600 Open Yes

13/05/2003 00002001 piges Slepover {77.0m 000 Closed Yes

16/05/2023 00002002 Engel Aust Py Lid (210 000  Closed No

2200572003 00002003 s Spandfex Group 598.00 000  Closed Tes

29/05/2003 00002004 e Ozzie Traitdazers 3465.00 346500 Open Yes

Total Heaso 11,704.00

FIGURE 4.31 — Purchase register

At this report you can click on the PO No. to get back to the original bill where you can check that
everything is as it should be or make amendments if necessary.

The reports that follow have been exported to PDF so that they look more presentable, especially if
you must provide them to management. The payables reconciliation and unpaid bills reports can be
expanded using the buttons available on screen, to show a more detailed report if required, before
being exported.

Payables reconciliation

Select Reporting > Reports > Purchases > Payables reconciliation with tax.
As at: 31/05/202_

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Payables reconciliation with tax report
31 May 2023
Name Amount outstanding ($) Tax outstanding ($)
Commercial Realty 3,850.00 350.00
Garmin & Co Australia 2,926.00 266.00
Ozzie Trailblazers 7,000.00 636.36
Sleepover 1,463.00 133.00
Total 15,239.00 1,385.36
Payables account 15,239.00
Out of balance amount 0.00

FIGURE 4.32 - Payables reconciliation with tax

Unpaid bills
Select Reporting > Reports > Purchases > Unpaid bills.
As at: 31/05/202_
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999

Unpaid bills report

31 May 2023

Supplier name m 0-30 31-60 61-90 90+ Total due ($)
Commercial Realty *None 3,850.00 0.00 0.00 0.00 3,850.00
Garmin & Co Australia *None 2,926.00 0.00 0.00 0.00 2,926.00
Ozzie Trailblazers *None 3,465.00 3,535.00 0.00 0.00 7,000.00
Sleepover *None 1,463.00 0.00 0.00 0.00 1,463.00
Grand total 11,704.00 3,535.00 0.00 0.00 15,239.00

FIGURE 4.33 - Unpaid bills

Trial balance

Select Reporting > Reports > Business > Trial Balance.
As at: May 202_

When displayed as a PDF, the report goes on to a second page, it has therefore been modified to fit
on one page.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
May 2023
Account no Account name Debit {$) Credit ($) YTD Debit ($) ¥TD Credit ($)
1-1110 Business Bank Account 472290 28,892.10
1-1120 Business Investment Account 0.00 5.000.00
1-1121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 0.00 7,245.00
1-1201 Less Prov'n for Doubtful Debts 130.00 145.00
1-1300 Inventory 0.00 10,700.00
1-1310 Prepaid Insurance 446.00 444.00
12110 Furniture & Equipment At Cost 0.00 8,400.00
1-2120 Accum. Depr. Fumniture & Equipment 105.00 4,515.00
1-2210 Improvements At Cost 0.00 5,000.00
1-2220 Accum. Depr. Improvements 117.00 3,947.00
1-2310 Motor Vehicles At Cost 1,19091 18,090.91
1-2320 Actum. Depr. Motor Vehicles 11,563.11 376.89
21110 Visa 0.00 1,465.00
2-1140 Accounts Payable 9,899.00 15,239.00
2-1212 GST 263835 971.65
2-1350 PAYG Withhalding Payable 0.00 2,635.00
2-1355 Superannuation Payable 0.00 477.00
2-1360 Wages & Salaries Payable 1,003.00 0.00
2-2105 Business Loan 14,400.00 14,400.00
3-1000 Owner's Capital 0.00 52,495.00
32000 Owmer's Drawings 0.00 22,700.00
4-1400 Sales Tents 0.00 108,900.00
41500 Sales Sleeping Equipment 0.00 16,800.00
4-1600 Sales Kitchen Equipment 0.00 48,750.00
41700 Sales Other 0.00 59,780.00
4-2100 Service Income 0.00 3,000.00
4-2200 Freight Income 0.00 1,200.00
4-2300 Discount Received 111.00 411.00
4-5000 Profit on sale of asset 40.00 40.00
5-1400 Cost of Sales Tents 2,650.00 41,050.00
51500 Cost of Sales Sleeping Equipment 187364 10,03364
5-1600 Cost of Sales Kitchen Equipment 2,520.00 28,920.00
51700 Cost of Sales Other 2,660.00 31,460.00
5-2000 Freight Costs 200.00 750.00
5-3000 Discount Allowed 0.00 250.00
61110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
61150 Bad Debts 130.00 130.00
61160 Bank Fees & Charges 0.00 200.00
61250 Depreciation Expenses 598.89 3,968.89
61300 Electricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 446.00 4,896.00
6-1700 Motor Vehicle Expenses 0.00 4,200.00
64100 Payroll - Wages & Salaries 1,003.00 52,919.00
6-4200 Payroll- Superannuation 0.00 5,123.00
64280 Postage & Stationery 0.00 370.00
6-4300 Rent Expense 3,500.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 210.00
6-4460 Telephone & Internet 0.00 2,920.00
Grand total 30,973.90 30,973.90 335,677.54 335,677.54
Net profit (13,164.53) 9,905.47

FIGURE 4.34 - Trial Balance
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REVISION EXERCISE 1 (Purchases periodic inventory)

Robert and Anne Milne operate as a partnership. Both partners work in the bakery shop where they
make bread, cakes, and pastries. There are no employees, and they use a periodic inventory system
because it is easier for them to do a quick stocktake at the end of the financial year to establish a value
for stock on hand. Most of their inputs are GST free food items.

You are required to:
e Create a new MYOB data file.
o Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.
e Setup Supplier cards and enter opening balances.
e Record a variety of transactions for the month.
e Print or display reports for the month.

Create a new data file

Business name: Broken Hill Bakery

ABN: 22567 432109

Address: 2 Hunter Street
Broken Hill NSW 2880

Phone: 9961 1122

Current financial year: 202_

Last month of financial year:  June

Opening balance date: July

Industry: Retail

The business operates as a partnership and setting up this type of business structure is a bit
complicated. Follow this sequence:

1. Create the data file and complete only the Business settings on the main menu.

2. Edit the accounts in table 4.5.

3. Add the accounts in table 4.6.

4. Move the equity accounts as shown in figure 4.35.

5. On the main menu select Income allocation, and allocate the income as shown in figure 4.36.

Chart of accounts

Edit accounts
Acc. No. | Old Name Acc. No. | New Name Level Tax Code
3-1000 Owner’s Funds Introduced... | 3-1015 Capital Contributions RM Detail N-T
3-2000 Owner’s Drawings... 3-2015 Capital Contributions AM Detail N-T

TABLE 4.5 - Edit equity accounts

Add accounts
Account No. | Account Name Level Tax Code
3-1000 Robert Milne Header*
3-1010 Retained Earnings RM Detail N-T
3-1020 Current Earnings RM Detail N-T
3-1025 Drawings RM Detail N-T
3-2000 Anne Milne Header*
3-2010 Retained Earnings AM Detail N-T
3-2020 Current Earnings AM Detail N-T
3-2025 Drawings AM Detail N-T

TABLE 4.6 — Add equity accounts
*Generate sub-totals
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Move accounts

Once you have edited and created the equity accounts you will have to move the detail accounts so
that they are subaccounts of the header accounts. Click in the box alongside the account(s) you want
to move, click on the arrows in the [Move to...] button and select the header account as shown in
figure 4.35.

SRS AL s orravin -

Accounts

Miscounts  Asets  Lubines  Iquily  come  Comtofased  Bipermes  Othed mcome Oy sepanies

Lo sccowrty Lot Mndwd) accounts

Soaren

= Show mactve Vet

Marww tn Ecit tan cnde Delete accounts | & Remns cxbected

Mo b

Loty

ACCOUNT narne Account type Tax code Linked [ Curvent batance (3)

Arae Mirse
- bty Level 1 000
33000 Robert Mine tquay Lavet 2 000
1] 31010 Vetaowd Larvengs KM Lqury N1 Liewed 2 oo
] 39018 Capetal Cortrbutons RM Lquay NT [ Lowed 2 oo
] 31000 Cusvort Larrangs M iquey NT Lowel 2 aa
[} 30008 Dramengs B3 fqumy N1 Lowed 2 o
3:2000 e Wiloe faaty Lowel 2 000

FIGURE 4.35 — Move subaccounts
The accounts will then be moved down to become level 3 accounts.

Complete the income allocation as shown in figure 4.36.

Income allocation

Fntay type

Pantnenteg

Meader account

30000 Robent Méne

3.2000 Anew Miine
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Cunrenl yosr essrumgs mcount
343020 Curment Earmngs kv
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Equity (%)

« S0

~ S0

=1

FIGURE 4.36 - Income allocation

Edit/Add accounts
Account No. | Account Name Level Tax Code
1-1110 Business Bank Account Detail N-T
1-1120 Petty Cash/Cash on Hand Detail N-T
4-1410 Discount Received Detail GST
1-2610 Buildings Detail CAP
1-2620 Accum. Depr. Buildings Detail N-T
5-1000 Purchases Detail GST

TABLE 4.7 - Edit/Add accounts

Linked accounts
Activate and link the following purchases accounts:
e | pay freight on purchases — 5-2200 Freight & Courier
e | take discounts for early payment - 4-1410 Discount Received
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Enter opening balances

Broken Hill Bakery
2 Hunter Street
Broken Hill NSW 2880
9961 1122
Trial balance report
Jun 2022
Account no Account name Debit {$) Cradit ($)
1-1110 Business Bank Account 12500.00
1-1120 Petty Cashi/Cash on Hand 100.00
1-2110 Plant & Equipment 55,000.00
1-21120 Accum. Depr. Plant & Equipment 16.000.00
1-2510 Matar Vehicles 25,000.00
1-2520 Arcum. Depr Motar Vehicles 6,000.00
1-2610 Buikdings 120,000.00
1-2620 Accum. Depr. Buildings 11,000.00
21140 Accounts Payable 2,900.00
2-1212 GST Balance 2,900.00
22105 Business Loan #1 79,000.00
31010 Retained Earmings RM A7 AD0.00
3200 Retained Earnings AM 47,400.00
Grand total 212,600.00 212,600.00
FIGURE 4.37 - Opening balances
Setup suppliers
Contact type Supplier Supplier Supplier Supplier
Designation Individual Company Company Company
Name Jane Crawford Crown Flour Mills Decorators Cash
Delight Purchases
ABN 02 479 368 221 55 639 876 452 73 134 628 947
Address 3 Discovery St 1529 Parramatta Rd PO Box 187

Broken Hill NSW 2880

Parramatta NSW 2150

Mildura VIC 3500

Expense account

6-1190 Cleaning

Contact person John Hill Jeff Miles
Phone 9961 8410 9630 4998 (03) 9698 0653
Purchase layout Service Item Item Item
Supplier terms Net 7 days Net 30 days 5% 10/Net30 C.0.D.
TABLE 4.7 - Supplier information
Enter supplier opening balances
Supplier PO No. Date Invoice No. Total Tax Code
Crawford, Jane 1133 26/06/202_ 25 $110.00 GST
Crown Flour Mills 1125 17/06/202_ 3398 $450.00 FRE
Crown Flour Mills 1134 28/06/202_ 3465 $1,900.00 FRE
Decorators Delight 1135 28/06/202_ 2260 $440.00 GST
TABLE 4.8 — Supplier opening balances
Setup inventory items (buy only)
Name Flour Fruit Decoration
Description Flour 50kg bag Dried Fruit Cake Decorations
Item ID FLR50 DF10 DECOR
Expense account for tracking purchases | 5-1000 5-1000 5-1000
Buying unit of measure Bag Box Pkt
Tax code FRE FRE GST

TABLE 4.9 - Inventory items
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Transactions

Note: Freight charges have GST added to them even if the items purchased are GST free.
Prices are GST inclusive unless otherwise stated.

2/07/202_ Purchase order no. 1136 issued to Crown Flour Mills for 10 only 50kg bags of flour @
$32.00 per bag (excluding GST) to be delivered by road freight. Freight charge will be
$30.00 (excluding GST).

5/07/202_ Paid $418.00 to Decorators Delight by cheque no. 112 for goods supplied on Invoice
no. 2260 less early payment discount.
8/07/202_ Cash purchase (invoice no. 109 for $292.50) for 3 boxes of dried fruit at $97.50 per

box paid for with cheque no. 113.

11/07/202_ Received 10 bags of flour from Crown Flour Mills together with their invoice no. 3480
for $353.00.

12/07/202_ Ordered 50 packets of cake decorations @ $16.00 per packet (excluding GST) from
Decorators Delight to be sent via Australia Post. Purchase order no. 1140.

15/07/202_ Received invoice no. 27 for $110.00 (including GST) from Jane Crawford for shop
cleaning services provided.

16/07/202_ Ordered 20 packets of cake decorations @ $18.00 per packet (excluding GST) and 5
boxes of dried fruit @ $95.00 per box from Decorators Delight.

17/07/202_ Paid June invoices totalling $2,350.00 owing to Crown Flour Mills with cheque no. 114.
18/07/202_  Wrote cheque no. 115 for $110.00 in favour of Jane Crawford to pay her June invoice.

19/07/202_ Received goods ordered on purchase order no. 1140 from Decorators Delight, price
and quantity charged on invoice no. 2310 for $913.00 agree with the order, but a
freight charge of $30.00 (plus GST) has been added. Terms 5% 10/ Net 30.

22/07/202_ Crown Flour Mills issued adjustment note no. 3555 for 1 bag of flour @ $32.00 per
bag that we had to throw away because it had weevils in it.

23/07/202_ Ordered 200 bags of flour @ $32.00 per bag less 5% volume discount from Crown
Flour Mills on order no. 1145. A road freight charge of $50.00 (excluding GST) will be
added. Total value of purchase order $6,135.00.

24/07/202_ Received goods ordered on purchase order no. 1142 from Decorators Delight
together with their invoice no. 2318. No changes required to quantity or price.

28/07/202_ Received a cleaning service invoice no. 30 for $110.00 (including GST) from Jane
Crawford.

29/07/202_ Received goods ordered on purchase order no. 1145 from Crown Flour Mills together
with their invoice no. 3570 for $6,135.00.

31/07/202_ Pay Decorators Delight for their July invoices, less any early payment discount
applicable, with cheque no. 116.

Note: If you go to ‘Find transactions’ and check out this transaction, you will see that the amount of
GST included in the discount is only $1.80. That is because most of the items were GST free.

31/07/202_ Purchase order sent to Decorators Delight for 25 packets of cake decorations @
$15.00 per packet (excluding GST).
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Print or display the following reports for July:
e Purchases — Unpaid bills
e Purchases — Supplier purchases (detail)
e Accounts — Balance sheet
e Accounts — Trial balance

Broken Hill Bakery

2 Hunter Street
Broken Hill NSW 2880
9961 1122
Unpaid bills report
31 Jul 2022
Supplier name m 0-30 31-60 61-90 90+ Total due ($)
Crown Flour Mills *Nane 6,456.00 0.00 0.00 0.00 6,456.00
Jane Crawford *None 22000 0.00 0.00 0.00 220.00
Grand total 6,676.00 0.00 0.00 0.00 6,676.00
FIGURE 4.38 — Unpaid bills (Aged Payables)
Broken Hill Bakery
2 Hunter Street
Broken Hill NSW 2880
9961 1122
Supplier purchases (detail) report
01 Jul 2022 - 31 Jul 2022
Supplier name Supplier ID Amount ($)
Cash Purchases *None
1D No. Date Quantity ftem/Acct Amount($) Tax code Status
00001138 08/07/2022 3 DFi0 20250 FRE Closed
Total 29250
Crown Flour Mills *None
1D No. Date Quantity Item/Acct Amount($) Taxcode Status
00001139 11/07/2022 10 FLRSO 32000 FRE Open
00001144 22/07/2022 -1 FLRSO (32.00) FRE Closed
00001148 280772022 200 FLRSO 608000 FRE Open
Total 6,368.00
Decorators Defight *None
1D No. Date Quantity Item/Acct Amount(s) Tax code Status
00001137 05/07/2022 41410 {20.00) GST Closed
00001143 19/07/2022 50 DECOR 800.00 GST Closed
00001146 24/07/2022 20 DECOR 36000 GST Closed
00001146 24/07/2022 5 DF10 47500 FRE Closed
00001149 31/07/2022 4-1410 (18.00) GST Closed
00001149 31/07/2022 41410 (23.75) FRE Closed
Total 157325
Jane Crawford *None
1D No. Date Quantity tem/Acct Amount($) Taxcode Status
00001141 15/07/2022 61190 10000 GST Open
00001147 29/07/2022 61190 10000 GST Open
Total 200,00
Grand total 843375

FIGURE 4.39 - Supplier purchases (detail)
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Broken Hill Bakery
2 Hunter Street
Broken Hill NSW 2880
9961 1122
Balance sheet report
Accrual mode
31 Jul 2022
Total
3-0000 Equity
3-1000 Robert Milne
3-1010 Retained Earmings REM A7 400.00
3-1020 Current Earnings RM {4,271.88)
Total Robert: Milne 4312812
3-2000 Anne Milna
3-2010 Retained Earmings AM AT 400 00
3-2020 Current Earnings AM (4,271.87)
Total Anne Milne 43 128.13
Total Equity 86,256.25

FIGURE 4.40 — Balance sheet

Only the equity accounts are displayed in the report above so that you can see how MYOB handles
the profit/loss in the balance sheet of a partnership.

Broken Hill Bakery
2 Hunter Street
Broken Hill NSW 2880
9961 1122
Trial balance report
Jul 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 4910.95 7,589.05
1-1120 Petty Cash/Cash on Hand 0.00 100.00
12110 Plant & Equipment 0.00 55,000.00
1-2120 Accum. Depr. Plant & Equipment 0.00 16,000.00
1-2510 Motor Vehicles 0.00 25,000.00
1-2520 Accum. Depr Motor Vehicles 0.00 6,000.00
1-2610 Buildings 0.00 120,000.00
1-2620 Accum. Depr. Buildings 0.00 11,000.00
2-1140 Accounts Payable 3,776.00 6,676.00
21212 GST Balance 143.20 2,756.80
2-2105 Business Loan #1 0.00 79,000.00
31010 Retained Eamings RM 0.00 47,400.00
32010 Retained Eamings AM 0.00 47,400.00
4-1410 Discount Received 61.75 61.75
5-1000 Purchases 8295.50 829550
5-2200 Freight & Courier 110.00 110.00
6-1190 QOeaning 200.00 200.00
Grand total 8,748.70 8,748.70 216,294.55 216,294.55

FIGURE 4.41 - Trial Balance
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REVISION EXERCISE 2 (Purchases periodic inventory)

Zac’s Sporting Goods is a small retail business owned by Zachary Anderson who is a sole trader. There
are no employees, and a periodic inventory system is used because it is easy for him to do a quick
stocktake at the end of the financial year. The business is registered for GST and all prices quoted are
GST exclusive unless otherwise stated.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.

Setup Supplier cards and enter opening balances.

Record a variety of transactions for the month.

e Print or display reports for the month.

Create a new data file

Business name: Zac’s Sporting Goods
ABN: 45506 404 316

Address: Shop 11 Midland Shopping Centre
Midland WA 6056

Phone: 9294 1122

Current financial year: 202_

Last month of financial year:  June

Opening balance date: January

Industry: Retail

Chart of accounts

Add accounts
Account No. | Account Name Level Tax Code
1-1130 Petty Cash/Cash on Hand Detail N-T
1-2120 Accum. Depr. Shop Fittings Detail N-T
4-1500 Service Income Detail GST
4-4000 Discount Received Detail GST
5-3000 Freight Expense Detail GST
5-4000 Packaging Detail GST
6-1300 Depreciation Expenses Detail N-T
6-1500 Insurance Expenses Detail GST

TABLE 4.10 — Add accounts

Edit accounts
Account No. | Old Name New Name Level Tax Code
1-1110 Bank Account 1 Business Bank Account Detail N-T
1-1120 Bank Account 2 Investment Account Detail N-T
1-2110 Equipment, Furniture & Vehicles | Shop Fittings At Cost Detail CAP
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-1400 Sales Sales Income Detail GST
4-5005 Other Income Interest Income Detail ITS
6-1470 Freight, Courier & Postage Electricity Expenses Detail GST
6-4280 Printing & Stationery Printing, Postage & Detail GST

Stationery

TABLE 4.11 - Edit accounts
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Activate and link the following account for purchases:
| pay freight on purchases — 5-3000 Freight Expense
| take discounts for early payment — 4-4000 Discount Received

Enter opening balances

Zac's Sporting Goods
Shop 11 Midland Shopping Centre
Midland WA 6056
9294 1122
Trial balance report
Dec 2022
Account no Account name Debit ($) Credit ($)
1-1110 Business Bank Account 12,940.00
1-1120 Investment Account 17,660.00
1-1130 Petty Cash/Cash on Hand 150.00
1-2110 Shop Fittings At Cost 46,600.00
12120 Accum Depr. Shop Fittings 13,930.00
2-1140 Accounts Payable 7,340.00
21212 GST 1,055.00
3-1000 Owmer's Capital 48,640.00
3-2000 Owner’s Drawings 12,000.00
41400 Sales Income 62,255.00
4-1500 Service Income 490.00
4-4000 Discount Received 65.00
4-5005 Interest Income 195.00
5-2000 Purchases 32,150.00
5-3000 Freight Expense 760.00
5-4000 Packaging 500.00
61110 Accounting & Bookkeeping 500.00
61120 Advertising & Marketing 910.00
6-1160 Bank Fees & Charges 135.00
6-1300 Depredation Expenses 3,360.00
61470 Electricity Expenses 630.00
6-1500 Insurance Expenses 4,120.00
64280 Printing, Postage & Stationery 715.00
64320 Repairs & Maintenance 350.00
6-4460 Telephone & intemet 490.00
Grand total 133,970.00 133,970.00
FIGURE 4.42 — Opening balances
Setup suppliers
Contact type Supplier Supplier Supplier Supplier
Designation Company Company Company Company
Name Burley & Co Galaxy Sports Willow Industries Active Sports Repairs
ABN 91128 237 302 26 080 631 889 49 009 143 621 35111200677
Address GPO Box 1990 1010 Hume Hwy 27 Raleigh Rd 89 Park Rd
Sydney NSW 2001 | Arncliffe NSW 2205 | Melton VIC 3337 Midvale WA 6056
Contact person Alex Smith Greg Wilson Amanda Blake Rocky Chance
Phone (02) 9621 1000 (02) 9630 9990 (03) 9743 5335 9250 4668
Purchase layout Iltem Iltem Item Service
Supplier terms Net 30 days 5% 10/Net 30 Net 30 days Net 7 days

TABLE 4.12 - Supplier information
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Enter supplier opening balances

Supplier PO No. Date Invoice No. Total Tax Code
Burley & Co 1067 6/12/202_ 7097 $2,280.00 GST
Galaxy Sports 1078 30/12/202_ 10269 $3,290.00 GST
Willow Industries 1073 19/12/202_ 86772 $1,770.00 GST
TABLE 4.13 - Supplier opening balances
Setup inventory items (buy only)
Name BBall CBats CBall FBall BHoop CWick
Item ID BBL CBT CBL FBL BHP WKT
Description Basketballs | Cricket Cricket Footballs Basketball | Cricket
Bats Balls Hoop Wickets
Expense account for 5-2000 5-2000 5-2000 5-2000 5-2000 5-2000
tracking purchases
Buying unit of measure Each Each Each Each Each Set
Tax code (exclusive) GST GST GST GST GST GST

TABLE 4.14 - Inventory items

Transactions

Note: All prices exclude GST unless otherwise stated.

2/01/202_

6/01/202_

8/01/202_

9/01/202_

10/01/202_

13/01/202_

14/01/202_
15/01/202_
17/01/202_
20/01/202_

22/01/202_

23/01/202_

24/01/202_

Purchase order no. 1086 issued to Burley & Co for 50 footballs @ $35.00 each and 40
basketballs @ $45.00 each.

Paid $3,125.50 to Galaxy Sports by cheque no. 272 for goods supplied on invoice no.
10269 less prompt payment discount.

Sent a purchase order to Active Sports Repairs for the repair of 4 footballs. We were
guoted $44.00 including GST for these repairs (use 5-1000 Cost of sales account).

Received the 50 footballs and 40 basketballs from Burley & Co together with their
invoice no. 7109 for $3,960.00 including a freight charge of $50.00 (plus GST).

Ordered 10 sets of wickets @ $50.00 per set and 10 basketball hoops @ $120 each
from Galaxy Sports.

Received invoice no. 323 for $44.00 from Active Sports Repairs for the repair services
provided.

Ordered 150 cricket bats @ $90.00 each from Willow Industries.
Paid Burley & Co $2,280.00 with cheque no. 273.
Sent a purchase order to Galaxy Sports for 100 cricket balls @ $45.00 each.

Received the goods ordered from Galaxy Sports on 10/01/202_, price and quantity
charged on invoice no. 10310 for $1,958.00 agree with the order. A freight charge of
$80.00 (plus GST) has been added. Terms 5% 10/N30.

Received the 150 cricket bats @ $90.00 each from Willow Industries. They gave us a
10% volume discount on their invoice no. 86791. A freight charge of $50.00 (excluding
GST) was added. Total value of invoice $13,420.00. Terms N30.

Galaxy Sports issued adjustment note no. 10335 for $132.00 for one damaged
basketball hoop that we had returned to them.

Received all the cricket balls ordered from Galaxy Sports on the 17/01/202_ at the
price quoted, together with their invoice no. 10340 for $4,983.00 including a $30.00
freight charge.

CHAPTER 4 — PURCHASES (ACCOUNTS PAYABLE)



27/01/202_  Sent cheque no. 274 for $6,468.55 to Galaxy Sports in payment of their January
invoices, less the prompt payment discount applicable.

30/01/202_ Purchase order sent to Galaxy Sports for 200 cricket balls @ $45.00 each.
31/01/202_ Paid Willow Industries for their December invoice with cheque no. 275.

Print or display the following reports for January:
e Purchases — Payables reconciliation with tax
e Purchases — Supplier purchases (detail)
o Filter to display Orders.
e Purchases — Supplier purchases (detail)
o Filter to display Galaxy Sports.
e Accounts — Trial Balance

Zac's Sporting Goods
Shop 11 Midland Shopping Centre
Midland WA 6056
92941122
Payables reconciliation with tax report
31Jan 2023
Name Amount cutstanding ($) Tax outstanding ($)
Active Sports Repairs 44.00 4.00
Burley & Co 3,960.00 360.00
Willow Industries 13,420.00 1,220.00
Tatal 17,424.00 1,584.00
Payables account 17,424.00
Out of balance amount 0.00
FIGURE 4.43 — Payables reconciliation with tax
Zac's Sporting Goods
Shop 11 Midland Shopping Centre
Midland WA 6056
92941122
Supplier purchases (detail) report
01 Jan 2023 - 31 Jan 2023
Supplier name Supplier ID Amount ($)
Galaxy Sports *None
1D No. Date Quantity Item/Acct Amount($) Taxcode Status
00001100 30/01/2023 200 CBL 900000 GST Orders
Total 9,000.00
Grand total 9,000.00

FIGURE 4.44 - Supplier purchases (orders)
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Zac's Sporting Goods
Shop 11 Midland Shopping Centre
Midland WA 6056
92941122
Supplier purchases (detail) report
01 Jan 2023 - 31 Jan 2023
Supplier name Supplier ID Amount ($)
Galaxy Sports “None
1D No. Date Quantity Item/Acct Amount($) Taxcode Status
00001087 06/01/2023 4-4000 (149.55) GST Tosed
00001094 20/01/2023 10 BHP 1,20000 GST Closed
00001054 20/01/2023 10 WKT 50000 GST Cosed
00001096 23/01/2023 -1 BHP (120.00) GST Closed
00001097 24/01/2023 100 CBL 450000 GST Closed
00001098 27/0172023 4-4000 (225.00) GST Closed
00001098 27/01/2023 4-4000 (1.50) GST Cosed
00001099 27/0172023 4-4000 {2332) GST Closed
00001099 27/0172023 4-4000 (55.95) GST Closed
00001099 27/0172023 4-4000 373) GST Closed
Total 5,620.95
Grand total 5,620.95
FIGURE 4.45 — Supplies purchases (Galaxy Sports)
Zac's Sporting Goods
Shop 11 Midland Shopping Centre
Midland WA 6056
9294 1122
Trial balance report
Jan 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
11110 Business Bank Account 13,644.05 704.05
1-1120 Investment Account 0.00 17,660.00
1-1130 Petty Cash/Cash on Hand 0.00 150.00
1-2110 Shop Fittings At Cost 0.00 46,600.00
1-2120 Accum Depr. Shop Fittings 0.00 13,930.00
2-1140 Accounts Payable 10,084.00 17,424.00
21212 GST 2,157.10 1,102.10
3-1000 Owmner's Capital 0.00 48,640.00
3-2000 Owmer's Drawings 0.00 12,000.00
4-1400 Sales Income 0.00 62,255.00
4-1500 Service Income 0.00 490.00
4-4000 Discount Received 459.05 524.05
4-5005 Interest Income 0.00 195.00
5-1000 Cost of Sales 40.00 40.00
5-2000 Purchases 21,780.00 53,930.00
5-3000 Freight Expense 210.00 970.00
54000 Packaging 0.00 500.00
61110 Accounting & Bookkeeping 0.00 500.00
61120 Advertising & Marketing 0.00 910.00
61160 Bank Fees & Charges 0.00 135.00
6-1300 Depreciation Expenses 0.00 3,360.00
6-1470 Electricity Expenses 0.00 630.00
6-1500 Insurance Expenses 0.00 4,120.00
64280 Printing, Postage & Stationery 0.00 715.00
64320 Repairs & Maintenance 0.00 350.00
6-4460 Telephone & internet 0.00 490.00
Grand total 24,187.10 24,187.10 144,162.10 144,162.10

FIGURE 4.46 — Trial Balance
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CHAPTER 5 - SALES (ACCOUNTS RECEIVABLE)

In this chapter you will learn how to set up customer cards, enter opening balances, and then record
orders, item and service invoices, and receive payments from customers. The dates entered in this
chapter range across the month of May and are designed to fit between the purchase transactions
you recorded for Carry On Camping in the previous chapter.

To open the Carry On Camping data file select it from the list displayed in ‘My businesses’ when you
either ‘Switch business’ or log into the MYOB app.

Set up Customer Cards and Enter Opening Balances

Customers can be setup while creating an invoice, but it is easier to setup the existing customers in
table 5.1 using Create contact on the Contacts menu.

Customer Cards
Contact type Customer Customer Customer Customer
Designation Company Company Company Company
Company name Police Supply Dept | Outback Touring Scout Shop Cash Sales
Company
Address GPO Box 1360 205 Lakeside Drive | 79 James Street
Perth WA 6001 Joondalup WA Northbridge WA
6027 6003
Phone 9328 6688 9301 1799 93212804
Contact person lan Aldridge Fred Murray Jason Gray
Terms Net 30 days Net 30 days 5% 10/net 30 days | C.O.D.

TABLE 5.1 - Customer card information

You are only required to setup the details and billing address for customers. You can add a shipping
address, particularly important if it is different from the billing address. If it is the same as the billing
address simply tick the box, O Same as billing address.

Check your screen against figure 5.1 before clicking [Save] and setting up the other three customers.
The purpose of the generic ‘Cash Sales’ customer is to provide a means of recording sales when the
customer’s name is not known, they paid for the goods at the time of purchase, and/or they may not
buy from you again. The credits terms for this customer are always C.0.D. (Cash on delivery).

Note: There is provision to enter an ABN for customers, but this information is not essential as it has
no bearing on whether you charge them GST. If you are registered for GST, you must include GST on
the invoice. The withholding tax requirement that applies to suppliers does not apply to customers.
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Create contact

Contact type * @ Customer
O Personal

Desigration @ Company
O Indaidual

Company name * | Police Supply Dept
AEN
Open ABN lootup website (3
Contact 1D @

L) Inactive contact

Country | Australia v

Address | GPO Box 1360

State/territory | WA v

Contact person | lan Aldnidge
@ Add OC Email

Phone | 9328 6688

@ Add another phone number

FIGURE 5.1 — Create customer contact

When you have finished creating the customers you should have a list of customer contacts that looks
the same as figure 5.2.

Contacts e D
Contact type Search
Customer < | | Q ) Show inactive Reset
Name = Contact 1D ¢ Type ¢ Phone number ¢ Emall © Balance due ($) ¢ Ovesdue (3) ¢
Caah Salet ‘Nooe Customer ono 0.00
QOutback Touring Company *Nooe Customer 9801179 ono 0.00
Police Supply Dept "Nome Cuntomer 9328 6688 ono 0.00
Soout Shop ‘Nome Customer 9321 2804 oo 0.00

FIGURE 5.2 - Contacts

Go to the Sales menu and select Create invoice.

Customer Historical Sales

Name Invoice No. Issue date Amount including Tax
Police Supply Dept 2113 3/04/202_ $385

Scout Shop 2210 29/04/202_ $1,670
Outback Touring Company 2185 17/04/202_ $2,075
Outback Touring Company 2202 26/04/202_ $3,115

TABLE 5.2 - Customer historical sales information
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This is how to enter the historical sales:

Customer: Police Supply Dept
Invoice number: 2113
Customer PO no: Leave blank.
Issue date: 3/04/202_
When you enter this date, the message shown in figure 5.3 will appear. Click [Convert].
23 ™
Convert to historical invoice? X

Invoice dated before your opening balance month will
not automatically update account balances. Remember
to include the invoice amount in the respective
account's opening balance.

Opening balance month: May 2023

%

X

FIGURE 5.3 — Convert to historical invoice?

Amount: 385
Tax code: GST

Check that the due date is 30 days after issue and your screen should look the same as figure 5.4.

‘V('fféaié invoice

© voces dated betors yout openieg BIRCE MONtR Wil NGt AUICMAtCINY UPAMNE BCCOUNt BAANCes. Ramember 10 INckxde e INVOICe SMOeNts in the x

TOSPACIIVE SCCOUNT'S ODNING Datance
ualormer ¢

Potce Supoly Deot v
O ADN prowicectio apen audtes

BRng aodiess

GPO Box 1360

Perth WA 6001

Auuraa

Description Account * (D

Hastoncal sse 1-1200 Accounts Recetvatie

FIGURE 5.4 - Create historical invoice

Invoice sumber® | 2113

Customern PO Aumbed

Istue date®  DAOM/2023
Due date*  ONOS2022

Amoumts we O Tax nclusive

Tax exchesive

Baance ove

Tax code *

v o5t Ve

000 as1
53500
$38500

$000
$38500

- |

Click [Save], then [Cancel] or [Go back] at the next window to return to the ‘invoices’ window where
you can create the next historical invoice. The ‘Invoices’ window should then look the same as figure
5.5 and the balance due amount of $7,245.00 agrees with the opening balance figure entered in the

accounts receivable account.
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Invoices _

- v $7.24500 $724500 $0.00

- " Yot aar
Ay v Cuatom - oV - 4 moses N Q Acret
* . . L] . Amoent (8) ¢ Selencedes (5) # Due dete ~ Status 7 Actrity
2204202 22K Scan Srop 187000 LA2000 20082023 Oper.
2042070 2720 natack Touswg ( ANE00 AN5.00 Cpar
70412023 83 OVDech Touring ( 107500 207500  VIMS2023 Opan
02042023 im Vonce Lepery Deot Ny 8500 Openr

FIGURE 5.5 - Historical invoices

Sales Transactions

All credit transactions involving customers, and receipt of money from them, are entered via the Sales
menu. This is also used to record the cash sales of items or services. The credit sales equate to the
Sales Journal, and the receipts from customers would appear in the Cash Receipts Journal in a manual
accounting system.

Sales Order

Sales orders are probably not as widely used as purchase orders, particularly in small business. Where
they are most useful is in a manufacturing business, where sales orders are entered in the system to
allow management to plan production according to forward orders. They also serve as a reminder
that a customer is waiting for delivery by a specified due date or as soon as possible.

1/05/202_ Scout Shop ordered (PO no. 618) 20 x OZtrail Hiker tents for delivery on May 10.

Select the Sales menu and then Create sales order on the menu. This option allows us to enter the
customers purchase order number and later convert it into an invoice when the goods or services are
supplied.

Customer: Scout Shop
Sales order number: 2212

Note: The number currently displayed is the next number in sequence after the final outstanding
invoice you recorded as a historical balance. 2212 is the starting number for May transactions.

Customer PO no.: 618

Issue date: 1/05/202_
Promised date: 10/05/202_
Status: Open

Amounts are: @ Tax exclusive.
Item ID: OZHK2

No of units: 20

The remainder of the line will be completed for you from the information contained on the item card,
but if a price is mentioned on the order, you should make sure that the price displayed is correct
before recording the transaction as that customer may have been quoted a special price.
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Create sales order @

Arrrrer
Scout Shep v
stomer PO number 618
g aomes

MiUe OMe®  OWOS2003
79 James Sueet

Northonadge WA 8003 fromaed date  HOIOW/2023 e
AAtaba
tatut  Open
Amaounts are Tax inclusive
© Tax mxchaive
<
one v O OZwsl ke 2- 43400 Saes Ten v Each 20 700 ano 2,400.00 v GST v
person ten
~ - ~ v
ot rorer O
= Subtotal $2.400.00
Freignt (5) 000 osY
Tax $240.00
Totad $2.640.00
View POF Canost _

FIGURE 5.6 — Create sales order
Click [Save] then [Cancel].

Item Invoice

When sales orders are not used, sales of items are recorded on an Item Invoice. The layout for this
looks much the same as the Item Bill. This layout is used only if you need to issue an invoice that
shows quantity x price.

3/05/202_ Sold 2 x OZtrail Bungalow tents @ $480.00 each and 1 x Garmin Fenix 6 Smartwatch
@ $990.00 (prices exclude GST) on credit terms of net 30 days to Outback Touring
Company. The invoice total is $2,167.00 and includes a freight charge of $20.00
(excluding GST). Their PO No. is 337.

The layout should be services and items.

Customer: Outback Touring Company
Invoice no.: Accept the next number provided by MYOB.
Customer PO No.: 337

Note: If the customer has not given you a Purchase Order No., then leave this field blank.

Issue date: 3/05/202_

Due date: MYOB has defaulted to 30 days after issue date. This is correct.
Amounts are: @® Tax exclusive.

Item ID: 0ZB9P

Note: If you do not know what the Item Number is, use the arrow key and a list of items will appear
for you to select from. Alternatively, just start typing the number or name.

Description: MYOB completes this field for you. The description can be amended if
required by typing additional information or a new description.

No of units: 2

Price: MYOB automatically completes this for you from the selling information
contained on the item card. If a different price is to be charged type the new
price in the field.

Amount: Automatically calculated for you. (2 x $480)
Tax code: Completed for you.
ltem Number: GFEN6
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No of units: 1

Freight:

Notes to customer:

20
Create your own.

The Discount (%) column is used for volume or trade discounts only; not early payment discounts, and
the Job column is used for job costing which will be covered in a later chapter.

[Create invoice

Customee *
Outbhacs Tourng Company -
Mo ABN provided?ed open QuITeT
[
205 Lakeside Drive

Jooeceiup WA 8027
Austr s

Rem IO Description Account * () Unit O Mo of units
O v @ OluMBurngaow$- 41800 SsesTen v Each 2
peruon tent

GFir v @ Oarmn Fanix 8
Senar twalch

41700 SaesOth v Fach 1

View POF Emadd involce Save s recurring Prefil from recarring

FIGURE 5.7 - Item sales invoice

Mot @ Faamitne ®

Iusue date *

 Cae

ma

Customer PO nunber 337

awoNIoy

02/00/2023

I VISA @D @l (=~ G Stan getting paid calns ('

Unit price
48000

90 00

Amcunts are

Discownt (%)

000

000

Froight (8)
T
Total

Amaount pad ()

Tax Inchusive
© 1ax ke
o
Amount (5) *  Job Tax code *
96000 v OST v -
@00 00 v GST v ™
v v -
$1.95000
2000 | GSV
$197.00
$2,67.00
000
$2,107.00
Cancer Sweand. v -

Click [Save] then [Cancel]. At the Invoices window click [Create invoice].

Service Invoice

Use this layout when there are no inventory items involved in the sale. This business sells and repairs
camping equipment. The selling part uses the Item layout; the repairing part uses the Service layout.

6/05/202_ Invoice Police Supply Dept for repairs to a tent. The total charge is $110.00
(including GST). A freight charge of $11.00 is to be added because the customer
wanted it delivered when ready. Purchase order no. 112890. Terms net 30 days.

Customer: Police Supply Dept

Invoice no. Accept the next number provided by MYOB.

Customer PO No.: 112890

Issue date: 6/05/202_

Due date: MYOB has worked this out for you.

Amounts are: ® Tax inclusive.

Click the purple star symbol and change the layout to ® Services.

Description: Repair one tent

Acct No.: 4-2100

Note: With this layout you must specify which account the amount is to be posted to.

Amount: 110

Tax code: GST

Freight: 11

Check your screen against figure 5.8 before you record the transaction.
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Create invoice

saomer olck nembm® 224

Posce Suppty Dept e
Cutiomes PO number 112800
NO ABN providecNo open guotes -
ous Sate® 080872023
Alng address
Due date”  OSDG2023
GPO Bos 1380
zlv:::o(on B ViSA @D @R ~~ - 5w getting pwa oneew (5
Amounts me ) Tax inchusive
Tar eschuvve
L
Dessdnton Accoust * Amount ($)*  Job Tax code *
Qepar one tant 47900 Service income v nooo vV OsT v
- v
Notes 16 cistomes O Sawe 2t Getaust
= Suttota $110 00
Freight (81 noo @@
Tax $1oo
Toeal .00
Amount paa (31 000
Batance due $121.00
ViewPOF  Emaliiowoice  Ssve mrecwrring  Profil from recurring Cancel Sevwond.. v -

FIGURE 5.8 - Services sales invoice

Click [Save] and then [Cancel].

Receipt from a Customer (with prompt payment discount)

This is a similar process to that used in paying suppliers when there is a prompt payment discount.
Work out the discount they are entitled to, just to make sure their calculations are correct. Base your
calculations on the total invoice amount or the balance owing on the invoice.

6/05/202_ Received and banked a cheque for $1,586.50 from Scout Shop in payment of
outstanding invoices less discount.

Select Sales menu and the Create invoice payment option.

Customer: Scout Shop

Bank account: 1-1110 Business Bank Account
Description of transaction: Leave blank — this is optional.
Reference no: Accept the default.

Date: 6/05/202_

Select the invoice(s) being paid.

Discount (S): 83.50 ($1670.00 x 5%)
Amount received: 1586.50

If you can see that all amounts owing are being paid, then place a M in the box the top of the list of
invoices to select them all.
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[Record payment from customer

Customas *

Reference nunder*  CROO000Z
Scout Shop v

Date® OROS2023 L+t

Bk account

1N Sutinest Rank Account v
Descrigion of Wansaction

Show closed nvoces

1 rwoices selected

. ttue date Mvesce mumbe ! Status Ratance due (8] Descount (3) Duscounted balance (81 Amount neceived (3)
[- WOV 1w Open 167000 5150 158650 158050 ]

Total amount recelved  $1,586.50

— |
FIGURE 5.9 — Customer payment with discount
Click [Save].

To see the three journal entries that MYOB has created for you go to the Reporting menu and select
Journal entries.

1. Recorded the discount allowed and the amount of GST included in the figure.

2. Recorded the payment received.

3. Applied the prompt payment discount against the invoice. (See figure 5.10)

R ORNOS20) Scout Shage Dacounts on 2290 -~
#ot no Accoumt ramiser Accomunt name Dwtat (8! Cruciat (%)
-1, ACCTUnT ) Recwaratin 0s
[ 3000 Decount Aliowed Ll
2am csr 755
Total amount 8150 s
e payment ORTB/2023 Payment: Scout Shop ~
Rt ne Acxount murrier Ascount name Dbt (8 Crodt (%)
CRO00M2 1110 Business Bana Account L0650
CROO0SY 11200 Accounts Recesativ 158650
Total amount 158650 158650
Cuntormer evtirm .. ONTs/2003 Scout Shog: Credit bom 2215 o
et no Account st Account name Detit (5) Cradit ()
SI00000 11200 Accounts Recrivatie 0350
SR00001 11200 Accounts Recessstia 00
Total amoum ase 8350

FIGURE 5.10 — Customer payment journal entries

Convert Sales Order to Invoice

When the goods are ready for pick up or delivery, the sales order is converted into an invoice to send
to the customer.

10/05/202_ The 20 tents ordered by the Scout Shop (PO No. 618) are ready and someone has
come in to pick them up. Convert sales order no. 2212 into an invoice for $2,640.00.
There are no additional charges to be added. Terms are 5% 10/net 30 days.

Select Sales menu and the Sales orders option.
Enter 01/05/202_ as the issued from date and 31/05/202_ as the issued to date, and the list shown
in figure 5.11 will display.
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Sales orders @ _

Statee Cuntomes besund fram st b0 Search

Az v A v ooyos2023 B s = Q Beset

Total amount $2 640 00

suedate v  Ordernumber §  Customer ¢ Customer PO number * Amount (5) ¢ Promiseddale ¥ Status ¢

OVOs2023 ma Scout Shop L)) 264000 WONONZ023 Opan

FIGURE 5.11 - Sales orders

Click on Order number 2212 and the order will display as shown in figure 5.12.

Sales order 2212 omee
{ gi:?m ™ :-5 $2,640.00
Custornee * Sales Ofer oumber® 2712
Scout Shop -
Customer PO number 678

Blng acwss
e date* | OWOS/2023
79 James Street

NOMNONAgs WA 8003 Promesed dae  WNOS2023 m
Auttraita
Statvs Qpen v
Amounts are Tas ncutive
© Tas msciusive
°
Nem 10 Description Account * O Unit Ovder qty Unit peice Discount (%) Amount (3)*  Job Tax code *
o v O ONrst Hker 3- AN00 Sales Ten v Each 0 12000 000 240000 v GST w
pervon tent
v - - v
Notes 10 cuttomes ©
= Suttotal $2,400 00
Fraight (5) 000 asvY
Tax $240 00
Total $2,84000
AP
Owete  ( Comverttoivoice ™ View POF Cancel -
R

FIGURE 5.12 - Convert to invoice

There are two alternative places to click to convert the sales order into an invoice. You can click on
which ever one you prefer.

MYOB has converted the order into an invoice.

Complete the invoice as follows:

Invoice no: Accept the next number provided by MYOB.

Customer PO no.: Completed for you.

Issue date: 10/05/202_

Due date: Change to 10 days as this customer is entitled to a prompt payment discount.
Amounts are: @ Tax exclusive.

Click on the arrow alongside the field for ‘Notes to customer’ and click Create note. Create the note
shown in figure 5.13.
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£ X\
Create note to customer

Note name *

Thank you

Note text*

Thank you for your business.

Cancel | Save |
W 3 s

FIGURE 5.13 - Create note to customer

Click [Save] and your invoice should look the same as the one shown in figure 5.14.

[Create invoice

Custor

Irvoce number® 228

Scout Shop v

No ABN proveaed

Customae PO number 898

fsaue date®  10/08/2023 2

B0 a00ies

Due aste*  20/08/2023

79 Jamas Street

Mot WA 6003 .
Frebion B VISA @D NI == G Stant guttieg pakd ontne [
Amounts aee | Tak inchusive
© Tax exchusive
<
Rem 10 Oescription Account * () Unit () Noof units Unit price Owscount (%) Amount (§) ¢ Job Yax code *
ane v @ Olws e 2- 40400 Sslet Ten v Fach 20 172000 a0a 240000 v GST v e
person lent
~ - ~ v
Notes 1a custemer () Save at dotaunt
Suttata $2.40000
Thaok you v
Froight (8} 000 oSt
Thank you for Dursinest
o Tax $24000
Tota! 87 64000
Amount pasd (3] a00
Balance due $2.64000
View POF Emad ervosce Save Prefi from Cancet Saveand. ~ -

FIGURE 5.14 - Invoice created from sales order

Click [Save].

More invoices
Now create these invoices:

15/05/202_ Invoice issued to Scout Shop for minor repairs to two tents, the charge is $120.00
(plus GST). Purchase Order No. 626 received from the customer. Terms 5% 10/N30.
17/05/202_ Invoice issued to Police Supply Dept (PO No. 112978) for the following items:

2 X ENEFF; 2 x OZB9P; 2 x OZDS2; 2 x OZHK2
Add a freight charge of $20.00. (Invoice total $3,784.00). Terms net 30.
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Sales order with deposit paid

There may be times when a customer, especially a new customer, is required to pay a deposit prior to
the order being packed and shipped, to show good faith.

20/5/202_ A new customer, Kalbarri General Store, c¢/- Post Office, Kalbarri WA 6536, has
ordered (PO #337) 2 x OZtrail Bungalow tents, 2 x OZtrail Double Burner stoves, 3 x
Black Wolf Campsite sleeping bags, and 4 x Engel Eclipse fridge-freezers.
The customer will be given terms of net 15 days and was asked to pay a deposit of
$2,000 which they have done by EFT today.

Create the sales order as before. The customer list will appear showing that this customer is not on
the list. Use Create customer and create the customer using the information provided.

The sales order does not provide a field in which to record the deposit paid, so that will be recorded
using the Banking menu.

Create sales order @

Cusiomer *

Ko Ceneral Store v
wmer PO purmber 337
B0 MIOTest
Houe 20/0%7023 (v ]
¢f- Post Office
Kasbaeri WA 6536 Promised date  DOMVMYY e
Maraia
» Opan -
Arv " Tax kit
© Tar eschnive
o
tom 10 Description Account * () Unit Order gty Unit price Oiscount %) Amount ($)*  Job Tax code *
O v (D OIVMIBUOMOW B 41400 Sales Ten v  Each 2 48000 apo 98000 v OsT ~
poeton tent
02 v (D OZwat costie 41600 SslesKne v Eaen 2 140.00 0.00 28000 v OST w
Dusner stove
BWC v D ek wot 41500 Soln S v Each 3 13000 000 39000 v 05t -
Campaite Siseping
Bag
ingt v D EngelEcipse 49000 Saes K v Kach 4 97000 0.00 188000 v oSt wv
Froge-Freerer
v v v -
eotes b - @
S Suttots $5.510 00
Fraight (S) a0 o8t
Tan 535100
Total $8,08100
View PDF S _

FIGURE 5.15 - Create sales order
Click [Save], then go to the Banking menu and select Receive money.

Normally all transactions that involve customers should be recorded using the Sales menu, but
because the deposit cannot be applied against a sales order and there is no invoice yet, the Banking
menu is used.

Record the deposit paid as follows:

Bank account: 1-1110 Business Bank Account

Contact: Kalbarri General Store

Description: Deposit paid

Reference no. Accept the number provided.

Date: 20/05/202_

Amounts are: It does not matter which radio is selected as the tax code will be N-T.
Account: 2-1538 Customer Deposits

Amount: 2000
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Create receive money transaction

Bank accont *

Relerence number *  CROOD00J

10 Busness Bank Account v

Date* 200052023 | =4
Contact (payer) Amoants are ) Tas nCetive
Kattami Cenerss Store v Tax exchusive
Cesrnption of trymeacnor
Depout paa
Account * (D Amount ($) *  Quantity Description Job Tax code *
21538 Customer Deposits 2,000.00 v Nl v

Save asrecuing  Prefil from recurming

Subtotal  $2,000.00

Tax $0.00
Total $2,00000
S— - |

FIGURE 5.16 — Deposit paid by customer

The sales order has no direct effect on the financial records, but the money received from the
customer does. Note the account it is posted to. Click [Record].

Cash Sales

When a customer pays for the goods at the time of purchase, and there is no reason to set up a card
for them, use the Cash Sales customer to record the sale. The sales invoice layouts are not available
in the Banking module; therefore, you must use the Sales menu.

23/05/202_ A customer came into the store and purchased a Black Wolf Campsite sleeping bag
(5135.00 including GST) and a single airbed (555.00 including GST) which she paid
for using EFTPOS.

Customer: Cash Sales

Invoice No.: Accept next number in sequence.

Issue date: 23/05/202_

Due date: Cash on delivery

Amounts are: ® Tax inclusive.

Item ID: BWCSB

No of units: 1

Unit price: 135 (This is not the item list price, type the figure into the field.)

Item ID: AIRBS

No of units: 1

Unit price: 55

Amount paid: 190

Click [View PDF], then [Export] at the next window. You will need to click on the item that has
appeared at bottom left of your screen to see the exported invoice. Figure 5.17 is the top portion of
the actual invoice a customer would receive.

When you have viewed the invoice close the tab that it has appeared on and when back at the invoice

window click [Save].
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Carry On Camping
1800 Albany Hghway
Madangton WA £109
Prone B450 1999
o
ASN 62 000 854074
Tax invoice Invoice number Issue date Due date
2220 22052023 coo
B o
Cash Seles
1 —
ftem 10 Description Units Unit price () Tax Amount (§)
ity tar ey s
BWCEB Bagck Wolt Campate Seeping Bag Each 1 1300 GaT 135.00
AIRBS Single arted Each | 5500 GST 5500
T s
Total Amount s mm $190.00
Tolad pasd $190 00
Balance due $0.00

FIGURE 5.17 — Cash sale invoice

If you go to Journal entries in the Reporting menu, you will see two entries have been created for this
invoice. One records the receipt of the money and the other records the sale.

Now create this cash sale invoice:

25/05/202_  Cash sale of 1 x Garmin Fenix 6 Smartwatch for $1089.00 (including GST). The
customer paid by credit card.

Convert sales order to invoice (deposit paid)

In the previous conversion there were no additional charges. In this conversion you are adding a
freight charge.

27/05/202_ The items ordered by Kalbarri General Store are packed ready for shipping.
Convert the sales order into an invoice and add a freight charge of $100.00. Terms
N15.

Click Sales orders on the Sales menu.

Select order number 2219 and click [Convert to invoice].

Issue date: 27/05/202_
Due date: 15 days from date of invoice
Freight: 100

Your invoice should then look the same as the one shown in figure 5.18.
Note that no amount has been entered in the ‘Amount paid’ field, either by myself or MYOB. The
reason for this, is that entering a figure here would result in the payment being recorded twice.
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Create invoice
Custormes * invoie ramber® | 2227
Kabarn Ganers Store v
Cuttomer PO number | 237
MO ABN proveded
Iotun date® | 27/05/2023 =
Rulbng adaeeds
Due date®  M08/2023
/- Post Office
KaOMn WA 8536 —
pro B VISA @D Bl (= G~ Stant gutting paid orsne [
Amourts e Tax inchaive
© s exchnive
°
fem 10 Description Account * () Unit ) No of usits Unit price Discount (%) Amount (8)*  Job Taxcode *
028 v @ Ofws Bungaow §- 41400 Sses Ten v Each 2 480.00 000 #60.00 v OST v m
perion tend
owr v @ Olww dovtle 41600 SalesKic Vv Each 2 140,00 000 28000 vV QGST Vv -
DU SIOve
BWC v @ Buackworr 41500 Sales Sies v Each 3 130.00 000 36000 v 05T v -
Campaite Sleeping
Rag
Nt v @ EngelEcipee 41500 SalesKiic v Each 4 970.00 Q00 1,580.00 vV ST v
Froge-Freaer
v ~ v v o
Notes 10 customer O Save a3 defautt
v Subtotal $5,510 00
Froight ($) 0000 o8Y
Tax $361.00
Totst $0.171.00
Amount paid ($) 00
Balance due $8.171.00
View POF Emall mvoice Save as recurring Profill from recurring Cancel Soveand.. v -

FIGURE 5.18 — Invoice for customer who paid a deposit
Click [Save].

The next step is to apply the deposit against this invoice, and this is a bit complicated because the
deposit was paid before an invoice was issued and the amount in the ‘Customer deposits’ has not
been automatically transferred from that account to ‘Accounts receivable’ as might have been
expected.

Adjustment Note (Credit Note) for deposit paid by a customer

The Australian Taxation Office calls them Adjustment Notes and MYOB will print them with this
heading. They are issued when a customer returns goods to you, or for some other reason, as is the
case here.

There is a two-step process with Adjustment Notes, just as there was with the Supplier’s Adjustment
Notes. Select Customer invoice on the Sales menu.

Step 1: Record the Adjustment Note

Create a services adjustment note for the deposit paid by the customer, as shown in figure 5.19. The
amount must be entered as a negative figure.
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[Create invoice

Cuntorer *

Canam Cerersl Stose ~

1o ABN provisectis opan ouates.

Ievoice number® | 2223

90 PO mambed

Moue Gate” | I7ON2O2D
WG aoTes e
/- Post Office
::r::‘masu B Visa @D Bl (=) G=) S getting paia onsne (F
ATOWntS are Tax nchasive
© Tar excusve
L
Detcnption Account * D Amount (81 *  Job Tax code *
Depowt pax) 71538 Customes Deposes 2 000,00 v NY v -
Neotas ta customer (D Lave as Jelautt
o Sutrotal $2.000.00
Froight (5) ooo  osr
Tax $0.00
Towm $2.00000
Amount pas (3) [ 1)
Balance due $2.000.00
Viaw POF Ema rvosce Save wn recuTIng Profi from recurnng Cancel Save . ~ -:
FIGURE 5.19 — Adjustment note customer deposit
Click [Save] then [Save] at the next message that appears. Click [Cancel].
Step 2: Apply the adjustment note against the original invoice
Go to Customer returns on the Sales menu.
Sale returns and credits
fety amonere 12 00000 Total balerce dus $2 000 00
1oham Bate & B Comromras Cumtarnes PO 0o ¢ Amount ($) * Batance due (51 ¢ Recond rebund Appty 10 wake
3741 ot Commral Dore 2.000.00 200000 @ Retendt B Aoey

FIGURE 5.20 - Sale returns and credits

Click Apply and complete the next window as shown in figure 5.21. Click [Record].

'Apply customer credit to sale
EEDMN Gared M Shoee v

Croat (8)

200000

Descrption of 17ansaction

Katarm Oerees Stose: Credd rom 2273

issuedate  iwoice rumber Status
20082023 12 Open

Boterence numners | $J000002
Date | 27/05/2023 m
Batance due ($) Discount ()  Oiscounted balance (5)  Amount spplied (5)
U100 a171L00 2,000.00
Total amount apphed 53 000 00
|

FIGURE 5.21 — Apply customer credit to sale

Adjustment Note (Credit Note) for goods returned by a customer

28/05/202_

The price charged was $120.00 each excluding GST.

Police Supply Dept has returned the two (2) OZtrail Hiker tents that were originally
charged to them on invoice no. 2218. They were not suitable for their intended use.
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Select Create invoice on the Sales menu.

Step 1: Record the Adjustment Note

Customer: Police Supply Dept

Invoice No.: Accept the number shown.

Issue date: 28/05/202_

Amounts are: ® Tax exclusive.

Item ID: OZHK2

No of units: - 2 (returns of items must be entered as a negative quantity)

Create invoice

Cuttome voice Nustee * | 2224

Pokce Supply Dept -
\tomer PO mamber
O ABN DAOVIBSTNO 0P8N GuOtet
sus date® | 200082023 =
Rilng aazess
e cate s IMON023

QPO Bos TM0
:::m B visa @B Sl (=) o) St getting pasd ecdee (5
AORnts e Tax mnchusve
© Tox scusive
o
fem IO Oeewcniption Accoumt * () Unit ) Mo of usits. Unit price Dwcoant (%) Amount (5)*  Job Tom code *
o v @ OZve Mk 2- 4400 SessTen vV Fach 2000 000 ~740.00 vV OOST vV e
peron tent
v - v v .-
Notes 19 customes (D Save at detmst
Subtotsl 524000
-
Freignt (5) 000 osv
Tas -32400
Total 520400
Amount pad (8) ooo
Balawe Cue 528400
View POF Emad mreosce Sove & recurring Prefll from recuring Cancel Sswand. v -

FIGURE 5.22 - Adjustment note for goods returned by customer

Click [Save] then [Save] at the message the appears. Click [Cancel].

Step 2: Apply the adjustment note against the original invoice
Go to Customer returns on the Sales menu. Click Apply as you did in the previous transaction and
apply the amount against invoice number 2218.

Date: 28/05/202_

Apply customer credit to sale

Customer

Posce Suppty Dept v

Refererce number® 5000003
Date | JNOS073 b
Crean [§

26400

Uecnpron of trartaeon

Polce Sepply Dept Creae om 7774

13 date Iwokce number Staten Batance due (5) Oscount ($)  Dvscounted batance ($) Amount apphed (5]
0504023 M3 Open 38500 38800
oNOSTIY 2214 Open 17100 oo
V0572023 2218 Open 478400 178400 26400
Total amount appled $264 00
conce |

FIGURE 5.23 — Apply customer credit to sale
Click [Record].
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Sale to New Customer (with a volume discount)

You could go to Contacts and create a new customer card, but it really is often easier to create it while
you are preparing the invoice. The volume or trade discount column operates in the same way it did
in purchases.

29/05/202_  Sold 20 x OZtrail Bungalow 9-person tents @ $480.00 (excluding GST) each less 7.5%
volume discount, on credit terms of net 15 days to a new customer — Woodbridge
Primary School of 10 Archer Street, Midland WA 6056, phone no. 9267 7777. (PO
No. 3789)

Select Create invoice on the Sales menu.
Customer: Woodbridge Primary School

When the customer list appears, use Create customer and set up the customer’s card using the
information provided. Then complete the invoice as shown in figure 5.24, using the Discount (%)
column to reduce the total cost by the 7.5% volume discount.

Create invoice

$90mec®
o invoicn rumbee® | 2205

WOOKNIGE Pimary SChool ~
utiomer PO rumber 3709

MO ABN proweedie pen Guates

s date®  20/05/2023 =2l
Bl address
Dus date* /002023
10 Archr Street
Wactana WA 8058 " »
presvent B VISA @ SR (ov (o~ Stant getting paid endee (3
AMmCunts we Tan mchuseew
© Tox exchunive
o
nem 10 Dercrption Account * O Unit @) Mo of units Untprice  Dmcount (N Amount I$)* 200 T cooe *
028t v D OiwssBungMow B 41400 Ssles Ten v Each 20 48000 250 488000 v OST v -
peeson tent
v v -~ S
’ - Save a4 Getmn
G Suototal $8.880.00
Frosght (81 000  GsY
T 388800
Total $9.764.00
Amount paid (8] 000
Balance O 3970800
View POF Emadt invoice Save m recurring Profi from recurTing Cancet Sevownd. ~ -

FIGURE 5.24 - Sale with volume discount
Click [Save] and then [Cancel].

Part Payment Received from Customer

Customers do not always send a remittance advice with their cheque; they simply send a cheque
(usually for a rounded amount) as part payment of the total amount owing. You then do not know
which invoices they are paying. When this happens, the amount should always be applied against the
oldest invoices first until all the money is used up.

29/05/202_  Received and banked a cheque for $4,000.00 from Outback Touring Company in part
payment of the amounts owing by them.

Select Sales menu and the Create invoice payment option.

Customer: Outback Touring Company

Bank account: 1-1110 Business Cheque Account

Description: Part payment

Reference no.: Accept the default unless the company issues receipts and wants the receipt
number recorded in this field.

Date: 29/05/202_
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Click in the Amount received column alongside the oldest amount listed to apply portion of the total
amount received. Then enter the remainder, or some portion of the remainder, against the next
oldest and so on until the amount received has been used up. See figure 5.25. If the customer has
provided a remittance advice with details of which invoice(s) they are paying, then you apply the
amount received based on that.

[ Record payment from customer

Cutiomer® Referance mumber * CROOO008

Outback Tounng Company v

Date®  20/0S/2023 =

Bank sccount

11190 Business Bank Account v
Cescaption of Wransacton

Part pagrment

Show closed Fvolces
2 rweicet telected
‘ e date mvosce mumber Status Balance due (3} Discount (§)  Discountad balance (3)  Amount received ($)
01082073 nn Open 2100 28200
. 200047023 Lo Open EALES INS00 197500
. /0412023 oes Open 207500 207500 2075.00
Total amount received  $4,000.00

|
FIGURE 5.25- Part payment of invoices
Click [Save].
Reports
Print or display the following reports for May 202 _.
Sales register
Click Reporting > Reports > Sales > Sales register.
From 1/05/202_to 31/05/202_.
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Sales register report
01 May 2023 - 31 May 2023
Customer PO Total amount Amount due
Date Invoice No. No. Customer name (£5) ($) Status
03/05/2023 2213 337 QOutback Touring Company 2167.00 2167.00 Open
06/05/2023 2214 112890 Police Supply Dept 121.00 121.00 Open
06/05/2023 2215 Scout Shop (83.50) 0.00 Closed
10/05/2023 2216 618 Scout Shop 2,640.00 2,640.00 Open
15/05/2023 2217 €26 Scout Shop 132.00 13200 Open
17/05/2023 2218 112978 Police Supply Dept 3,784.00 3520.00 Open
23/05/2023 2220 Cash Sales 190.00 0.00 Cosed
25/05/2023 2221 Cash Sales 1,089.00 0.00 QOosed
27/05/2023 2222 337 Kalbarri General Store 6,171.00 4171.00 Open
27/05/2023 2223 Kalbarri General Store (2,000.00) 0.00 Cosed
28/05/2023 2224 Police Supply Dept (264.00) 0.00 Cosed
29/05/2023 2225 3789 Woaodbridge Primary School 9,768.00 9,768.00 Open
Total 2371450 22,519.00

FIGURE 5.26 — Sales register
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Item sales

Click Reporting > Reports > Sales > Item Sales.
From 1/05/202_to 31/05/202_.
Expand the report.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Item sales report
01 May 2023 - 31 May 2023
Item number item name Quantity Amount ($)
AIRBS Airbed
Customer Promised
name L b tion date $) T type date
Cash Sales 2220 23/05/2023 1 50.00 Closed
Total 1 50.00
OZB9P Bungalow Tent
Customer Promised
name C date {9 type date
Kalbarri General
Store 2222 27/05/2023 2 960.00 Open
Outback
Touring
Company 2213 03/05/2023 2 960.00 Open
Police S
Dept PRl 2218 17/05/2023 2 960.00 Open
Woodbridge
Primary Schaol 2225 29/05/2023 20 8,880.00 Open
Total 26 11,760.00
ENEFF Fridge-Freezer
Customer Promised
name C b tion date Q A (8] type date
Kalbarri General
Store 2222 27/05/2023 4 3,880.00 Open
Palice Supply
Dept 2218 17/05/2023 1,94000 Open
Total 5.820.00
OZHK2 Hiker Tent
Customer Promised
name G b tion date Q A % type date
Police S
Dept upply 2218 17/05/2023 2 240.00 Open
Palice Supply
Dept 2224 28/05/2023 -2 (240.00) Closed
Scout Shop 2216 10/05/2023 20 2,400.00 Open
Total 20 2,400.00
BWCSB Sleeping Bag
Customer Promised
name C ion date A (£5] type date
Cash Sales 2220 23/05/2023 1 12273 Closed
Kalbarri General
Store 2222 27/05/2023 390.00 Open
Total 51273
GFENG Smartwatch
Customer Promised
name C b date A (£5] type date
Cash Sales 2221 25/05/2023 1 990.00 Closed
Outback
Touring
Company 2213 03/05/2023 990.00 Open
Total 2 1,980.00
0zZDs2 Stove
Customer Promised
waae a »mb date A £} e ‘dae
Kalbarri General
Store 2222 27/05/2023 2 280.00 Open
Police S
ety 2218 17/05/2023 28000 Open
Total 560.00
Grand total 23,082.73

FIGURE 5.27 — Item sales
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Customer sales

Click Reporting > Reports > Sales > Customer sales.

From 1/05/202_to 31/05/202_.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Customer sales report
01 May 2023 - 31 May 2023
Customer
Customer name number Sale amount ($) Tax ($) Current balance ($)
Cash Sales *None 1,162.73 116.27 0.00
Kalbarri General Store *None 3,510.00 561.00 4,171.00
Outback Tauring Company *None 1,950.00 197.00 2,167.00
Police Supply Dept *None 3,280.00 331.00 3,641.00
Scout Shop *None 2,444.09 244.41 2,772.00
Woodbridge Primary Schoal *None 8,880.00 888.00 9,768.00
Grand total 21,226.82 2,337.68 22,519.00
FIGURE 5.28 — Customer sales
GST report
Click Reporting > Reports > Business > GST report.
From 1/05/202_ to 31/05/202_ and ® Accrual.
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
GST report
Accrual mode
01 May 2023 - 31 May 2023
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
N-T Not Reportable [¢] {5,463.00) (5,463.00) 0.00
GST Goods & Services Tax 10 31,420.10 28,563.73 2,856.37
Total sales and
income 25,957.10 23,100.73 2,856.37
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
NT Not Reportable [ (17.013.00) {17.013.00) 0.00
cAP Capital Acquisitions 10 19,900.00 18,090.91 1,809.09
GST Goods & Services Tax 10 14,827.50 13479.55 1.347.95
Total purchases
and expenses 17,714.50 14,557 .46 3,157.04
Net total 8,242.60 8,543.27 (300.67)

FIGURE 5.29 — GST report
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Unpaid invoices

Click Reporting > Reports > Sales > Unpaid invoices.

As at 31/05/202_.
Expand the report.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Unpaid invoices report
31 May 2023
Customer name S 0-30 31-60 61-90 90+ Total due ($)
Kalbarri General Store *None 4,171.00 0.00 0.00 0.00
:m“ Transaction date 0-30 31-60 61-90 90+ Total due ($)
2222 27/05/2023 4,171.00 0.00 0.00 0.00 4,171.00
Total 4,171.00 0.00 0.00 0.00 4,171.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
Outback Touring Company *None 2,167.00 1,190.00 0.00 0.00
e Transaction date 0-30 31-60 61-90 90+ Total due ($)
2202 26/04/2023 0.00 1,190.00 0.00 0.00 1,190.00
2213 03/05/2023 2,167.00 0.00 0.00 0.00 2,167.00
Total 2,167.00 1,190.00 0.00 0.00 3,357.00
Ageing percent 64.55% 35.45% 0.00% 0.00%
Police Supply Dept *None 3,641.00 385.00 0.00 0.00
Reference
number Transaction date 0-30 31-60 61-90 90+ Total due ($)
2113 03/04/2023 0.00 385.00 0.00 0.00 385.00
2214 06/05/2023 121.00 0.00 0.00 0.00 121.00
2218 17/05/2023 3,520.00 0.00 0.00 0.00 3,520.00
Total 3,641.00 385.00 0.00 0.00 4,026.00
Ageing percent 90.44% 9.56% 0.00% 0.00%
" ScoutShop *None 277200 0.00 000 000
e Transaction date 0-30 31-60 61-90 90+ Total due ($)
2216 10/05/2023 2,640.00 0.00 0.00 0.00 2,640.00
2217 15/05/2023 132.00 0.00 0.00 0.00 132.00
Total 2,772.00 0.00 0.00 0.00 2,772.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
i Wbodlrm Primary Sého;l B :None ) 9.768.007 IMIli 70.007 0.00
sumber Transaction date 0-30 31-60 61-90 90+ Total due ($)
2225 29/05/2023 9,768.00 0.00 0.00 0.00 9,768.00
Total 9,768.00 0.00 0.00 0.00 9,768.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
Grand total 22,519.00 1,575.00 0.00 0.00 24,094.00

FIGURE 5.30 — Unpaid invoices

Trial Balance

Click Reporting > Reports > Business > Trial Balance.

Report as of May 202_.
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Carry On Camping

1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
May 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 414260 37,757.60
1-1120 Busil 1 Account 0.00 5,000.00
1-1121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 16,849.00 24,094.00
1-1201 Less Prov'n for Doubtful Debts 130.00 145.00
1-1300 Inventory 0.00 10,700.00
1-1310 Prepaid Insurance 446.00 44400
1-2110 Furniture & Equipment At Cost 0.00 8,400.00
1-2120 Accum. Depr. Fumniture & Equipment 105.00 4,515.00
1-2210 Impravements At Cost 0.00 5,000.00
1-2220 Accum. Depr. Improvements 117.00 3,947.00
1-2310 Motor Vehicles At Cost 1,190.91 18,090.91
1-2320 Accum. Depr. Mator Vehicles 11,563.11 376.89
2-1110 Visa 0.00 1,465.00
2-1140 Accounts Payable 9,899.00 15,239.00
2-1212 GST 300.67 3,309.33
2-1350 PAYG Withhaolding Payable 0.00 2,635.00
2-1355 Superannuation Payable 0.00 477.00
21360 Wages & Salaries Payable 1,003.00 0.00
2-2105 Business Loan 14,400.00 14,400.00
3-1000 Owner's Capital 0.00 52,495.00
3-2000 Owner's Drawings 0.00 22,700.00
4-1400 Sales Tents 14,160.00 123,060.00
4-1500 Sales Sleeping Equipment 562.73 17,362.73
4-1600 Sales Kitchen Equipment 6,380.00 55,130.00
4-1700 Sales Other 1,980.00 61,760.00
4-2100 Service Income 220.00 3,220.00
42200 Freight Income 150.00 1,350.00
4-2300 Discount Received 111.00 411.00
4-5000 Profit on sale of asset 40.00 40.00
5-1400 Cost of Sales Tents 2,650.00 41,050.00
5-1500 Cost of Sales Sleeping Equipment 187364 10,033.64
5-1600 Cost of Sales Kitchen Equipment 2,520.00 28,920.00
51700 Cost of Sales Other 2,660.00 31,460.00
5-2000 Freight Costs 200.00 750.00
5-3000 Discount Allowed 7591 32591
61110 Accounting & Baokkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
61150 Bad Debts 130.00 130.00
61160 Bank Fees & Charges 0.00 200.00
61250 Deprediation Expenses 598.89 3,968.89
6-1300 Electricity Expenses 0.00 1,775.00
61500 Insurance Expenses 446.00 4.896.00
61700 Motor Vehicle Expenses 0.00 4,200.00
64100 Payroll - Wages & Salaries 1,003.00 52,919.00
6-4200 Payroll- Superannuation 0.00 5,123.00
6-4280 Postage & Stationery 0.00 370.00
6-4300 Rent Expense 3,500.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 210.00
64480 Telephone & Internet 0.00 2,920.00
Grand total 49.703.73 49.703.73 361.467.95 361.467.95
Net profit 10,212.29 3328229

FIGURE 5.31 - Trial Balance
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REVISION EXERCISE 1 (Service business)

Spring Clean is a small service business owned by Julie French who is a sole trader. The business is
registered for GST and all prices quoted are GST inclusive unless otherwise stated.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.
e Setup Customer cards and enter opening balances.
e Record a variety of transactions for the month.
e Print or display reports for the month.

Create a new data file

Business name: Spring Clean

ABN: 70 229 800 033

Address: 15 Albert Street

North Perth WA 6006

Phone: 9328 2322

Current financial year: 202_

Last month of financial year:  June

Opening balance date: October

Industry: Administrative and support services

Chart of Accounts

Add accounts
Account No. Account Name Level Tax Code
1-2120 Accum. Depr. Plant & Equipment Detail N-T
1-2210 Motor Vehicles at cost Detail CAP
1-2220 Accum. Depr. Motor Vehicles Detail N-T
5-3000 Discount Given Detail GST

TABLE 5.3 — Add accounts

Edit accounts
Account No. Old Name New Name Level Tax Code
1-1110 Bank Account 1 Business Bank Account Detail N-T
1-1120 Bank Account 2 Petty Cash/Cash on Hand Detail N-T
1-2110 Equipment, Furniture & Vehicles | Plant & Equipment at cost Detail CAP
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-1400 Sales Services Income Detail GST
4-5005 Other Income Stock Income Detail GST
5-2000 Purchases Stock Purchases Detail GST
6-1640 Merchant Fees Insurance Expenses Detail GST

TABLE 5.4- Edit accounts
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Enter opening balances

Spring Clean
15 Albert Street
North Perth WA 6006
9328 2322
Trial balance report
Sep 2022
Account no Account name Debit ($) Credit ($)
1-1110 Business Bank Account 10,780.00
1-1120 Petty Cash/Cash on Hand 100.00
1-1200 Accounts Receivable 5215.00
1-2110 Plant & Equipment at cost 14,190.00
1-2120 Accum. Depr. Plant & Equipment 8,890.00
1-2210 Mator Vehicles at cost 18,900.00
1-2220 Accum. Depr. Motor Vehicles 4,290.00
21212 GST 1,420.00
3-1000 Owener’s Capital 28,440.00
3-2000 Owner’s Drawings 6,000.00
4-1400 Services Income 16,260.00
4-5005 Stock Income 190.00
5-2000 Stock Purchases 165.00
5-3000 Discount Given 260.00
61160 Bank Fees & Charges 30.00
6-1640 Insurance Expenses 1,800.00
6-1700 Mator Vehicle Expenses 1,200.00
63015 Other Business Expenses 70.00
6-4280 Printing & Stationery 120.00
6-4320 Repairs & Maintenance 370.00
6-4460 Telephone & Internet 290.00
Grand total 59,490.00 59,490.00
FIGURE 5.32 — Opening balances
Setup customers
Contact type Customer Customer Customer Customer
Designation Company Company Company Company
Name Highgate Primary Barclay Accounting | TJ Auctioneers Cash Sales
School
Address 73 Harold Street 22 Bulwer Street 726 Lake Street
Highgate WA 6003 | North Perth WA | Northbridge WA
6006 6003
Phone 9328 3725 9242 3155 9328 7461
Contact person Felicity Green Graham Smith Ann Brown
Sale layout Service Service Service Service
Customer terms 5% 10/Net 30 Net 30 days Net 30 days C.0.D.
TABLE 5.5 — Customer information
Enter customer opening balances
Customer Inv. No. Date Total Tax Code
Highgate Primary School 1127 29/09/202_ $4,400.00 GST
Barclay Accounting 1109 31/08/202_ $550.00 GST
TJ Auctioneers 1123 22/09/202_ $265.00 GST

TABLE 5.6 — Customer opening balances

Linked accounts
e | give discounts for early payment — 5-3000 Discount Given
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Transactions
2/10/202_ Received and banked a cheque for $550.00 from Barclay Accounting.
4/10/202_ Cleaned a private home and charged them $99 for the cleaning and $11.00 for some

air fresheners (stock income) that were replaced. The customer paid in cash which
was banked today. Record as cash sale invoice no. 1130.

7/10/202_ Cleaned the offices of Barclay Accounting and charged them $330.00.
8/10/202_ Received and banked a cheque for $4,180.00 from Highgate Primary School.
9/10/202_ Cleaned a private home and charged them $132.00 for the cleaning. The customer

paid with a cheque which was banked today.

14/10/202_ Cleaned the auction rooms for TJ Auctioneers and invoiced them $396.00 for cleaning
and $30.80 for cleaning liquid for the kitchen and air fresheners for the toilets.

16/10/202_ Cleaned the offices for Fenchurch Lawyers (a new customer) of 75 Harold Street,
Highgate WA 6003. Allowed them credit terms of net 7 days and charged them
$475.00 for cleaning.

18/10/202_ Received and banked a cheque for $265.00 from TJ Auctioneers.

21/10/202_ Received a complaint from Fenchurch Lawyers that they had been overcharged $100
as the agreed price was $375.00 per clean. Issue an adjustment note for the
overcharge.

22/10/202_  Cleaned the offices of Barclay Accounting and charged them $330.00 for the cleaning
and $9.90 for replacement toilet cleaners.

23/10/202_ Cleaned a private home and charged them $165.00 for the cleaning. The customer
paid in cash which was banked today.

28/10/202_ Cleaned the auction rooms for TJ Auctioneers and invoiced them $396.00.
29/10/202_ Received and banked a cheque for $375.00 from Fenchurch Lawyers.
30/10/202_  Cleaned the office for Fenchurch Lawyers and charged them $375.00 for the cleaning.

31/10/202_ Invoiced Highgate Primary School $4,400.00 for cleaning services provided at the
school for the month.

Print or display the following reports for October:
e Sales — Unpaid invoices
e Sales — Customer sales
e Business —Journal entries
o Filter to display ‘invoice’” and ‘customer return applied’ transactions only.
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Spring Clean
15 Albert Street
North Perth WA 6006
9328 2322
Unpaid invoices report
31 Oct 2022
Customer name w 0-30 31-60 61-90 90+ Total due ($)
Barclay Accounting *None 669.90 0.00 0.00 0.00 669.90
Fenchurch Lawyers *None 375.00 0.00 0.00 0.00 375.00
Highgate Primary School *None 4,400.00 0.00 0.00 0.00 4,400.00
TJ Auctioneers *None 82280 0.00 0.00 0.00 82280
Grand tatal 6,267.70 0.00 0.00 0.00 6,267.70
FIGURE 5.33 — Unpaid invoices (Aged Receivables)
Spring Clean
15 Albert Street
North Perth WA 6006
9328 2322
Customer sales report
01 Oct 2022 - 31 Oct 2022
Customer name cm Sale amount ($) Tax($) Current balance ($)
Barclay Accounting *None
ol date Sale amount ($) Tax($) Current balance ($) Status Due date
06/11720
1131 0771042022 300.00 30.00 33000 Open 22
1137 22/10/2022 309.00 30.90 33590 Open gn g
Total 609.00 60.90 669.90
Cash Sales *None
e ction date Sale amount ($) Tax($)  Currentbalance(s) Status Due date
1130 0471072022 100.00 10.00 000 Closed
1133 09/10/2022 120.00 12.00 0.00 Closed
1138 23/10/2022 150.00 15.00 000 Closed
Total 370.00 37.00 0.00
Fenchurch Lawyers *None
Reference
b T date Sale amount ($) Tax($) Current balance ($) Status Due date
1135 16/10/2022 431.82 4318 000 Closed
1136 2171072022 (90.91) (9.09) 0.00 Closed
25/11720
1140 30/10/2022 34091 2409 37500 Open 22
Total 681.82 63.18 375.00
Highgate Primary School *None
o g Tr. ction date Sale amount ($) Tax ($) Current balance ($)  Status Due date
1132 08/10/2022 (200.00) (20.00) 000 Closed
1141 31/10/2022 4,000.00 400.00 440000 Open e
Total 3,200.00 380.00 4,400.00
T) Auctioneers *None
Reference
number Transaction date Sale amount ($) Tax($) Current balance ($}  Status Due date
1134 14/10/2022 383.00 3880 42680 Open gn v
1139 281072022 360.00 36.00 396.00 Open gn b
Total 748.00 7430 822.30
Grand total 6,208.82 620.88 6,.267.70

FIGURE 5.34 - Sales [Customer Summary]
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Spring Clean
15 Albert Street
North Perth WA 6006
9328 2322
Journal entries report
01 Oct 2022 - 31 Oct 2022
Transactiontype  lssue date Description Debit (5) Credit (5)
invoice 0471012022 Sale; Cash Sales
Refno Account number  Account name Debit (5) Credit (§)
1120 11200 Accounts Recehvable 110.00
1120 41200 Services Income 50.00
1120 45008 Stock Incame 10,00
1120 24212 GST 10.00
Tatal amount 110.00 110.00
Invoice 07102022 Sale; Barclay Accounting
Refno Account number  Account name Debit (5) Credit (§)
1121 11200 Accounts Recehvable 23000
13 41400 Services Income 300.00
113 24212 GsT 10.00
Tatal amount 130.00 130.00
Invoice 081012022 Mighgate Primary Schoal: Discounts on 1127
Ref no Account number  Account name Debit (5) Credit (5)
122 11200 Accounts Recetvable 220,00
122 53000 Discountt Given 200.00
1122 23212 GsT 2000
Tatal amount 22000 22000
ol " penanon Mighgate Primary Schoal: Credit fram 1422
Refno Account number  Account name Debit (5) Credit ($)
4000001 11200 Accounts Recehble 220,00
5j000001 11200 Accounts Receivable 22000
Total amount 220,00 22000
Invoice 01012022 Sale; Cash Sales
Refno Account number  Account name Debit (5) Credit (5)
nn 14200 Accounts Receivable 13200
13 41400 Services Income 120,00
1133 24212 GST 1200
Total amount 13200 13200
Invoice 14102022 Sale; T) Auctioneers
Refno Account number  Account name Debit (5) Credit (§)
1124 11200 Accaunts Recehvable 426,80
1134 41400 Services Income 380,00
1124 45005 Stock Income 2200
1124 24212 GST =80
Tatal amount 42680 42690
Invoice 164102022 Sale; Fenchurch Lawyers
Refno Account number  Account name Debit (5) Cradit (5)
1138 11200 Accounts Receivable 475.00
$pring Clean | Joumal entries report | Generated 06 Mar 2023 Page 1 of 2

FIGURE 5.35 — Sales Journal (page 1)
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Transactiontype  issue date Description Debit (5) Credit ($)
Invoice 161002022 Sale; Fenchurch Lawyers
Refno Actount cumber  Account name Debit () Credit ($)
1126 41400 Services Income 42
1136 24212 st e
Total amount 47500 47500
Invoice 2011002022 Sale; Fenchurch Lawyers
Refno Account aumber  Account name Debit (5) Credit ($)
1126 11200 Accounts Receivable 160.00
1126 41400 Services Income 9091
1126 24212 st a09
Total amount 100.00 100,00
m‘m 2111002022 Fenchurch Lawyers: Credit from 1126
Ref no Account number  Account name Debit (5) Credit ($)
5000002 11200 Accounts Recehvable
1000002 1-1200 Accounds Recatvable 100.00
Total amount 100.00 100,00
Invoice 2271002022 Sale; Barclay Accounting
Refno Accountoumber  Account name Debit (5) Credit ($)
12y 11200 Accounts Recehvable 239,90
13 41400 Services Income 300,00
ny 45005 Stock Income: 9.00
13 24212 Gst 1090
Total amount 13990 139.90
Invoice 231002022 Sale; Cash Sales
Refno Accountcumber  Account name Debit (5) Credit ($)
1128 11200 Accounts Recetvable 165.00
1128 41400 Services Income 150,00
1128 21212 Gst 15.00
Total amount 16500 165.00
Invoice 2811002022 Sale; T) Auctianeers
Refno Account oumber  Account name Debit (5) Credit ($)
1139 11200 Accounts Recetvable 396.00
1139 41400 Services Income 360,00
1129 21212 Gst %00
Total amount 29600 296.00
Invoice /1042022 Sale; Fenchurch Lawyers
Ref no Account number  Account name Debit (5) Credit ($)
1140 11200 Accounts Recehvable 17500
1140 41400 Services Income 2091
1140 21212 Gst 3409
Total amount 7500 500
Invoice 2022 Sale: Highgate Primary School
Refno Account sumber  Account name Debit () Credit (5)
1141 11200 Accounts Recetvable 4,400.00
141 41400 Services Income 4,000.00
141 21212 GsT 400,00
Total amount 4,400.00 4,400.00
Spring Clean | joumal entries report | Generated 06 Mar 2023 Page2of 2
FIGURE 5.36 — Sales Journal (page 2)
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REVISION EXERCISE 2 (Service business)

Peter Jameson has run his engineering consultancy business for several years as a sole trader. The
business is registered for GST and when he invoices his clients, he charges at a set rate per hour
excluding GST.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.

Create customers and enter opening balances.

Record a variety of transactions for the month.

e Print or display reports for the month.

Create a new data file

Business name: Jameson Consultancy

ABN: 23909 150 179

Address: 80 Flinders Street
Adelaide SA 5000

Phone: 8212 9090

Current financial year: 202_

Last month of financial year:  June

Opening balance date: November

Industry: Professional services

Chart of Accounts

Add accounts

Account No. Account Name Level Tax Code
1-2120 Accum. Depr. Office Equipment Detail N-T
1-2210 Motor Vehicles at cost Detail CAP
1-2220 Accum. Depr. Motor Vehicles Detail N-T
6-1480 Electricity Expenses Detail GST
6-1500 Insurance Expenses Detail GST
6-4300 Rent Expenses Detail GST
6-4470 Travel Expenses Detail GST

TABLE 5.7 — Add accounts

Edit accounts
Account No. Old Name New Name Level Tax Code
1-1110 Bank Account 1 Business Bank Account Detail N-T
1-1120 Bank Account 2 Petty Cash/Cash on Hand Detail N-T
1-2110 Equipment, Furniture & Vehicles | Office Equipment at cost Detail CAP
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-1400 Sales Consultancy Income Detail GST
6-1210 Contractor Fees & Commission Cleaning Expenses Detail GST
6-1470 Freight, Courier & Postage Discount Given Detail GST

TABLE 5.8 — Edit accounts

Linked Accounts
e |give discounts for early payment — 6-1470 Discount Given
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Enter opening balances

Jameson Consultancy
80 Flinders Street
Adelaide SA 5000
82129090
Trial balance report
Oct 2022
Account no Account name Debit ($) Credit (S}
1-1110 Business Bank Account 29,310.00
1-1120 Petty Cash/Cash on Hand 200.00
1-1200 Accounts Receivable 4554.00
12110 Office Equipment at cost 20,500.00
1-2120 Accum. Depr. Office Equipment 3,760.00
1-2210 Motor Vehicles at cost 37,540.00
12220 Accum. Depr. Motor Vehicles 9,945.00
21212 GST 660.00
3-1000 Owner’s Capital 62,954.00
3-2000 Owmer’s Drawings 13,600.00
4-1400 Consuitancy Income 52,630.00
61120 Advertising & Marketing 1,400.00
61160 Bank Fees & Charges 40.00
61210 Cleaning Expenses 1,020.00
61470 Discount Given 340.00
6-1480 Electricity Expenses 820.00
61500 Insurance Expenses 3,375.00
61700 Mator Vehicle Expenses 1,840.00
64280 Printing & Stationery 380.00
6-4300 Rent Expenses 9,200.00
6-4460 Telephone & Internet 1,430.00
6-4470 Travel Expenses 4,400.00
Grand total 129,949.00 129,949.00
FIGURE 5.37 — Opening balances
Setup customers
Contact type Customer Customer Customer Customer
Designation Company Company Company Company
Name Gilbert & South Australian Holmes Hindmarsh
Associates Government Construction Pty Construction Pty
Ltd Ltd
Address 40 Franklin Street | GPO Box 100 77 South Terrace 53 Wyatt Street
Adelaide SA 5000 Adelaide SA 5001 Adelaide SA 5000 Adelaide SA 5000
Phone 8212 7966 8212 1000 8410 8088 82317879
Contact person Bob Gilbert Andrew Johnson Grant Holmes Eric Leighton
Sale layout Service Service Service Service
Customer terms 5% 10/Net 30 Net 30 days Net 30 days Net 30 days
TABLE 5.9 — Customer information
Enter customer opening balances
Customer Inv. No. Date PO No. Total Tax Code
South Australian Government 3217 4/10/202_ 3211790 $2,970.00 GST
Holmes Construction P/L 3219 21/10/202_ | 8269 $693.00 GST
Gilbert & Associates 3220 30/10/202_ | 2776 $891.00 GST

TABLE 5.10 — Customer opening balances
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Transactions

Post all income to the consultancy income account.

1/11/202_

5/11/202_

8/11/202_

12/11/202_

15/11/202_
19/11/202_

22/11/202_

25/11/202_

26/11/202_

29/11/202_

29/11/202_

Invoice (no. 3221) Hindmarsh Construction P/L (PO no. 3197) for consultancy services
provided on the Port Kenny gas pipeline project, 18 hours @ $230 per hour ($4,140)
plus reimbursement of travel costs to and from site $730.

Received and banked a cheque from Gilbert & Associates for the balance owing on
invoice no. 3220 after taking into consideration prompt payment discount.

Invoiced Port Lincoln Hospital, PO Box 10, Port Lincoln SA 5606 (PO no. PLH219906)
for consultancy services provided on the hospital construction project. 15 hours @
$230 per hour ($3,450) plus travel costs of $810. Terms net 30 days.

Invoiced the South Australian Government (PO no. 3211790) for a progress payment
on consultancy services provided to them on various projects. 20 hours @ $300 per
hour ($6,000).

Received and banked a cheque for $2,970 from the South Australian Government.

Invoice sent to The Riverside Café, PO Box 3, American River SA 5221 for consultancy
services provided on site to sort out a problem with their building extension. 8 hours
@ $190 per hour ($1,520). They provided flights, accommodation, and meals, and
paid me by cheque before | left. This was banked as soon as | returned to Adelaide.

Issued an adjustment note to the Port Lincoln Hospital for the travel costs charged to
them on my invoice dated 8/11/202_. | forgot that they had paid for my flights.

Invoiced Holmes Construction P/L (PO no. 8271) for consultancy services provided on
the Glenelg High School project. 10.5 hours @ $230 per hour (52,415).

Invoiced the South Australian Government (PO no. 3211790) for a progress payment
on consultancy services provided to them on various projects. 7.5 hours @ $300 per
hour ($2,250).

Invoice Gilbert & Associates (PO no. 2778) for consultancy services provided on the
Crafers Hall project, 6 hours @ $230 per hour (51,380) plus travel costs of $370.

Received and banked a cheque for $1,000 from Holmes Construction P/L in part
payment of the amounts owed by them.

Print or display the following reports for November:
Sales — Receivables reconciliation with tax

O

Expand the report.

Sales — Sales register
Business — Trial Balance
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Jameson Consultancy
80 Finders Street
Adelaide SA 5000
82129090
Receivables reconciliation with tax report
30 Nov 2022
Name Amount outstanding ($) Tax outstanding ($)
Gilbert & Associates 1,925.00 175.00
m! Transaction date Total due($) 0-30 31-60 61-90 90+
3229 291172022 1,925.00 1.925.00 0.00 0.00 0.00
Tatal 1,925.00 1,925.00 0.00 0.00 0.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
Hindmarsh Construction Pty Ltd 5,357.00 487.00
m° Transaction date Total due($) 0-30 31-60 61-90 90+
3221 01/11/2022 5357.00 5357.00 0.00 0.00 0.00
Total 5357.00 5,357.00 0.00 0.00 0.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
Holmes Construction Pty Ltd 2349.50 21359
m Transaction date Total due($) 0-30 31-60 61-90 90+
3227 25/11/2022 234950 234950 0.00 0.00 0.00
Total 234950 234950 0.00 0.00

Ageing percent 100.00% 0.00% 0.00% 0.00%
Port Lincoln Hospital 3,795.00 345.00
ma Transaction date Total due ($) 0-30 31-60 61-90 90+
3223 08/11/2022 3,795.00 3,795.00 0.00 0.00 0.00
Total 3,795.00 3,795.00 0.00 0.00 0.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
South Australian Government 9,075.00 225.00
:m‘ Transaction date Total due ($) 0-30 31-60 61-%0 90+
3224 1241172022 6,600.00 6,600.00 0.00 0.00 0.00
3228 26/11/2022 2475.00 2475.00 0.00 0.00 0.00
Total 9,075.00 9,075.00 0.00 0.00 0.00
Ageing percent 100.00% 0.00% 0.00% 0.00%
Total 22,501.50 2,045.59

Receivables account 22,501.50

Out of balance amount 0.00

FIGURE 5.38 — Receivables reconciliation (expanded)
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Jameson Consultancy

80 Flinders Street
Adelaide SA 5000
82129090
Sales register report
01 Nov 2022 - 30 Nov 2022
Date Inveice No. ﬁc:muner s Customer name oo M(‘) Aoa- dﬁ Status
01/11/2022 3221 3197 Hindmarsh Construction Pty Ltd 5357.00 5357.00 Open
05/11/2022 3222 Gilbert & Assodates {4455) 0.00 Cosed
08/11/2022 3223 PLH219%06 Port Lincoln Hospital 4,686.00 3,795.00 Open
1271172022 3224 3211790 South Australian Government 6,600.00 6,600.00 Open
1971172022 3225 The Riverside Cafe 1,672.00 0.00 Qosed
22/11/2022 3226 Port Lincoln Hospital (891.00) 0.00 COosed
25/11/2022 3227 8271 Holmes Construction Pty Ltd 2,656.50 234950 Open
26/11/2022 3228 3211790 South Australian Government 2475.00 247500 Open
29/11/2022 3229 2778 Gilbert & Assodates 1,925.00 192500 Open
Total 24,435.95 22,501.50
FIGURE 5.39 — Sales register
Jameson Consultancy
80 Flinders Street
Adelaide SA 5000
82129090
Trial balance report
Nov 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 6,48845 35,798.45
1-1120 Petty Cash/Cash on Hand 0.00 200.00
1-1200 Accounts Receivable 17,947.50 22,501.50
1-2110 Office Equipment at cost 0.00 20,500.00
1-2120 Accum. Depr. Office Equipment 0.00 3,760.00
1-2210 Motor Vehicles at cost 0.00 37,540.00
1-2220 Accum. Depr. Mator Vehicles 0.00 9,945.00
21212 GST 2221.45 2,881.45
31000 Owner's Capital 0.00 62,954.00
3-2000 Owner's Drawings 0.00 13,600.00
4-1400 Consultancy Income 22255.00 74,885.00
61120 Advertising & Marketing 0.00 1,400.00
61160 Bank Fees & Charges 0.00 40.00
61210 Cleaning Expenses 0.00 1,020.00
61470 Discount Given 4050 38050
61480 Electricity Expenses 0.00 820.00
6-1500 Insurance Expenses 0.00 3,375.00
6-1700 Motor Vehicle Expenses 0.00 1,840.00
6-4280 Printing & Stationery 0.00 380.00
6-4300 Rent Expenses 0.00 9,200.00
6-4460 Telephone & internet 0.00 1,430.00
64470 Travel Expenses 0.00 4,400.00
Grand tatal 24,476.45 24,476.45 154,425.45 154,42545

FIGURE 5.40 — Trial Balance
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CHAPTER 6 - BANKING

In this chapter you will learn how to record payments and receipts, make a bank deposit and complete
and end of month bank reconciliation.

If you have a cash business (one that does not have debtors or creditors) you can enter all transactions
involving the receipt or payment of money through the Banking menu. Carry On Camping is not a cash
business therefore most of the transactions to date have involved the subsidiary ledgers. To
demonstrate a bank deposit from the undeposited funds account, transactions will be recorded using
the Banking and Sales menus. Cheque numbers used in this chapter will not be in sequence as they
are designed to fit between numbers already used in the Purchases chapter.

Spend Money
Use this option to pay for cash purchases either by cheque, cash, or credit card.

1/05/202_ Paid $3,960 including GST for advertising in the Yellow Pages with cheque #173. This
advertising is for one year; therefore, the amount is to be recorded in a new account
named ‘prepaid advertising’.

Select the Banking menu and the Spend money option.

Bank account: 1-1110

Contact: Yellow Pages (Create a supplier contact for this company. No other
fields can be completed as you do not have the information)

Description: Advertising

Reference no: 173

Date: 1/05/202_

Amounts are: ® Tax inclusive.

Account: 1-1311 (Create a new ‘Current Asset’ type account — Prepaid

Advertising with a tax code of N-T)

Note: Use this tax code in the account when you set the account up, to avoid having to change the
code when allocating amounts to the expense account.

Amount: 3960
Tax Code: GST
Create spend money transaction
Dok sccoumt Wetesscxe manter * m
11110 Beninens Barnk Accoust
0 -
Cmetact (raywe) Arvounts se @ Lo inciuume
Veliom Pages ~ Mo ABN growded Lox @echsvive
Repon 10 A10 wa TIAR
T T—
Advetiong
Account * Amount t5)*  Quantity Description oty Tax code *
11311 Peepasd Adverting 3 960,00 T
Subtotal  $1.960.00
Tan 1363 00
Totsl  $196000
Sove 35 r0cmng | | Prosl trom mauring Cancet || Recont a0a new -|

FIGURE 6.1 - Spend money
Click [Record].
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Note: Although MYOB has been setup to use account numbers, you may find it faster, or more
convenient, if you have not already discovered, to start typing the name of the account in the account
field and a short list of accounts will display to select from.

Receive Money

This option is used to record cash sales where no invoice is required and the transaction does not
involve inventory, or it is for the receipt of money from someone, other than a customer to whom you
have provided credit.

3/05/202_ The owner received an income tax refund cheque of $730.00 which was paid directly
into the business bank account today.

Select the Banking menu and the Receive money option.

Bank account: 1-1110

Contact: Leave blank

Description: Income tax refund

Reference no: Accept number offered.

Date: 3/05/202_

Amounts are: It does not matter which is selected.
Account: 3-1000

Amount: 730

Tax Code: N-T

Create receive money transaction

Bank acoount* Retwrance number * | CRODOODY

11100 Busnem Sank Accouns
Wt payer)
( Dare Amcames sre @ Tar etoae
Tox exthusive

[escnpton of Tareacton

Income tas refend

Account * () Amount (5)* Cuantity  Description o Taw code *

39000 Owner's Cagetnd 73000 N

Subtotsl  $730.00
Tax 1000
Total $730.00

e r— e p———

FIGURE 6.2 — Receive money
Click [Record].

Transfer Money
This feature is a quick way to record transfers between bank accounts.

6/05/202_ The owner transferred electronically, 510,000 from the business bank account to the
business investment account that he has opened.

Select the Banking menu and the Transfer money option. Select the accounts to be used and enter
the date as shown in figure 6.3.
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Create transfer money transaction

Amount ($) * Reference number* | TROO0001
10.000.00

Description of transaction

Transfer 10 mvestment account

Bank sccount from * Bank account to *

1-1110 Business Bank Account v 1-1120 Business Investment Account v
Current balance $34527.60 Current balance $5.000.00
Balance after transfer $24.527.60 Balance after transfer $15.000.00

Cancel Record and new ~ -

FIGURE 6.3 — Transfer money
Click [Record].

More business bank account transactions

6/05/202_ Cheque #174 for 5477 was drawn in favour of Australian Super to pay the amount
of superannuation contributions payable for April.

Create spend money transaction

Bank sccount * Fatoronce mumber ' | 174

E110 Busness Bark Accoust
Oate*

Contact (-opvet Amowws we @ Tae vviesne

Austeston Super « Mo ABN provwded Tan esidusve

) Bepon 10 AIO v THAR

Descrigton of tramackon

Aprd wper
Account * ) Amount (8 * Quantity Dwscription oty Tan code *
21188 Seperannaation Fryable - 100 - N1
Sebtotd  S4T7.00
Tox $0.00
Towd S4T7.00
—— T e pe——

FIGURE 6.4 — Remit superannuation payable

Click [Record and create new]. This will keep you at the ‘Spend money’ window ready to record the
next transaction.

Pay BAS Liability
This transaction pays liabilities owed to the Australian Taxation Office; therefore, the amounts entered
will reduce the balances of several accounts.

6/05/202_ Paid the quarterly BAS liability of 54,723 to the Australian Taxation Office - PAYG
Withholding $2,015, and GST $2,708. Cheque #175.

Select the Spend money option.

Bank account: 1-1110

Contact: Australian Taxation Office
Memo: BAS payment

Reference no: 175

CHAPTER 6 — BANKING [MNAS)




Date: 6/05/202_

Amounts are: It does not matter which is selected.
Account: 2-1350 PAYG Withholding Payable
Amount: 2015

Account: 2-1212 GST

Amount: 2708

Check your screen against figure 6.5 before you record the transaction.

Create spend money transaction
Bank accoun *
11110 Bumoens Bank Account

Comtact (paywe!

Auwtsaban lasateon ONCe - No AN provded

1212 G57 270800

Soew s recurng || Predd trom reanneg

Belerorce numbes * 115

Amounts arv @ Tas ncdusve

Finpost 0 ATD vis TRAR
Descspton of tarnaton
BAS paymnant
Account * () Amount (5) ¢ Quantiny Description oo Tox cooe *
21350 MAYG Withickding Poyable 201500 NT

Date *

Las wacheve

NT

Subtotal 472000
Tax 5000
Tots 34T 00

Ron) and rew =

FIGURE 6.5 — Pay Business Activity Statement

Click [Record and create new].

Pay Wages

When you have a payroll module available to use, then wages paid are usually recorded in that
module. As that is a later chapter, we will be recording them this way for May.

10/05/202_

Cheque #176 for $2,740 was drawn and cashed to pay net wages for the fortnight.

Gross wages are 53,238 and PAYG Withholding tax is $498.

Select the Spend money option.

Bank account: 1-1110

Contact: Leave blank

Description: Wages for the fortnight

Reference no: 176

Date: 10/05/202_

Amounts are: It does not matter which is selected.
Account: 6-4100 Payroll - Wages & Salaries
Amount: 3238

Account: 2-1350 PAYG Withholding Payable
Amount: -498

Check your screen against figure 6.6 before you record the transaction.
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Create spend money transaction

0 ount *
Oank accoun Fatoronce samber* | V7%

11110 Bumevens Bank Acrount

ortact (payee’ Aty we @ e mcdusae

Tas ewchane

Desr @taon of ¥ anea ton

Wapes tw e bneargme

Account * (D Amount (1) *  Quantity Dewrption Job Tax code *
£ 4700 Payrol - Wage: & Sabares . 1238.00 . NT
21750 PAYG Withhoiting Payatie - %00 - NY

Subtotal 1274000
Ton 0w
Total 3274000

ey [ro— [ p——

FIGURE 6.6 — Pay wages

Click [Record and create new].

Petty Cash

Sometimes purchases are paid with cash; these are recorded in Spend Money using the ‘Petty Cash’
account.

13/05/202_  Purchased tea, coffee, milk (529.50 GST free) and biscuits (56.50 including GST) from
the Kenwick Supermarket. The total cost of $36.00 was paid from petty cash.

Select the Spend money option.

Bank account: 1-1140 Petty Cash/Cash on Hand
Contact: Kenwick Supermarket
Description: Tea, coffee, milk & biscuits
Reference no: Accept the default number.
Date: 13/05/202_

Amounts are: @ Tax inclusive.

Account: 6-4400 Staff Amenities
Amount: 29.50

Memo: Tea, coffee & milk

Tax code: FRE

Account: 6-4400 Staff Amenities
Amount: 6.50

Memo: Biscuits

Tax code: GST

Check your screen against figure 6.7 before you record the transaction.
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Create spend money transaction

Bank accoume® Reference number* | 1

11121 Petty CashyCashs on Hand
Date*

Contact (ayed) Ameunts ae @ Las nchane
Comanch Supermant st ~ RO ABN pvownded ) Vax ewciusin
Reporn 10 AJO v TR

AT OF ¥ arvsacSon

Tea coffen. milk & bucuts

m'o Amount (51 *  Quantty Drurpton ot Tan code *
& 4400 T Amendtet - s lea cofter & mi o
H- A0 2 Arreraten - &% Bacets - Oar
Subtotd  $36.00
T 089
Totd 3600
PE— | [—— et | wwcceaseares - ([
FIGURE 6.7 — Payment from petty cash
Click [Record].
Undeposited Funds

This is a very useful feature when receipts from various sources are to be entered, and they are then
grouped together to bank. It makes reconciling computer records with the bank statement much
easier.

14/05/202_  Sold some old bits and pieces from around the shop at the local swap meet for $280
cash. This cash has not yet been banked and it will include GST because the business
is registered for GST. All the items sold had previously been expensed.

Select the Banking menu and the Receive money option.

Bank account: 1-1170 Undeposited Funds Account
Description: Sale of miscellaneous items
Date: 14/05/202_
Amounts are: @ Tax inclusive.
Account: 4-5005 Other Income
Amount: 280
Create receive money transaction

1:117% Undepomted Funds Account
Dare *

Contact (payer) Aot 300 (@) Tan echesive
Tax exshuive
Owteripteon of 1 antacton

Sale of wascellanecus derm

Account * D Amount () *  Quantity Desaription Job Tox code *

45005 Omer ncome v 200,00 - GST

Subtotsl  $280.00
Ta 2548
Total $280.00

ey frorr— e |

FIGURE 6.8 — Undeposited Funds
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14/05/202_  Received a cheque from Police Supply Dept for $385.00 in payment of an April
invoice. This has not yet been banked.

At this window select Undeposited Funds Account as the bank account (see figure 6.9).

'Record payment from customer

Customer* Relarence number* | CROO000D
Pelce Supply Dept v
Dste* | WI052023 a
Band accourt
1-1770 Undeposited Funds Account v

Description of bransaction

Show CIOSAC NWORCEs

1 weices sebected

B sscedate Invoice number Status Balance due (3] Discount (5)  Discounted balance (S}  Amount received (5)
17/082023 s Open 3157000 352000
06/08/2023 pral} Open oo 00

[. oNOUXZS 1M Open 28500 28500 38500 ]

Total amount recetved  $385.00

|

FIGURE 6.9 — Receipt from customer not yet banked

14/05/202_  Cash sale of 1 x Black Wolf Campsite sleeping bag @ $143.00 including GST. The
customer paid with cash which has not yet been banked.

Because the ‘Create invoice’ window does not allow us to select which bank account the money should
go to, we have to record the receipt of the money separately.

Create invoice
Custmmes * Iwonce it * | 2206
Canh St
3omes PO rusetom
N ADN proveded  No open quutes -
sowe date® | 12032003
Due @ae® | Cah On Oelwery
B VISA @D B == (5) Sant getting pad snbew [
Amcants we @ Tas wchaove
T encreiare
o
Nem 0 Desription Account * () Uit(D)  No of unins Unit price Dwscount (%) Amount ($1*  Job Tax code *
LS @ Bach Woll Campatte 41500 SelesShap  ~  Each 1 145,00 (1) L0 [cy) .
Ceepeng Bag
Motes 10 customer ) Sove a0 Ontauit
Sutrowt SH3I00
Trabght ($) oo
Tae U0
Totat 1100
Amount pad (1) oo
Balarve due $13.00
Vim0 | St e ]| S g ]| ot e |

FIGURE 6.10 — Cash sale money not yet banked

Once saved, a ‘Create payment’ will appear above the invoice and a button with the same name below.
Click on either and record the payment as shown in figure 6.11.

CHAPTER 6 — BANKING [MIPAR]




Record payment from customer

Comtomess * Feterence oumer *  CRODOD10

Cash Salen
Date *
Bark account

11170 Undeposited Funds Account

Descrption of trastachen

) Show chised wwoms

1 ot selecied
8  wedew iment s et Seatin Ralance due ($) Discomnt (§) Dt ounted balsnes (1) Amount tecrrved (4)
I. WOV2023 2 Open 14500 14100 100 J

Total amount received  $141.00

= |

FIGURE 6.11 — Cash sale payment not yet banked

Bank Deposit
Select Banking and then Transfer money.

15/05/202_  All undeposited amounts were banked today. The total amount banked was
$808.00.

Create transfer money transaction

Amount (5)* Reference number * | TRODDDO2

Date* | 15/05/2023 ™
Description of transaction

Bank deposit o
Bank account from * Bank account to *

1-1170 Undeposited Funds Account v 1-1110 Business Bank Account v
Current balance $808.00 Current balance $16.587.60
Balance after transfer $0.00 Balance after transfer $17.39560

Cancel Record and new - -I

FIGURE 6.12 — Bank deposit

More business bank account transactions

13/05/202_ Cheque #177 for $3,300 (including GST) used to purchase new display stands
(furniture & equipment) from Promotional Display Equipment.
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Create spend money transaction

wr @l

T $300.00

Total  $3.300.00

FIGURE 6.13 — Purchase of a capital item

| 14/05/202_  Paid the Visa account by cheque #178 for $1,465.

This is a cheque written to pay Visa, not a payment made on the Visa card. Post to the Visa account
as shown in figure 6.14. If you had been told that the payment was made electronically, then you
would use ‘Transfer money’ to record the payment.

Create spend money transaction

®

Subdotal  $SLAGS.00
Tas 10 00

Tots  SLAGS.00

FIGURE 6.14 — Payment of credit card balance

Credit Card

A lot of businesses use a credit card to pay for business purchases; these are also recorded in Spend
money using whatever the credit card account is. This business uses a Visa card.

17/05/202_  Purchase some stationery from Officeworks that cost $289.80 including GST and
paid for it with the Visa card.

Select Spend money on the Banking menu.

Bank account: 2-1110 Visa

Contact: Officeworks

Description: Stationery

Reference no: Accept the default number.
Date: 17/05/202_

Amounts are: ® Tax inclusive.
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Account: 6-4280 Postage & Stationery

Amount: 289.80
Tax Code: GST

Create spend money transaction
Bank sccount *
21190 Ves

e acy papwe)

Repont w0 ATO vis TMR

Descragton of tremecton

Statrery

Account *

6200 Postage & Susonery

Sawe 3 reuTng | Pretdl trom woumnng

Officmanes ~ | No ABN prowded

Subtowd  $200.00
T 52635
Totl 528800

e ——

FIGURE 6.15 - Credit card purchase

Final business bank account transactions

24/05/202_  Cheque #182 for 52,740 was drawn and cashed to pay net wages for the fortnight.
Gross wages are $3,238 and PAYG Withholding tax is $498.

30/05/202_ The owner drew a cash cheque (#183) for $4,100. This was used by the owner for

personal drawings and to reimburse petty cash.

Create spend money transaction

Back mcuan .

11190 Busness Sank Accoust

Description of transaction

Orpwnngs snct petry canh reemtunemant
Ascount * ()

13121 Petty Cash/Cash on Haned

1.2000 Ovwmer's Drmasnge

Sewe @ reciTing | ot from o, ]

Dwazription

Paeferance rember* | 183

[

Amounts we @ Tax nchuse

s enchutore

Subtotsl 34,900 00
T 5000
Totd  S4WO00

FIGURE 6.16 — Reimburse petty cash and drawings

Find transactions

This item at the bottom of the Banking menu is very useful if you are searching for a transaction that
perhaps should be there but does not appear to be, or if you need to go back to a transaction to make
a correction. You can use this option to find transactions in any or all the various journals.

Select Cash receipts as the source journal. Enter the dates from 1/05/202_ to 31/05/202_, and your

screen should look the same as figure 6.17.
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Find transactions

Dt ety and crecits Find ard roplace

Date = Reforenceno ¢ Description ¢ Source journsl & Amount (3) &

srt payman

FIGURE 6.17 — Find cash receipts transactions

End of Month Adjustments

Accrued Wages

Wages were last paid on 24/05/202_ and employees have worked between then and the end of the
month. Therefore, they have an entitlement to wages for that period. From the employer’s
perspective a liability to pay them has arisen. This is the general journal entry required to record that
liability.

| 31/05/202_ Accrue gross wages of $1,676.00 at the end of the month.

Create general journal transaction

Account * Dbt (3 Coodit (3]  Quantity Dwscription Job Tax code *

Total debit  $1676.00

Total credit  $1L676.00

Tax 30 00

Out of balance $0.00

FIGURE 6.18 — Wages accrued

Superannuation liability

The business is using a manual system to record wages and employee entitlements. The business has
incurred a liability for the 10.5% superannuation guarantee charge on employee wages paid during
the month. This general journal entry is to record that liability.
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| 31/05/202_ Superannuation payable on wages for May is $679.98.

Create general journal transaction

Date* Reference number * | GRO0D0S
COFY schusament O
Display i GST report o * armcunt, se @ L oy

@ Fucnae e eerhatrve

e

Pescrpton of iramacten

WA ANLILOn payable tor My

Actount * Dbt (3 Crocht (31 Quantity Descriphion Job Taw code *
54200 Payrol. Supesarrssaton L ] (%]

2-1355 Superansuation Payatie - snm - Nl

Totdl debit 367990
Totsl et $679.90

Tan $0.00
Outofbalance  $0.00

—— (T T— p——e— |
FIGURE 6.19 — Superannuation payable for the month

Business Bank Account Reconciliation
The end of month bank reconciliation is a 3 Step Process:

Step 1: Reconcile the bank statement with the bank account #1-1110 identifying items that appear
on the bank statement which do not appear in the computer records (e.g., bank charges, interest, loan
repayments), or amounts in the computer records that do not agree with those shown on the bank
statement.

Step 2: Correct any errors and record the additional items appearing on the bank statement and
complete the bank reconciliation.

Step 3: Print or display the Reconciliation Report.

Note: In some exercises you may not be given a full bank statement. The only information you will
be given is the closing balance from the bank statement, details of the bank charges and/or interest
for the month and details of any outstanding items. This will be sufficient for you to complete the
bank reconciliation.
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BANK STATEMENT (AS AT 31/05/202_)

Date Particulars Debit Credit Balance

1/05/202_ Opening Balance $36,465.00 CR

Deposit 1,000.00

Cheque #170 3,850.00 33,615.00 CR
3/05/202_ Deposit 730.00

Cheque #173 3,960.00 30,385.00 CR
6/05/202_ Deposit 1,586.50

Transfer 10,000.00 21,971.50 CR
8/05/202_ Cheque #174 477.00 21,494.50 CR
10/05/202_ Cheque #176 2,740.00 18,754.50 CR
13/05/202_ Cheque #175 4,723.00

Cheque #177 3,300.00 10,731.50 CR
15/05/202_ Deposit 808.00

Cheque #178 1,465.00

Loan Repayment 750.00 9,324.50 CR
20/05/202_ EFT 2,000.00

Cheque #179 1,805.00 9,519.50 CR
23/05/202_ EFT 190.00

Cheque #180 2,319.90 7,389.60 CR
24/05/202_ Cheque #182 2,740.00 4,649.60 CR
25/05/202_ Deposit 1089.00 5,738.60 CR
29/05/202_ Deposit 4,000.00 9,738.60 CR
31/05/202_ Cheque #183 4,100.00

Bank Fees 10.00 5,628.60 CR

TABLE 6.1 — Bank statement for business bank account

Step 1: Reconcile bank account
Select the Banking menu then Reconcile accounts.

Account: 1-1110 Business Bank Account
Statement date: 31/05/202_
Closing bank statement balance: 5628.60

Mark M the items that have been cleared by the bank i.e., appear on the bank statement (see table
6.1). The unmarked items represent items that have not yet been cleared.

Step 2: Enter the missing items and complete the reconciliation.

Service Charges and/or Interest Earned
These cannot be entered from the reconciliation window, so you need to click [Save progress]. Now
you can go back to the menu and select Spend money (or Receive money if interest earned).

Service Charges

Bank account: 1-1110
Description: Bank fees for May
Reference no: Bank (or BS)

Date: 31/05/202_
Account: 6-1160

Amount: 10.00

Tax Code: FRE

Note: Examples of types of bank charges include - bank service fees, overdraft fee, maintenance fee,
dishonour fee and transaction fee.
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Create spend money transaction

Hort accoumt * Beforeonce nomber * | Back

11110 Buseess Bank Accoent - —
Qate® | 21032033

Contact (paywe) Amourts we @ Tae ochisive
O e exthaive

110 ATO vaa TRAR

[ ——

Bark fees for May

Accoust * (D Amount (5} *  Quantity Deuription Job Tax code *
51960 Rank Fees & Changes - wm - RS
Subtotal  $90.00
T 000
Total  $0.00
Sawe an recumng || Predll from recerming Canced Wecond and mew ~ -

FIGURE 6.20 — Record bank fees

Loan Repayment

Record the loan repayment through Spend money. You cannot use the Transfer money option when
the money is transferred to a long-term liability account such as a business loan.

Create spend money transaction
Bark sccound * Reborence numbae * | Bank.
11110 Busnmss Bank Accmurt -
Date® | 1505200 -
Cantact (payer) Arcunts we @ L ecusne
Tas encusmre
190 ATO via TPAR
Descrpticn of tamaacton
Loaan repayment
Account * () Amount (5* Quantity Dancription Job Tax code *
2-270% Busness Loan - 1000 - N1
Sebtowd  §TSO00
Tax 00
Total  §TS000
rm— fTT—— e |

FIGURE 6.21 - Loan repayment
To restore the reconciliation window, go to the Banking menu and select Reconcile accounts.

You will have to re-enter the statement date and the closing bank statement balance. Then tick the
two transactions you have just recorded, and the ‘Out of balance’ amount should now be $0.00.
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[Reconcile accounts swvaprooress [l
Accoent Statement dete * Closing bank statement batance (S)* 5628.60
14110 Business Bank Account 3105/2023 P R e AR
Date tast reconcied 01/05/2023 1 unda Out of Dalance $0.00
@ ocote~ Reforence 3 Description & Withdrawal ($] Deposit ($) ¢
8 3voszo023 Bank Bank tees for may 10.00
8 30082023 w3 Orawings and petty cash rembarsement 430000
B 200052023 Part pay 400000
B 2s052023 CROO000S Cash Sales for 22212221 1,089.00
B 2¢0s2022 "2 Wages for the fortnight 2,760.00
8 2pospozn CROOO0OM Cash Sales for 22202220 190.00
22/05/2023 181 Spinifex Group for 00002003 $88.00
B 20052023 CRO00003 Deposit pakd 2,000.00
8 re0si2023 w0 Paymant; Engel Aust Pty Lid 231990
8 15052023 e Payment of April invoice 180500
@ 15052023 TRO0GOO2 Bank deposit 508,00
B 15052023 [ Loan repayment 750.00
8 ‘wos2o23 78 Pay Visa 1465.00
8 rvoseo2z wr Purchase new display stands 3230000
& 1082023 we Wages for the fortnight 2,78000
B osos2023 CRO00002 Payment; Scout Shop 1586.50
B oesz023 TROO00OY Transter 10 mvestment account 0,000.00
& oems2023 174 Apeil super 47700
B oens2023 175 BAS payment 472200
B o3/0s2023 CRO00007 Income Lax fefund 730.00
B ovosizozs 170 Outstanding cheque 385000
B owosro23 CROD000! Outstanding deposit 1.000.00
B ovosz023 73 Advertising 3,960.00

FIGURE 6.22 — Balanced bank reconciliation

Click [Reconcile].

Investment Account Reconciliation
INVESTMENT ACCOUNT BANK STATEMENT (AS AT 31/05/202_)

Date Particulars Debit Credit Balance
1/05/202_ Opening Balance $5,000.00 CR
6/05/202_ Deposit 10,000.00 15,000.00 CR
31/05/202_ Interest 39.80 15,039.80 CR

TABLE 6.2 — Investment account bank statement

You will have to create a new account for the interest. Set up account number 4-5006 Interest Income
with a tax code of ITS.
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Create receive money transaction

Bark accouen ® Reference mamber * | CRODOOTY

1-1120 Busness investment Account
Date *

Contact (payen) Amounts we @ L e
- Law gcchpive.
Description of Wransacton

Ioterest earrved for May

Aczount * () Amount (3] *  Quantity Description Job Tan code *
45008 lnterest income - nwo - m
Subrowd 53900
Tax 10 00
Towl $39.00
ey fye— i — |

FIGURE 6.23 - Investment account interest

Undo Bank Reconciliation

If you discover after you have completed the bank reconciliation, that you have made a mistake, you
can undo the previous bank reconciliation by using the ‘Undo’ alongside the date last reconciled.
Follow the prompts, and once corrections have been made re-reconcile.

Step 3: Print or Display Reconciliation Report.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Bank reconciliation
31 May 2023
Account number Account name Date last reconciled u“&mﬁ} balmu(?)
1-1120 Business Investment Account 31/05/2023 15,039.80 15,039.80
Reconciliation Value ($)
Account balance on 31/05/2023 15,039.80
Add: Outstanding withdrawals 0.00
Subtatal 15.039.80
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 15,039.80
Reconciled deposits
:le:fr:ﬁ‘:ce ;;'t:QCﬁO" Description Deposit ($) Wit ($)
TROOOOO1 06/05/2023 Transfer to investment account 10,000.00
CROD0011 31/05/2023 Interest earmed for May 39.80
Total 10,039.80 0.00

FIGURE 6.24 — Investment Account Reconciliation report
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Bank reconciliation
31 May 2023
Account number Account name Date last reconciled L.t:mdl;: b Amu;)t
114110 Business Bank Account 31/08/2023 5,622.60 5.030.60
Account balance on 31/08/2023 502060
Add: Qutstanding withdrawals 55200
Subtotal 562860
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 562860
Outstanding withdrawals
number . Description Depasit($)  Withdrawal (5)
1 2/05/2023 Spnifex Group for 00002003 55800
Total 0.00 £98.00
Recanciled withdrawals
M I -
170 01/08/2023 Outstanding cheque 3,850.00
173 01/05/2023 Advertising 3,960.00
TRO00GOT 06/06/2023 Transfer to investment account 10,000.00
174 06/08/2023 April super 477.00
178 06062023 BAS payment 472200
178 10/06/2023 Wages for the fortnght 2.740.00
1m 12082023 Purchase new display stands 2,200.00
178 140062023 Pay Visa 1,465.00
17 19/08/2023 Payment of Aril mvoice 1,808.00
Bank 19/06/2023 Loan repayment 7%0.00
180 16062023 Payment; Engel Aust Pty Lid 2.319.90
182 240062023 Wages for the fortnight 2.740.00
183 A0/05/2023 Dvawings and petty cash reimbursemnent 4,100.00
Bank 21/06/2023 Bank fees for may 10.00
Total 0.00 4223950
Reconciled depesits
M B g Copei 1 Whidreeat
CRO00001 01/0872023 Outstanding depost 1,000.00
CRO00007 0872023 Income tax refund 72000
CRO00002 E/S/2023 Payment; Scout Shap 1,58650
TROGOOOZ 180872023 Bank deposit 80800
CRO00003 20/06/2023 Deposit paid 2,000.00
CRO0D004 2210872023 Cash Sales for 22202220 156,00
CROO00S 260872023 Cash Sales for 22212221 1,089.00
CRO00005 2010872023 Part payment 4,000.00
Total 11,40350 0.00
FIGURE 6.25 — Business Bank Account Reconciliation report
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Other Reports for the period 1/05/202_to 31/05/202_

GST Report
Reporting > Reports > All > GST report
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
GST report
Accrual mode
01 May 2023 - 31 May 2023
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
N-T Not Reportable 0 {4,733.00) (4,733.00) 0.00
GST Goods & Services Tax 10 31,843.10 28,948.28 2,894.82
ms Input Taxed Sales 0 39.80 39.80 0.00
Total sales and
income 27,149.90 24,255.08 2,894.82
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
N-T Not Reportable 0 (18.00) {18.00) 0.00
CAP Capital Acquisitions 10 23,200.00 21,090.91 2,109.09
GST Goods & Services Tax 10 19,083,80 17,348.91 1,734.89
FRE GST Free 0 3950 39.50 0.00
Total purchases
and expenses 42,305.30 38,461.32 3,843.98
Net total (15,155.40) (14,206.24) (949.16)
FIGURE 6.26— GST accrual report
Bank Transactions
Reporting > Reports > Banking > Bank transactions
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Bank transactions report
01 May 2023 - 31 May 2023
Withdrawal
Account No. Account name Deposit ($) (s Balance ($)
1-1110 Business Bank Account 15.253.50 43,837.90 5.030.60
1-1120 Business investment Account 10,039.80 0.00 15,039.80
1-1170 Undeposited Funds Account 808.00 808.00 0.00
21110 Visa 1,465.00 289.80 (289.80)
1-1121 Petty Cash/Cash on Hand 36.00 36.00 100.00
Grand total 27,602.30 44971.70

FIGURE 6.27 — Bank transactions
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Trial Balance

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
May 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 28584.40 5,030.60
1-1120 Business Investment Account 10,039.80 15,039.80
1-1121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 16,464.00 23,709.00
1-1201 Less Prov'n for Doubtful Debts 130.00 145.00
1-1300 Inventory 0.00 10,700.00
1-1310 Prepaid Insurance 446.00 44400
1-1311 Prepaid Advertising 3,600.00 3,600.00
1-2110 Furniture & Equipment At Cost 3,000.00 11,400.00
1-2120 Accum. Depr. Fumiture & Equipment 105.00 4,515.00
1-2210 Improvemnents At Cost 0.00 5,000.00
1-2220 Accum. Depr. Improvements 117.00 3,947.00
12310 Motor Vehicles At Cost 1,190.91 18,090.91
1-2320 Accum. Depr. Mator Vehicles 11,563.11 376.89
2-1110 Visa 1,175.20 289.80
2-1140 Accounts Payable 9,899.00 15,239.00
2-1212 GST 3,657.16 4716
2-1350 PAYG Withholding Payable 1,019.00 1,616.00
2-1355 Superannuation Payable 202.98 679.98
2-1380 Wages & Salaries Payable 673.00 1,676.00
2-2105 Business Loan 13,650.00 13,650.00
3-1000 Owner's Capital 730.00 53,225.00
3-2000 Owner's Drawings 4,064.00 26,764.00
4-1400 Sales Tents 14,160.00 123,060.00
41500 Sales Sleeping Equipment 692.73 17,492.73
41600 Sales Kitchen Equipment 6,380.00 55,130.00
4-1700 Sales Other 1,880.00 61,760.00
4-2100 Service Income 220.00 3,220.00
4-2200 Freight Income 150.00 1,350.00
4-2300 Discount Received 111.00 411.00
4-5000 Profit on sale of asset 40.00 40.00
4-5005 Other Income 25455 25455
4-5006 Interest Income 39.820 39.80
5-1400 Cost of Sales Tents 2,650.00 41,050.00
5-1500 Cost of Sales Sleeping Equipment 1,873.64 10,033 64
5-1600 Cast of Sales Kitchen Equipment 2,520.00 28,920.00
51700 Cost of Sales Other 2,660.00 31,460.00
5-2000 Freight Costs 200.00 750.00
5-3000 Discount Allowed 7591 32591
61110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
61150 Bad Debts 130.00 130.00
61160 Bank Fees & Charges 10.00 210.00
61250 Depredation Expenses 598.89 3968289
6-1300 Hlectricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 446.00 4,896.00
61700 Motor Vehicle Expenses 0.00 4,200.00
64100 Payroll - Wages & Salaries 7,149.00 61,071.00
64200 Payroll- Superannuation 679.98 5,802.98
6-4280 Paostage & Stationery 26345 63345
6-4300 Rent Expense 3,500.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
64400 Staff Amenities 3541 24541
64460 Telephone & Internet 0.00 2,920.00
Grand total 78,565.46 78,565.46 358,247.75 358,247.75

FIGURE 6.28 — Trial Balance
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Profit & Loss
Filter Report: 2 May to 31 May ] Year to date

The report will display to show the selected period and year to date figure, together with variances.
Use ‘Report options’ to remove the variances and account numbers. To get this report to work as it
should, the date was intentionally set as May 2 because the opening balances are dated May 1 and
unfortunately there are also some transactions for the month on that date. The profit for May will be

slightly incorrect.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Profit and loss report
Accrual mode
02 May 2023 - 31 May 2023
Total
Actual Year to date
Income
Sales Tents 14,160.00 123,060.00
Sales Sleeping Equipment 692.73 1749273
Sales Kitchen Equipment 6,380.00 55,130.00
Sales Other 1,980.00 61,760.00
Service Income 220.00 3,220.00
Freight Income 150.00 1,350.00
Discount Received 111.00 411.00
Profit on sale of asset 0.00 40.00
Other Income 254.55 25455
Interest Income 39.80 39.80
Total Income 23,988.08 262,758.08
Cast Of Sales
Cost of Sales Tents 2,650.00 41,050.00
Cost of Sales Sleeping Equipment 1,873.64 10,033.64
Cost of Sales Kitchen Equipment 2,520.00 28,920.00
Cost of Sales Other 2,660.00 31,460.00
Freight Costs 200.00 750.00
Discount Allowed 7591 32591
Total Cost Of Sales 9,979.55 112,539.55
Gross Profit 14,008.53 150,21853
Expenses
Accounting & Bookkeeping 0.00 900.00
Advertising & Marketing 0.00 4,500.00
Bad Debts 0.00 (130.00)
Bank Fees & Charges 10.00 210.00
Depreciation Expenses 598.89 3,968.89
Electricity Expenses 0.00 1,775.00
Insurance Expenses 446.00 4,896.00
Motor Vehicle Expenses 0.00 4,200.00
Payroll Expenses
Payroll - Wages & Salaries 8,152.00 61,071.00
Payroll- Superannuation 679.98 5,802.98
Total Payroll Expenses 883198 66,873.98
Postage & Stationery 263.45 633.45
Rent Expense 0.00 33,500.00
Repairs & Maintenance 0.00 1,160.00
Staff Amenities 3541 24541
Telephone & Internet 0.00 2,920.00
Total Expenses 10,185.73 125,652.73
Operating Profit 3,822.80 24,565.20
Net Profit 3,822.80 24,565.80

FIGURE 6.29 — Profit & Loss Report
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Balance Sheet

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Balance sheet report
Accrual mode
21 May 2023
Total
Aszeis
Current Assets
Bank Accounts
Business Bank Account 5,030.60
Business Investmient Account 15,0345 80
Petty Cash/Cash on Hand 10000
Tatal Bank Accounts 20,170.40
Accounts Receivable 23.704.00
Less Prov'n for Doubtful Debts (145.00)
Imventory 1070000
Prepaid Insurance 44400
Prepaid Adhertising 3,600.00
Total Current Assets 58.4T8.40
MNon Current Asseds
Furniture & Equipment
Furniture & Equipment At Cost 11,400.00
Accum. Depr. Furniture & Equipment {4,515.00)
Total Furniture & Equipment 6,885.00
Improvements
Improvernents At Cost 5,000.00
Accum. Depr. Improvements {3,947.00)
Total Improvements 1,053.00
Motor Vehicles
Maotor Vehicles At Cost 18,090.91
Accum. Depr. Motor Vehicles: (376.89)
Total Motor Vehicles 177402
Total Non Current Assets 25,652.02
Total Assets 84,130.42
Liabilities
Curment Liahilities
Credit Cards
Visa 289 .80
Total Credit Cards 289 80D
Accounts Payable 15,239.00
GST Liabilities
GST {47.16)
Tatal GST Liabilities (47.16)
PAYG Withholding Payable 1,616.00
Superannuation Payahble 675.98
Wages & Salaries Payable 1,676.00
Total Current Liabilities 19.453.62
MNon Current Liabilities
Business Loan 13,650.00
Total Non Current Liahilities 13,650.00
Total Liabilities 33,103.62
Net Assets 51,026.80
Equity
Owner's Capital 53,225 .00
Owmer's Drawings {26, 764.00)
Current Year ProfitLoss) 24,565 B0
Total Equity 51,026.80

FIGURE 6.30 — Balance Sheet
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REVISION EXERCISE 1 (Cash business)

Marianna Anderson owns and runs a ballet school. She is a sole trader and employs a few part-time
staff. She has been maintaining a manual accounting system but is finding it very time consuming.
She wants you to set up MYOB for her and enter a few transactions to show her how to do it. The
business is registered for GST and reports to the Australian Taxation Office quarterly.

You are required to:

e Create a new MYOB data file.

e Make changes to the Chart of Accounts (add, edit & delete).
e Enter opening General Ledger balances.

e Prepare an initial bank reconciliation.

e Record a variety of cheque, petty cash, and credit card transactions for the month.
e Use ‘Undeposited Funds’ and ‘Transfer funds’.
e Prepare an end-of-month bank reconciliation.
e Print or display reports for the month.

Create a new data file
Business name:

Aspirations Ballet School

ABN: 55 246 369 280

Address: 16 Stepney Street
Launceston TAS 7250

Phone: 6344 8855

Current financial year: 202_

Last month of financial year:  June

Opening balance date: February

Industry: Other services

Chart of Accounts

Add accounts

Account No. | Account Name Level Tax Code
1-1130 Petty Cash/ Cash on Hand Detail N-T
1-2000 Non-Current Assets Header
1-2120 Accum. Depr. Studio Equipment Detail N-T
1-2200 Office Equipment Header
1-2210 Office Equipment @ Cost Detail CAP
1-2220 Accum. Depr. Office Equipment Detail N-T
1-2300 Motor Vehicles Header
1-2310 Motor Vehicles @ Cost Detail CAP
1-2320 Accum Depr. Motor Vehicles Detail N-T
4-1500 Private Lessons Detail GST
4-1600 Costume Sales Detail GST
5-1000 Costume purchases for resale Detail GST
6-1480 Equipment Hire Detail GST
6-4300 Rent Expenses Detail GST

TABLE 6.3 — Add accounts
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Edit accounts

Account No. | Old Name New Name Level Tax Code
1-1110 Bank Account 1 Cheque Account Detail N-T
1-1120 Bank Account 2 Cash Management Account Detail N-T
1-2100 Property, Plant & Equipment Studio Equipment Header
1-2110 Equipment, Furniture & Vehicles Studio Equipment @ Cost Detail CAP
2-1110 Credit Card Visa Detail N-T
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-1400 Sales Ballet Classes Detail GST
4-5005 Other Income Interest Income Detail ITS
5-2000 Purchases Costumes for resale Detail GST
6-1210 Contractor Fees & Commissions Depreciation Expenses Detail N-T
6-1470 Freight Courier & Postage Electricity Expenses Detail GST
6-1640 Merchant Fees Insurance Expenses Detail GST

TABLE 6.4 — Edit accounts

Enter opening balances

Aspirations Ballet School
16 Stepney Street
Launceston TAS 7250
6344 8855
Trial balance report
Jan 2023
Account no Account name Debit ($) Credit ($)
11110 Cheque Account 5,290.00
1-1120 Cash Management Account 5,000.00
1-1130 Petty Cash/Cash on Hand 100.00
1-2110 Studio Equipment @ Cost 16,000.00
1-2120 Accum. Depr. Studio Equipment 3,500.00
1-2210 Office Equipment @ Cost 5,250.00
1-2220 Accum. Depr. Office Equipment 730.00
1-2310 Mator Vehicles @ Cost 17,500.00
1-2320 Accum. Depr. Motor Vehicles 6,290.00
21110 Visa 460.00
21212 GST 1,450.00
2-1350 PAYG Withholding Payable 320.00
3-1000 Owner’s Capital 27,353.00
3-2000 Owner’s Drawings 7,000.00
4-1400 Ballet Classes 38,500.00
4-1500 Private Lessons 2,200.00
4-1600 Costumne Sales 1,850.00
4-5005 Interest Income 117.00
5-2000 Costumnes for resale 1,295.00
61120 Advertising & Marketing 1,150.00
61160 Bank Fees & Charges 70.00
61210 Deprediation Expenses 3,370.00
61470 Electricity Expenses 595.00
6-1480 Equipment Hire 850.00
6-1640 Insurance Expenses 1,110.00
61700 Mator Vehicle Expenses 870.00
6-3015 Other Business Expenses 150.00
64100 Payroll - Wages & Salaries 9,500.00
64280 Printing & Stationery 90.00
64300 Rent Expenses 7,000.00
64460 Telephone & Internet 580.00
Grand total 82,770.00 82,770.00

FIGURE 6.31 — Opening balances
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Bank Reconciliation

31% January 202_
Dr Balance per cash book $5,290.00
Add Outstanding Cheques
529 Ryan’s Hire 220.00
531 Acme Insurance 585.00 805.00
Cr Balance per Bank Statement $6,095.00

TABLE 6.5 — Manual bank reconciliation

Transactions

Note: Receipts are cash unless otherwise stated, and takings are usually banked only once a week.
Use ‘Receive Money’ to record the income as invoices are not issued.
Amounts are GST inclusive unless otherwise stated.

1/02/202_
3/02/202_

4/02/202_

5/02/202_
6/02/202_

7/02/202_

7/02/202_
7/02/202_

8/02/202_

12/02/202_
13/02/202_
14/02/202_

15/02/202_
17/02/202_

19/02/202_
19/02/202_
19/02/202_
20/02/202_

21/02/202_

22/02/202_

Ballet class income for the day was $600, not yet banked.

Purchased some costumes for resale from Costumes Galore. The cost of $792 was
paid by cheque no. 533.

Received a cheque for $120 for private lessons given to Mrs Jones’ daughter. Not yet
banked.

Banked receipts to date of $720.

Marianna used her Visa card to pay Telstra $297 for the telephone bill she received
today.

Received and banked a cheque from Launceston High School for ballet classes given
to students, $1,540.

Purchased some stationery $110 at the post office. These paid for with Visa.

Cheque no. 534 for $760 was drawn to pay gross wages of $800, less PAYG
Withholding $40.

Ballet class income for the day was $750. Not yet banked.
Students paid $950 for costumes. Banked $1,700 today.
Paid monthly rent of $1,000 (plus GST) to Orion Holdings Pty Ltd by cheque no. 535.

Paid $69 cash (petty cash) to Advantage Store for food purchased for a staff training
day. Food to the value of $46 includes GST, and $23 is GST free.

Ballet class income for the day was $800. Not yet banked.

Received a cheque for $150 from Mrs Sparks for private lessons for her son. Not yet
banked.

Used the Visa card to pay the electricity bill of $246 to Tasmanian Electricity Company.
Paid Visa the $460 owing on the Visa card by cheque no. 536.
Banked $950 today.

Cheque no. 537 was drawn in favour of the Australian Taxation Office to pay the
amount of $1,328 owing on the BAS. GST $1,088, and PAYG Withholding $240.

Paid gross wages of $850 by cheque no. 538 for $805. PAYG Withholding deducted
was $45.

Ballet class income for the day was $900. Not yet banked.
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26/02/202_ Interest of $16.67 (ITS) earned on the Cash Management Account was paid into the
cheque account by the bank.

26/02/202_ Banked $900 today.

28/02/202_ Wrote a cash cheque no. 539 for $1,069. $69 was to reimburse petty cash and the
balance was the owner’s drawings.

The bank statement for February shows a balance of $6,120.67 at the end of the month. The only
outstanding item was cheque no. 537 and bank fees were $10.

Tip: The quick way to reconcile the account when this is the only information provided is to click the
M at the top of the column. This will place ticks against all items. Remove the tick from the item(s)
outstanding and record the bank fees.

Print or display these reports for February:
e Banking reconciliation
e Bank transactions
e Balance sheet

Aspirations Ballet School
16 Stepney Street
Launceston TAS 7250
6344 8855
Bank reconciliation
28 Feb 2023
Account number Account name Date last reconciled = recmd(esd’ m"(g
1-1110 Cheque Account 28/02/2023 6,120.67 479267
Reconciliation Value ($)
Account balance on 28/02/2023 4,792.67
Add: Outstanding withdrawals 1,328.00
Subtotal 6,120.67
Deduct: Outstanding deposits 0.00
bak on bank 6,120.67
number date Description ep ) =)
537 20/02/2023 ATO - BAS payment 1,328.00
Total 0.00 1,322.00
Reconciled withdrawals
number Ltz Description ep (£5) s)
529 01/02/2023 Ryan's Hire 220.00
531 01/02/2023 Acme Insurance 585.00
533 03/02/2023 Costumes Galore 792.00
534 07/02/2023 Wages 760.00
535 13/02/2023 Orion Holdings Pty Ltd - Rent 1,100.00
536 19/02/2023 Pay Visa 460.00
538 21/02/2023 Wages 805.00
539 28/02/2023 Cash drawings and petty cash reimbursement 1,069.00
Bank 28/02/2023 Bank fees 10.00
Total 0.00 5,801.00
Reconciled depasits
number ¢ date Description Dep [£5] (e0]
TRO0D00O1 05/02/2023 Banking 720.00
CRO00003 07/02/2023 Launceston High School 1,540.00
TRO00002 12/02/2023 Banking 1,700.00
TRO00003 19/02/2023 Banking 950.00
CRO0O0009 26/02/2023 Cash Management interest 16.67
TRO0DOO04 26/02/2023 Banking 900.00
Total 5.826.67 0.00

FIGURE 6.32 — Banking reconciliation
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Aspirations Ballet School

16 Stepney Street
Launceston TAS 7250
6344 8855
Bank transactions report
01 Feb 2023 - 28 Feb 2023
‘Withd rawal
Account No. Account name Depasit (3) =) Balance (3)
1-1110 Chegue Account
‘Withd rawal
Date Refersnce Type Description Depasit ($) ) Balance(S)
o202
3 529 Spend money Ryan's Hire 22000 S.070.00
oo202
23 Spend money Ryan's Hire 22000 5.290.00
oWD202
3 L<3) Spend money Acme Insurance 5as.00 4,705.00
OWD202
3 i =31 Spend money Acme insurance sas00 5.250.00
oo2r202
E 533 Spend money Costumes Galore 752 00 4458 00
osvo2r202
E TROCOOOY Transfer money Banlang 72000 £.21800
OTO2U202
3 £3a Spend money Wages 760,00 445200
oWo202
3 CRO00OA3 Receive money Launceston High School 1.54000 £.958.00
12/02,202
= ¥ 8 1.700.00 7.652.00
102202
3 =35 Spend money Orion Holdings Pty Ltd - Rent 1.100.00 &.558 00
102,202
£ 36 Spend money Pay Visa 480,00 &12200
1voraa2
3 oy g 95000 7.082.00
20/02/202
3 a7 Spend money ATO - BAS payment 132200 576000
202,202
3 38 Spend money Wages 80500 495500
28502/202
3 TROOOO0S Transfer money Barieng [00.00 $.855.00
26/02/202
3 € R y Cash Management interest 1667 S8arie?
2802/202 Cash drawengs and petty b
3 S22 Sperd money retminaTeannt s 1.065.00 480267
28/02/202
3 Bark Spend money Bark fees 10.00 475267
Total E.631.67 7.129.00
11170 Funds
‘Withd rawal
OL02r202
3 C 1 R -y Ballet class income 60000 600.00
Owo2r2023
< C Y Mr= jJones private lessons. 12000 720,00
OO0
3 TROCOOOT Transfer money Barnicng 72000 0.00
OR/02/202
3 c R >3 Ballet classes 75000 750.00
102,202
3 y 1.700.00 (350.00)
12/02,202
3 [« R y Costume sales 92000 000
1S/02/202
3 CROOO00OE Receve maney Ballet classes 80000 80000
17/02,202
3 CROCOCOT Recerve money Private lessons Mrs Sparks 18000 45000
1VD2/202
* 24 ® 25000 0.00
22/02/202
3 CRO000OS Recene maney Baliet classes |00.00 S00.00
26/02/202
3 24 s 200.00 0.00
Total 4.270.00 4.270.00
2-1110 Visa
‘Withd rawal
Darte Refersmnce Type Description Depasit ($) Balance($)
O&/02/202
3 ] Spernd money Telstra 29700 (757.00)
O7/02r202
3 2 Spend money Post Office 110,00 BE7.00}
1V02/202
3 2 Spend money 24600 (1.112.00)
19702/202
3 =35 Spend money Pay Vizs AEQ 00 552.00)
Total 46000 65300
1-1130 Petty Cash/Cash on Hand
‘Withd ravwal
Date Reference Type Description Depasit ($) ) Balance(s$)
102202
3 1 Spend money Advantage Store £9.00 21.00
202,202 Cash dir: ncd h
3 L) Spend money e Py 62.00 100.00
Total €9.00 69,00
Grand total I11.430.67 12121.00

FIGURE 6.33 - Bank transactions
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Aspirations Ballet School
16 Stepney Street
Launceston TAS 7250
6344 8855
Balance sheet report
Accrual mode
28 Feb 2023
Total
10000 Assets
1000 Current Assets
11100 Bank Accounts
1.1110 Cheque Account 475267
11120 Cash Management Account £,000.00
11120 Petty Cash/Cash on Hand 100.00
Total Bank Accounts 929267
Tatal Current Assats 929267
1:2000 Non-Current Assets
1-2100 Studio Equipment
12110 Studko Equipment @ Cast 16,000.00
12120 Accum. Depr. Studio Equipment (2.500.00)
Total Studio Equipment 12,500.00
12200 Office Equipment
1:2210 Office Equipment @ Cost 528000
1:2220 Accum. Depr. Office Equipment (730.00)
Total Office Equipment 452000
12300 Mator Vehides
12310 Motor Yehicles @ Cost 17,500.00
12320 Accurn. Depr. Motor Vehides (6,290.00)
Total Motar Vehicles 11.210.00
Total Non-Current Assets 2823000
Total Assets 3812267
2.0000 Linbilities
20010 Current Lisbilities
21100 Credit Cards
21110 Visa £52.00
Total Credit Cards €53.00
2.1211 GST Lishilities
24212 GST 65465
Total GST Liabilities 65465
21350 PAYG Withholding Paysble 1£5.00
Tatal Current Liabilities 147265
Total Liabilities 147265
Net Assets 38,650.02
3-0000 Equity
2.1000 Owmer's Capital 27,352.00
3.2000 Owmer's Drawings (£,000.00)
38000 Currert Year ProfitiLoss) 17.267.02
Total Equity 3865002

FIGURE 6.34 — Balance sheet
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REVISION EXERCISE 2 (Cash business)

Ken Long and Peter South have owned and operated a pest control company in Ballarat, Victoria for
several years. Both shareholders loaned money to the company and borrowed the remainder from
the bank so that they could purchase land, build a warehouse, and buy equipment. The business is
registered for GST, and they remit to the Australian Taxation Office quarterly.

You are required to:

Create a new MYOB data file.

Make changes to the Chart of Accounts (add, edit & delete).

Enter opening General Ledger balances.

Record a variety of banking and general journal transactions for the month.
Prepare an end-of-month bank reconciliation.

Print or display reports for the month.

Create a new data file

Business name: Seek & Destroy Pty Ltd

ABN: 16 059 111 409

Address: 502 Subway Road
Ballarat VIC 3350

Phone: 9429 1395

Current financial year: 202_

Last month of financial year:  June

Opening balance date: July

Industry: Other services

Chart of Accounts

Add accounts

Account number | Account name Level Tax code
1-1360 Prepayments Header
1-1361 Prepaid Insurance Detail N-T
1-1362 Prepaid Rates & Taxes Detail N-T
1-2000 Non-Current Assets Header
1-2200 Land @ Cost Detail N-T
1-2300 Office Equipment Header
1-2310 Office EQuipment @ Cost Detail CAP
1-2320 Accum. Depr. Office Equipment Detail N-T
1-2500 Motor Vehicles Header
1-2600 Warehouse Equipment Header
1-2610 Warehouse Equipment @ Cost Detail CAP
1-2620 Accum. Depr. Warehouse Equipment Detail N-T
2-1360 Wages & Salaries Payable Detail N-T
2-2110 Shareholder Loans Header
2-2111 Shareholder Loan — K Long Detail N-T
2-2112 Shareholder Loan — P South Detail N-T

TABLE 6.6 — Add accounts
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Edit accounts

Account | Old Name New Name Level Tax

number code
1-1110 | Business Bank Account #1 Business Bank Account Detail N-T
1-2100 | Property, Plant & Equipment Buildings & Improvements Header
1-2110 | Plant & Equipment Buildings & Improvements @ Cost Detail CAP
1-2120 | Accum. Depr. Plant & Equipment | Accum. Depr. Buildings & Improvements | Detail N-T
1-2510 Motor Vehicles Motor Vehicles @ Cost Detail CAP
2-1110 | Credit Card #1 AMEX Detail N-T
2-2105 | Business Loan #1 Business Loan Detail N-T
3-1000 | Owner’s Funds Introduced... Share Capital Detail N-T
4-1300 | Professional Fees Annual Contract Income Detail GST
4-1400 | Sales Non-Contractual Income Detail GST
5-2000 | Purchases Pesticide Purchases Detail GST
6-4310 | Rent Rates & Taxes Detail FRE

TABLE 6.7 — Edit accounts

Enter opening balances

Seek & Destroy Pty Ltd
502 Subway Road
Ballarat VIC 3350
9429 1395
Trial balance report
Jun2022
Account no Account name Debit ($) Credit ($)
dane ‘Business Bank Account 1830000 —y
1-1361 Prepaid Insurance 3,500.00
12110 Buildings & Improvements @ Cost 380,000.00
1-2120 Accum. Depr. Buildings & Improvements 15,200.00
1-2200 Land @ Cost 120,000.00
1-2310 Office Equipment @ Cost 8,200.00
1-2320 Accum. Depr. Office Equipment 1,950.00
1-2510 Mator Vehicles @ Cost 85,000.00
1-2520 Accum. Depr Motor Vehicles 21,250.00
1-2610 Warehouse Equipment @ Cost 19,600.00
1-2620 Accum. Depr. Warehouse Equipment 5,270.00
21212 GST Balance 2,330.00
2-1350 PAYG Withholding Payable 2,200.00
2-1360 Wages & Salaries Payable 1,900.00
2-2105 Business Loan 435,000.00
22111 Shareholder Loan - K Long 60,000.00
22112 Shareholder Loan - P South 60,000.00
3-1000 Share Capital 20.00
3-8000 Retained Earnings 29,430.00
Grand total 634,600.00 634,600.00

FIGURE 6.35—- Opening balances

Transactions

Note: The company uses the ‘asset method’ when accounting for prepaid expenses.
Only hand-written invoices are issued, and credit is not provided to customers.

1/07/202_ Reverse wages accrued at 30/6/202_ of $1,900.
1/07/202_ The bank made a repayment of $2,500 from our cheque account to the bank loan.
3/07/202_ Purchased a forklift for the warehouse from Crown Forklifts. Cost was $7,700

(including GST) and this was paid for with cheque no. 789.
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5/07/202_

8/07/202_

12/07/202_

12/07/202_

15/07/202_
16/07/202_
19/07/202_

22/07/202_
23/07/202_

26/07/202_
31/07/202_

Banked cash income for the week. Annual Contracts - $3,740, Non-Contractual
Services - $550. (All figures include GST).

Purchased pesticides from Hardie & Co. Invoice total $1,650 including GST was paid
by cheque no. 790.

Paid net wages of $3,200 by cheque no. 791. Gross wages $3,600, PAYG Withholding
$400.

Received and banked a cheque from Highline Building Company for non-contractual
services of $1,375 (including GST).

Purchased stationery from Officeworks for $110 including GST with AMEX.
Paid the annual council rates for the property. $3,100 (GST free) with the AMEX card.

Banked cash income totalling $2,860 (includes GST). Annual Contracts - $2,288, Non-
Contractual Services - $572.

Paid the electricity bill of $476 (including GST) to Vic Power with cheque no. 792.

Paid $4,530 to the Australian Taxation Office for the Business Activity Statement by
cheque no. 793. PAYG Withholding Payable $2,200, GST $2,330.

Paid net wages of $1,800 by cheque no. 794. PAYG Withholding $300.

Banked cash income of $3,630 (including GST) all from Annual Contracts.

End of month adjustments

31/07/202_

31/07/202_
31/07/202_
31/07/202_
31/07/202_
31/07/202_

Depreciation to be written off for the month is $792 for Buildings, $103 for Office
Equipment, $333 for Warehouse Equipment and $1,328 for Motor Vehicles.

Prepaid Insurance applicable for the month is $318. (No GST)

Transfer $258.33 of the prepaid council rates to the expense account. (No GST)
Record $630 wages accrued at the end on the month.

Interest (GST Free) charged to our bank loan account was $2,392.50.

Bank statement balance is $13,119 and bank fees for the month were $10. The only
outstanding item is cheque no. 793.

Print or display these reports for July:
e Banking reconciliation
e Profit & Loss
e GSTreport
e Balance Sheet
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Seek & Destroy Pty Ltd
502 Subway Road
Ballarat VIC 3350
9429 1395
Bank reconciliation
31 Jul 2022
Account number Account name Date last reconciled l"'m&‘; bamn&)t
1-1110 Business Bank Account 31/07/2022 13,115.00 8,589.00
Reconciliation Value ($)
Account balance on 31/07/2022 8,589.00
Add: Qutstanding withdrawals 4,530.00
Subtotal 13,119.00
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 13,119.00
Outstanding withdrawals
m‘ r&m" Description Deposit ($) Withdrawal ($)
793 23/07/2022 ATO - BAS 4,530.00
Total 0.00 4,530.00
Reconciled withdrawals
:.‘;'..."..‘.!“‘ I:‘J:‘"‘"" g Description Deposit($)  Withdrawal ($)
Bank 01/07/2022 Loan repayment 2,500.00
789 03/07/2022 Crown Forklifts 7,700.00
790 08/07/2022 Hardie & Co 1,650.00
el 12/07/2022 Wages 3,200.00
792 22/0712022 Vic Power 476.00
794 26/07/2022 Wages 1,800.00
Bank 31/07/2022 Bank fees 10.00
Total 0.00 17,336.00
Reconciled depasits
Reference Transaction
number date Description Deposit($)  Withdrawal ($)
CRO00001 05/07/2022 Income for the week 4,290.00
CRO00002 12/07/2022 Highline Building Company 1,375.00
CRO0O0003 19/07/2022 Income for the week 2260.00
CROO0004 31/07/2022 Income for the week 3,630.00
Tatal 12,155.00 0.00

FIGURE 6.36 — Reconciliation Report
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Seek & Destroy Pty Ltd
502 Subway Road
Ballarat VIC 3350

9429 1395
Profit and loss report
Accrual mode
01 Jul 2022 - 31 Jul 2022
Total
40000 Incarme

4-1300 Annual Contract Income 2,780.00

4-1400 Mon-Contractual Income 2,270.00
Total income 11,050.00
50000 Cost OFf Sales:

5-2000 Pesticide Purchases 1,500.00
Total Cost Of Sales 1,500.00
Gross Profit 9,550.00
6-0000 Expenses

1160 Bank Fees 10.00

€-1300 Depreciation 2,556.00

€-1430 Electricity & Gas 43273

6-1540 Insurance Expenses

51550 Insurance 318.00
Total Insurance Expernces 312.00
6-4000 Payroll Expences

54100 Payroll - Wages & Salaries 4,430.00

Total Payroll Expenses 4,430.00

E-42B0 Printing & Stationery 100.00

6-4310 Rates & Taxes 25833
Total Expenses B,105.06
Operating Profit 1,444.54
90000 Other Expenses

S-1000 Interest Expense 235250
Total Other Expenses 2,392.50
Net Profit (947.56)

FIGURE 6.37 - Profit & Loss
Seek & Destroy Pty Ltd

502 Subway Road
Ballarat VIC 3350

9429 1395
GST report
Accrual mode
01 Jul 2022 - 31 jul 2022
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
N-T Not Reportabie [} (1,900.00) {1,900.00) 0.00
GST Goods & Services Tax 10 12,155.00 11.050.00 1,105.00
Total sales and
income 10,255.00 9,150.00 1,105.00
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
N-T Not Reportable 0 7.737.50 7,737.50 0.00
CAP Capital Acquisitions 10 7.700.00 7.000.00 700.00
GST Goods & Services Tax 10 2,236.00 203273 203.27
FRE GST Free ] 5.502.50 550250 0.00
Total purchases
and expenses 23,176.00 22,272.73 903.27
Net total (12,921.00) (13,122.73) 201.73

FIGURE 6.38 - GST report
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Seek & Destroy Pty Lrd
502 Subway Road
Ballarat VIC 3350
94291395
Balance sheet report
Accrual mode
31 jul 2022
Total
10000 Assets
19008 Current Assers
11100 Bamb Accommts
1-1110 Business Bank Account 8,585 00
Total Bamk Accounts B SEI00
1-1360 Prepaywments
1+13651 Prepald insurance: A1 00
11352 Prepaid Rates & Taxes 284167
Total Prepayments E0F3ET
Total Cisrrent Adctets 1481267
1-2000 Mon-Current Assebs
=200 i hp
1-2110 Buildings & iImprovernents & Cost 0,000 00
12130 Acrumn. Depr. Busidings & bmgrovesments 15552 60
Total & brmpr 364,008 00
12200 Larmd @ Cozt 20,000 00
1300 Office Equipeent:
12310 Oiffice Equapment @ Cost 820000
1-2300 Acourn. Depr. Office Equipment: (205300
Total Office Equipment: B, 14700
12500 Mator Wehicdes
1-2510 Motor Wehicles & Cost S 00000
=250 Accurn. Depr Motor Vehides {22,578 00
Total Motar Vichicles B2 422 00
12600 Warshouse Equipment
12818 Warehouse Equipment & Cost 28, B00U00
12600 Acoum. Depr. Warshouse Equipment (5502 00)
Total Warehouse Equipmment: 2059700
Toral Mon-Current Assets EF3ET4.00
Total Asets SRR 88 &7
2-0000 Liabilities
240010 Current Lishilities
211000 Credit Cands
2710 AMEX 321000
Total Credit Cands 210000
21211 65T Lishilites
2112 G5T Balance 201,73
Total GST Liabilities 201.73
2-1350 PAVG Withholding Payable: FO0L00
2-1350 Wages & Salanes Payable B30
Tatal Cusrrent Liabillities AT41.T3
2-2000 Mon Current Lishilities
2-X105 Businesx Loan 434, 807 SO
22110 Sharehalder Loans
2:2111 Shareholder Loan - K Long S0,000000
2:2112 Shareholder Loan - P South S0,000000
Todal Shareholder Loans 120, 00000
Total Liabilities 555,634 13
Het fAcoees 28 EES 44
20000 Baquity
3-1000 Share Capital 2000
3-B000 Retained Eamings: 20,40 00
35000 Current Year Earmngs 34T 5E)
Total Equity 2mEED 44

FIGURE 6.39 — Balance Sheet
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REVISION EXERCISE 3

BJF Painters & Decorators are a small business owned by Bob & Jenny Freeman. The structure of the
business is that of a partnership with one employee. Occasionally a subcontractor’s services are
required. The business is registered with the Australian Taxation Office for the Goods and Services
Tax (GST).

You are required to:

Create a new MYOB data file.

Make changes to the Chart of accounts (add, edit & delete).
Change linked accounts as specified.

Enter opening General Ledger balances.

Setup customer and supplier cards and enter opening balances.
Prepare an initial bank reconciliation.

Record a variety of transactions for the month.

Prepare an end-of-month bank reconciliation.

Print or display reports for the month.

Accounting Instructions:

The business uses the ‘asset method’ to account for prepaid expenses.

All unit costs / prices and freight charges are including GST unless stated otherwise.

Use Service Invoices are for all credit sales and purchases.

The ‘Painting Income’ account is used for all painting & decorating services provided.

The business does not record inventory items.

Only create cards for customers or suppliers when terms of trade and credit limit details or an
ABN is provided.

Create a new data file:

Business name: BJF Painters & Decorators
ABN: 66 000 014 575
Address: 8 Clifton Street,
Byford WA 6122
Phone: 9525 1828
Current financial year: 202_
Last month of financial year:  June
Opening balance date: December
Industry: Trades and construction
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Chart of accounts

Edit accounts
Account Old Name Account | New Name Level Tax
No. No. Code
3-1000 Owner’s Funds 3-1015 Capital Contributions BF Detail N-T
Introduced...
3-2000 Owner’s Drawings... 3-2015 Capital Contributions JF Detail N-T
TABLE 6.8 — Edit equity accounts
Add accounts
Account Account Name Level Tax Code
No.
3-1000 Bob Freeman Header
3-1010 Retained Earnings BF Detail N-T
3-1020 Current Earnings BF Detail N-T
3-1025 Drawings BF Detail N-T
3-2000 Jenny Freeman Header
3-2010 Retained Earnings JF Detail N-T
3-2020 Current Earnings JF Detail N-T
3-2025 Drawings JF Detail N-T

TABLE 6.9 — Add equity accounts
When you have added the accounts in table 6.9 move the subaccounts to their appropriate equity

header accounts. Make sure they subtotal for that section on reports.

Add Accounts
Account Account Name Account Type Level Tax Code
No.
1-1120 Cash Management Account | Bank Detail N-T
1-1360 Prepaid Advertising Other Current Asset Detail N-T
1-1370 Prepaid Insurance Other Current Asset Detail N-T
2-1360 Wages & Salaries Payable Other Current Liability Detail N-T
4-2000 Discount Received Income Detail GST
5-4000 Discount Given Cost of Sales Detail GST
TABLE 6.10 — Add accounts
Edit Accounts
Account No. | Old Name New Name Level Tax Code
1-1110 Business Bank Account #1 ANZ Bank cheque account Detail N-T
2-1110 Credit Card #1 Mastercard Detail N-T
2-2100 Business Loan #1 Business Loan Detail N-T
4-1180 Construction Income Painting Income Detail GST
FIGURE 6.11 - Edit accounts

e Activate linked account for Sales — | give discounts for early payment — 5-4000 Discount Given.
e Activate linked account for Purchases — | take discounts for early payment — 4-2000 Discount

Received.
e Activate linked account for Purchases — | pay freight on purchases — 6-1470 Freight, Courier &

Postage.

o Allocate partnership income 50% to each of the partners.
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Enter Opening Balances

BJF Painters & Decorators
8 Clifton Street
Byford WA 6122
9525 1828
Trial balance report
Nov 2022
Account no Account name Debit ($) Credit ($)
1-1110 ANZ Bank cheque account 13,460.00
1-1120 Cash Management Account 5,000.00
1-1160 Petty Cash 200.00
1-1200 Accounts Receivable 4,950.00
1-1370 Prepaid Insurance 265.00
12110 Plant & Equipment 37,850.00
1-2120 Accum. Depr. Plant & Equipment 25,076.00
1-2510 Motor Vehicles 35,000.00
1-2520 Accum. Depr Motor Vehicles 17,363.00
21110 Mastercard 765.00
21140 Accounts Payable 1,452.00
2-1212 GST Balance 1,807.00
2-1350 PAYG Withholding Payable 856.00
2-1360 Wages & Salaries Payable 190.00
2-2105 Business Loan 8,230.00
31010 Retained Earnings BF 17,136.00
3-1025 Drawings BF 6,000.00
32010 Retained Earnings JF 17,136.00
3-2025 Drawings JF 6,000.00
41180 Painting Income 56,260.00
4-2000 Discount Received 400.00
5-2250 Materials 4,650.00
5-2380 Subcontractors 800.00
61120 Advertising & Marketing 280.00
61160 Bank Fees 50.00
61300 Deprediation 4,416.00
6-1430 Electricity & Gas 1,020.00
61550 Insurance 1,325.00
61700 Mator Vehicle Expenses 1,540.00
64100 Payroll - Wages & Salaries 20,900.00
6-4200 Superannuation 1,985.00
64460 Telephone & Internet 750.00
91000 Interest Expense 230.00
Grand total 146.671.00 146,671.00
FIGURE 6.40 — Opening Balances
Setup Customer Cards and enter opening balances
Contact type Customer Customer Customer
Designation Company Company Company
Name Acme Insurance Co. Professional Realty Cash Sales
Customer terms Net 30 days 5% 10/Net 30 C.0.D.
Invoice number 716 719
Date 20/11/202_ 29/11/202_
Amount (Incl. Tax) | $3,850 $1,100

TABLE 6.12 — Customer information
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Setup supplier cards and enter opening balances

Contact type Supplier Supplier Supplier
Designation Company Company Company
Name Paint Warehouse Protective Gear Speciality Brush Company
ABN 91128 237 310 26 080 631 889 49009 143 623
Supplier Terms 10% 10/Net 30 Net 30 days Net 30 days
PO number 563 562
Date 30/11/202_ 15/11/202_
Invoice number 11390 3376
Amount (Incl. Tax) | $1,100 $352
FIGURE 6.13 - Supplier information
Bank Reconciliation
30" November 202_
Cr Balance per bank statement $13,636.00
Less Outstanding Cheque
197 — Promotional Products 176.00
Dr Balance per cash book $13,460.00

TABLE 6.14 — Manual bank reconciliation

Transactions
1/12/202_
2/12/202_
4/12/202_

5/12/202_

6/12/202_

6/12/202_

10/12/202_

12/12/202_

12/12/202_

13/12/202_

16/12/202_

Reverse wages of $190 accrued at the end of November.

Transferred electronically $765 from the cheque account to pay the Mastercard. (Use
transfer money for this type of transfer.)

Received and banked a cheque for $1,045 from Professional Realty, being the amount
owing by them less prompt payment discount.

Cash purchase of toner cartridges for the computer printer from Officeworks for $132
including GST. This was paid for from petty cash.

Invoiced (invoice no. 721) Byford Community Centre (ABN 33 247 258 269 —terms net
30 days) $880 for painting work done at the community centre as per their purchase
order no. BCC137.

Purchase order no. 564 sent to Protective Gear for the supply of protective clothing
to the value of $418 including GST.

Purchased fuel for the motor vehicle from the Caltex Service Station to the value of
$121 including GST. This was paid for by Mastercard.

Invoice Mr Bob Green (use Cash Sales) for painting work done at his home. He gave
us a cheque for $3,300 on completion of the job. The cheque has not yet been
banked.

Received the items ordered from Protective Gear together with their invoice no. 9163
for $440 which included a freight charge of $22.

Wrote a cash cheque no. 199 for $2,386. This was to pay wages for the fortnight
(gross $1,900 less PAYG withholding $214) and $350 drawings for each of the
partners.

Received a cheque for $3,850 from Acme Insurance Co. in payment of the amount
owing by them on invoice no. 716. This cheque has not yet been banked.
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17/12/202_

17/12/202_
18/12/202_

19/12/202_

20/12/202_
20/12/202_

20/12/202_

23/12/202_

23/12/202_

23/12/202_

24/12/202_

24/12/202_

24/12/202_

27/12/202_

27/12/202_

30/12/202_

30/12/202_
31/12/202_

Received the telephone bill from Telstra for $253 including GST and paid it
immediately by Mastercard.

Purchase order sent to Paint Warehouse for paint to the value of $550 including GST.

Received invoice no. 310 from Gary Atkinson (ABN 33 629 187 100 — Terms net 7 days)
for subcontracting services provided. Invoice total $440 including GST.

Purchased fuel for the motor vehicle from the Caltex Service Station to the value of
$132 including GST. This was paid for by Mastercard.

Banked $7,150.

Invoice sent to Acme Insurance Co. for painting and decorating services provided to
restore a damaged home. Total value of invoice $2,640.

Received all the items ordered from Paint Warehouse together with their invoice no.
11472 for $550.

Paid Byford Rubbish Tip $33 including GST, cash (from petty cash) for disposal of
empty paint tins (waste removal).

Purchase order sent to Speciality Brush Company for new paint brushes (materials) to
the value of $1188 including GST.

Received adjustment note no. 11479 for $110 from Paint Warehouse for one tin of
paint from the recent delivery that was returned to them because it was the wrong
colour.

Received and banked a cheque for $880 from the Byford Community Centre.

Invoice Mrs June Wilson for a painting and decorating job done at her home. She paid
the amount due $2,750 by EFTPOS.

Received invoice no. 312 from Gary Atkinson for subcontracting services provided.
Invoice total $660 including GST.

Wrote a cash cheque no. 200 for $3,175. This was to pay wages for the fortnight
(gross $2,125 less PAYG withholding $115), reimbursement of petty cash $165, and
$500 each drawings for the partners.

Sent cheque no. 201 to Paint Warehouse in payment of the amount owing to them,
less any prompt payment discount applicable.

Received all the items ordered from Speciality Brush Company together with their
invoice no. 3424 for $1,221 which included a freight charge of $33.

Sent cheque no. 202 to Gary Atkinson in payment of all amounts owing to him.

Sent cheque no. 203 for $3,519 to the Australian Taxation Office in payment of the
December quarter BAS. This covered PAYG Withholding Payable of $1,185, GST
$2,334.
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ANZ BANK STATEMENT
as at 31/12//202_

Date Particulars Debit Credit Balance

1/12//202_ Opening Balance 13,636.00 CR
2/12//202_ Cheque #197 176.00 13,460.00 CR
2/12//202_ Transfer 765.00 12,695.00 CR
4/12//202_ Deposit 1,045.00 13,740.00 CR
13/12//202_ Cheque #199 2,386.00 11,354.00 CR
20/12//202_ Deposit 7,150.00 18,504.00 CR
24/12//202_ Deposit 880.00 19,384.00 CR
24/12//202_ Deposit 2,750.00 22,134.00 CR
24/12//202_ Cheque #200 3,175.00 18,959.00 CR
30/12//202_ Cheque #201 1,496.00 17,463.00 CR
31/12//202_ Loan Repayment 1,000.00 16,463.00 CR
31/12//202_ Bank Fees 12.00 16,451.00 CR

TABLE 6.15 — Bank statement

End of month adjustments
e Interest earned on the cash management account for the month was $8 and at the end of
December the balance was $5,008.
e Interest charged on the bank loan for the month was $34.
e Transfer the remainder of the prepaid business insurance to the expense account.
e Record accrued wages & salaries for the month of $425.
e Record superannuation payable for the month of $423.
e Record depreciation for the month (round to the nearest dollar)
o Plant & Equipment: 15% p.a. prime cost (straight line or fixed instalment) method.
o Motor Vehicles: 25% p.a. diminishing value (reducing balance) method.
Hint: $2,050 has already been recorded so far for this year therefore the accumulated
depreciation at the start of the year was $15,313.
Print or display these reports for December:
e GSTreport
e Banking reconciliation
e Trial balance

B)F Painters & Decorators
8 Clifton Street
Byford WA 6122
952S 1828
GST report
AT il T
01 Dec 2022 - 31 Dec 2022
Lot ard ow oo
e Owns reptmom Rate (W) Tan b tusove (3) Tas Cachunsve (5) Tan Collected (3)
L et REporiamne L LR SE= = Ll T =) e
GsY Goentts & Servires Tan * Ssraon a0 o0 a0
s o Taved e ° a0 oo coo
Total vates ana
income 243200 233800 s7ese
e
. p———
omte Oenc rptson Rate Wi Tan bncturive 51 Tan Euchevive (51 T gt 053
L Mor Regor S 2 ORI OO TOTLT o < ao
oY Cniminds B Srwrniws Tan e ARIT o0 2570 o0 oo
fag CAY beve o - 00 L= c oo
L’-‘-".S'.-.."""‘ 14.00% 00 1R648.00 s7.00
Net totad 4.573.00) (3.0%0 00} S0

FIGURE 6.41 — GST [Summary - Accrual]
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BJF Painters & Decorators
8 Clifton Street
Byford WA 6122
9525 1828
Bank reconciliation
31 Dec 2022
Account number Account name Date last reconciled T fs‘; el "('3
11110 ANZ Bank cheque account 311212022 16,451.00 11,832.00
Reconciliation Value (5)
Account balance on 31/12/2022 11,832.00
Add: Outstanding withdrawals 4,619.00
Subtotal 16,451.00
Deduct: Outstanding depasits 0.00
Expected balance an bank statement 16,451.00
Outstanding withdrawals
" e Description eposit ()  Withd )
202 30/12/2022 Payment; Gary Atkinson 1,100.00
203 3111272022 ATO BAS 3,519.00
Total 0.00 4,619.00
Reconciled withdrawals
g e Description eposit(§)  Withdrawal ($)
197 01/12/2022 Prometional Products 176.00
TROOODO1 02/12/2022 Mastercard payment 765.00
199 13/12/2022 Wages and drawings 2,386.00
200 2711242022 Wages and drawings 3,175.00
201 2741212022 Payment; Paint Warehouse 1,496.00
Bank 31/12/2022 Loan repayment 1,000.00
Bank 31/12/2022 Bank fees 12.00
Tatal 0.00 9,010.00
Reconciled depasits
Reference Transaction
number date Description Deposit (§)  Withd: $)
CROD0OO1 04/12/2022 Payment less discount 1,045.00
TROOOD02 20/12/2022 Banked undeposited funds 7,150.00
CRO00004 24/12/2022 Payment; Byford Community Centre 880.00
CROD00DS 2411212022 Cash Sales for 724724 2,750.00
Tatal 11,825.00 0.00
11120 Cash Management Account 3112/2022 5,008.00 5,008.00
Reconciliation Vatue ($)
Account balance on 31/12/2022 5,008.00
Add: Outstanding withdrawals 0.00
Subtotal 5,008.00
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 5.008.00
Reconciled deposits
e ity Description eposit($)  Withd ()
CROO0006 31/12/2022 Interest 800
Total 2.00 0.00

FIGURE 6.42 — Reconciliation Report
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BJF Painters & Decorators
8 Clifton Street
Byford WA 6122
9525 1828
Trial balance report
Dec 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 ANZ Bank cheque account 1,628.00 11,832.00
1-1120 Cash Management Account 8.00 5,008.00
1-1160 Petty Cash 0.00 200.00
1-1200 Accounts Receivable 2310.00 2,640.00
1-1370 Prepaid Insurance 265.00 0.00
1-2110 Plant & Equipment 0.00 37,850.00
1-2120 Accum. Depr. Plant & Equipment 473.00 25,549.00
1-2510 Motor Vehicles 0.00 35,000.00
1-2520 Accum. Depr Motor Vehicles 411.00 17,774.00
2-1110 Mastercard 259.00 506.00
2-1140 Accounts Payable 561.00 2,013.00
2-1212 GST Balance 1.817.00 10.00
2-1350 PAYG Withholding Payable 856.00 0.00
2-1355 Superannuation Payable 423.00 423.00
21360 Wages & Salaries Payable 235.00 425,00
2-2105 Business Loan 966.00 7,264.00
31010 Retained Earnings BF 0.00 17,136.00
3-1025 Drawings BF 850.00 6,850.00
3-2010 Retained Eamings JF 0.00 17,136.00
3-2025 Drawings JF 850.00 6,850.00
4-1180 Painting Income 8,700.00 64,960.00
4-2000 Discount Received 40.00 440.00
5-2250 Materials 1,480.00 6,130.00
5-2330 Protective Clothing 380.00 380.00
5-2380 Subcontractors 1,000.00 1,800.00
5-2400 Tipping Fees/Waste Removal 30.00 30.00
5-4000 Discount Given 50.00 50.00
61120 Advertising & Marketing 0.00 280.00
61160 Bank Fees 12.00 62.00
61300 Depreciation 884.00 5,300.00
61430 Blectricity & Gas 0.00 1,020.00
61470 Freight, Courier & Postage 50.00 50.00
6-1550 Insurance 265.00 1,590.00
61700 Motor Vehicle Expenses 230.00 1,770.00
64100 Payroll - Wages & Salaries 4,260.00 25,160.00
64200 Superannuation 423.00 2,408.00
6-4280 Printing & Stationery 120.00 120,00
6-4460 Telephone & Internet 230.00 9380.00
8-1000 Interest Received 8.00 8.00
9-1000 Interest Expense 34.00 264.00
Grand total 15,054.00 15,054.00 153,634.00 153,634.00

FIGURE 6.43 — Trial Balance
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CHAPTER 7 - PAYROLL

Payroll is a complex area, and for that reason we have kept these exercises as simple as possible. You
will learn how to set up and process a payroll. Further information about the payment of wages in
Australia and the terminology used in these exercises is provided in the Appendix.

Single Touch Payroll (STP) is an Australian Government initiative to reduce employers’ reporting
burdens to government agencies. This new system began on 1 July 2018 for businesses with 20 or
more employees, 1 July 2019 saw more businesses required to register, and as of 1 July 2021 it became
mandatory for all businesses with employees, including those with only one employee, to report
salaries and wages, PAYG withholding and superannuation to the Australian Taxation Office (ATO)
every time they pay their employee(s).

We will not be submitting any reports to the ATO but as we are now using STP compliant software
there are numerous fields that must be completed to comply with the requirements of this software.
In addition to this, the software will only allow us to prepare pays dated in the current or previous tax
year, e.g., this textbook is being written in the 2023 financial year, therefore, pays can only be dated
between 1 July 2021 and 30 June 2023.

As in previous chapters, to avoid future date problems all dates in this chapter will be shown as day
and month only. The screenshots will show the year as 2023, but you should use whatever the
appropriate year is, as of the date when you complete these exercises.

Carry On Camping has two employees at the end of May, one full-time and the other part-time. They
are paid fortnightly based on an hourly rate of pay. New employees will be starting on June 1 because
of the expansion of the business to include a manufacturing side. For that reason, and to comply with
the law in respect of STP, the owner of the business (James Brown) has decided it is time to
computerise the payroll system.

Setup General Payroll Information

Go to the main menu and select Payroll settings. The window shown in figure 7.1 will appear. This is
where you can setup the general payroll information.

- Payroll settings

General payroR mfonmation  Supersnnuation funos  Employment clasaiicason  Pay 34D emad Cefaurts

Details
Full-tame employee wesily hows® 38
Witnnolng payer rumoar (WS O
((((( to round net pay sown to* O 0
Tae table reviion Qate 010772022
Dt Superannuation fund v

Create super armugtion hamd

Timesheets

Usa timastaats 10 rack amployes
Douns

Viest stutson  Monday ~

FIGURE 7.1 — General Payroll Information

e Full-time employee weekly hours: The number of hours you enter here should be the number of
hours in a normal working week, not the number of hours in a pay period. The default is 38
because that is currently a standard working week in Australia. Leave it as 38.
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o Withholding payer number: Leave this field blank as the ABN is now the number used in most
communications with the Australian Taxation Office.

e Cents to round net pay down to: Type 5 cents. This field can be left blank, in which case the
employee will be paid to the nearest cent, useful if the amount is being paid into their bank
account. 5 cents is currently the smallest denomination coin in Australia.

e Tax table revision date: The current tax table in the software you have downloaded is one dated
01/07/2022. The tax tables tend to change annually, so if your software has a different version to
this one, then your pays will differ slightly from the amounts shown in these exercises because
the PAYG Withholding will be different.

e Default superannuation fund: Current legislation requires employers to allow their employees to
choose their own superannuation fund. Most companies have a default fund that employees can
use if they do not, or do not wish to, nominate a fund. Click ‘Create superannuation fund’.

o At the message that appears next asking whether you want to save changes, click [Save].

o Atthe next window (see figure 7.2) type Australian Super in the fund name field and then
select Westscheme Division of Australian Super from the menu provided. The rest of
the information shown below will self-populate the fields.

[Create superannuation fund

Superannuation fund oetals
Tyon © Stanowd (APRA reguisted)
Seif managed super fung (SMsr) O

Fung name  AUSTRALIANSUPER v
Mame®  WESTSCHEME DIVISION OF AUSTRALIAN SUPER
SPRGUS  STADIOOMYSTAOIOOM)

Fond ABN | 65 714 394 800

© Acd fund contact Setais

Sign up for Pay waper (3
> |
FIGURE 7.2 — Create superannuation fund

Click [Save], then go back to the ‘General payroll information” window and select Australian Super
from the menu, as the default superannuation fund.

e Timesheets: We will not be using timesheets to track employee hours.

Check your screen against figure 7.3 and then click [Save].

'Payroll settings

Cenveral payrot ink Seper funds € chasuficsbon  Pay sip emad Celauits

Detaits
Full- e employes weekly hours * | 36

Wit hoRtng payee rumnes (WEH) ()

Tan tabie revison oate 0VO7/2007
Defaut Supecaneuaton fund = WESTSCHEME DIVISION OF AUSTI v

Creste MpeannUItOn fund

Ute timetheets 10 irack empioyee
hours

Week starts 00 | Mordary v

FIGURE 7.3 — General Payroll Information
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Setup Payroll

Select Payroll on the menu bar, and then Pay items.

Wages and salary

The list given for this category covers the main types of wages employees can be paid. There are both
salary and hourly wage categories. We are only going to edit the wage categories we will use in these
exercises. Refer to the appendix for more detailed information on the various categories.

Hourly wage category edits
Select Annual Leave Loading and the ATO reporting category of Gross payments.

Annual Leave Loading

Detaily
Name  Anrwssl | save | nadeg
Name v pay o

K70 reporting rategary (D) | Gress payreents

Pay toer Salaey

@ roury
Pay st Roguler tate sudipied by
o110
PATECW PTOATEON NAQE FETOOe X T

Actamatcally sdpast bave hourly or bate wiary drtads

Employees using this pay item

Exemptions O

Do i -

FIGURE 7.4 - Edit wage category

To reduce the number of screenshots, now that you know what one of them looks like, the remainder
of changes required are in table 7.1.

Category ATO reporting category Automatically
adjust base hourly

Annual Leave Pay Gross payments |

Base Hourly Gross payments

Overtime (1.5x) Overtime

Overtime (2x) Overtime

Personal Leave Pay Gross payments |

TABLE 7.1 — Wages category edits

Add a new wage category

Employees occasionally use their own vehicles to pick up and deliver goods. They are paid a vehicle
allowance of 70 cents per kilometre to compensate them for this.

Add this category by clicking [Create wage pay item] and typing Vehicle Allowance in the Name field.
Select Allowance — cents per km as the ATO reporting category. Leave the radio button as ® Salary
because the amount paid will be a calculated amount, but not one based on an employee’s hourly
rate.
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Create wage pay item
Detaib
Narme | Vetncte Alowance
Narse tor pay o ©
ATD reponting category O | Aowance - conts per ke -
Pay bass @ Satary
0 Houly
() Overndo amplopees’ woge axpense Sccount
Employees using this pay item
Name
A emghoyos 10 Pay Kom
Exemptions O
Marne Type
PRSP
e
FIGURE 7.5 — Add a new wage category
Click [Save] and the new category will appear in the list.
Pay items
Wages and salsey S Lesve - faporvies T
Pay e pame - Narne for pay i () Pay banis © ATO reporting categary ©
Advence Acvercr Saary o be svsagred
Ao Leave L oadng Anmu | reve | osteg Houry (wrow paywert:
Arvwa Lewve Pay Aersst Lesve Moy Moty Grosa poymeres
Bach Pay S v Py Feurly o be msgned
Rate toury v Moty ety Cats popments
Base Satary Zae sowy Satary o be ssinpwd
L) oo Selawry 10 e agred
COEF Pogmsrm TEMP Payerenn Py o be msgred
Comresacn Cormaaon Sakary o be smamgred
160g Savvice Leswe Loy Service Lrave Heurly 10 b astigrnd
Other Income e I Canary o be antgned
Owertime (152 Overtume (154 Mourly Overtme
Owerteme () oo e T Owertame
Fersonal Leave P2y Prewal (eiw Pay Veurly Caons payments
Unired Arewdd Litvs e Araad LiNped Mowrly o e msagred
Umnad (ong Sernce | seve vt Lorg Seveer [oeve rewrty o e sagred
Vatube Mowsrcs Aebcw Ak r Sakary MNiowarce  conts per b

FIGURE 7.6 — Wages and salary categories

Superannuation

Change to the category type Superannuation. There are a variety of superannuation categories
available with this version of MYOB; we will only use some of them. Some are deducted pre-tax, some
post-tax.
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Pay items

Woges ancisalery & leswe D beporves Yo
Pay lerm name = MNarme for pay sip () Contsibution type ¢ ATO reporting categary
bmpirywe Addecns e e Employwe Addmona {dedcton Nt reportatile
[mployer Addwonst by At Imployer Addonsl (rrpense) o be amtagred

P o ety e st o tuity Sganrom Productwity fesperse 15 be mviagred
PR iancy e et Bt Sy g Aty hedundancy espents! 10 be asugnred

Wy Sacrfce Cobary Sondiece Sahary Sacrifice (deductron) 50 b amsagnad
Ouw e Spoue deducton) Not reponatie

e areAton (W antee e armsten oaseinter Wt armuston Gusranter lerpeme| SO IIIINON QI I

FIGURE 7.7 — Superannuation categories

Edit a superannuation category
Click on Salary Sacrifice.

Not all companies offer this option to employees, and only those on higher incomes are likely to be
interested in it. It is deducted pre-tax, effectively reducing an employee’s taxable income, and there
are rules governing the use of this deduction. Because it is pre-tax MYOB automatically exempts it
from PAYG Withholding, you do not have to exempt it.

There is only one employee who participates in the salary sacrifice arrangement (see table 7.2) and
he has requested that 7.5% of gross wages per pay period be deducted. A limit of $300 per pay period
has been set because unless you exempt some of the wage categories the calculation of this super is
based on all wage categories paid, which includes things like overtime. As we are not going to exempt
anything, a limit has been set to indicate the maximum amount he is prepared to sacrifice (see figure
7.8) per pay period. A threshold can also be set so that no sacrifice will be made until wages reach a
certain level. Leave that field blank.

Change the ‘Linked payable account’ to 2-1355 Superannuation Payable and select Salary sacrifice
and RESC, which stands for ‘Reportable Employer Super Contributions’, as the ATO reporting category,
as shown in figure 7.8. The bottom portion of the window is not included in the figure below.

Salary Sacrifice
Detads
Name  Salary Sacrifes
Name for pay sip O
Contritatson type D Salary sacsifion (Seduction)
Lnded payable accourt 21158 Supecanmuaton Payabie
A10 reparmng eategory (D Sutary ssenfics and Y
Super information

0 Pt on pay v
Catcutavon base  Equaly 3 paromntage of wages
Percentage . T30
Percent of  Geow Wages
Eonwons s © 000
Uest  Squsis dollars per pay peried
Dol § 30000
Per  Puy peviod

Thembokd § D 000

FIGURE 7.8 — Salary sacrifice superannuation
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Superannuation Guarantee
Click on Superannuation Guarantee.

This type of superannuation is one that all employers must pay on behalf of their employees. It is not
a deduction; it is an expense to the business and is paid in addition to the wages paid to employees.
It is calculated on normal or ordinary time weekly earnings. This means that categories such as
overtime are not included in the calculation. The current minimum required rate is 10.5% of gross
wages, and details of the amount paid must be printed on the pay advice. The rate increases of 11%
from 1 July 2023, and 11.5% from 1 July 2024. Although we are not working in the 2023/24 tax year,
we will use the rate of 11% for this exercise. For most employees there is no limit to the amount
payable.

MYOB shows a threshold $450 per month, that threshold was removed on 1 July 2022. Change this
figure to $0.00.

Make the following changes and check your screen against figure 7.9 before clicking [Save].

e ‘Linked payable account’ should be 2-1355 Superannuation Payable.

e (Calculation basis — Equals a percentage of wages.

e Percentage % - 11 of Gross Wages.

Add to the list of wage types listed under ‘Exemptions’ Vehicle Allowance to exclude it from
calculations for this type of superannuation. Note the other categories MYOB has already excluded.

Superannuafuon Guarantee
Dotahs

Narve St mmrmiatron (nte arstoe

Commaunon ype D | SUPIEVIISON gustntes fepane
L) capervie sccount | 6 AN Payrol Supetannusston
(P NSp—— [ P S——— ——

AIO soporng categery (D | Suparmmrustion gusisstes

Super information
@ Pt on py

Coculabon bass | Equals 3 percentage of wages

Employeet uung thes pay item

Exemptiom ()

FIGURE 7.9 - Superannuation Guarantee
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Leave

Change to the category type Leave. The most common award leave entitlements for employees are
4 weeks annual leave per year, and 10 days personal leave each year. Personal leave covers sick and
carer’s leave.

e Annual Leave is calculated as a percentage of gross hours. 7.6923% of 38 hours per week for 52
weeks equals 152 hours (4 weeks x 38 hours) annual leave entitlement per annum.

e Personal Leave is also calculated as a percentage of gross hours. 3.84615% of gross hours will
equal 76 hours (10 days) personal leave entitlement per annum.

Pay items
Wages incaleey S lawve D Epeses T
Pay fem name = Name for pay W (O Cabculation bann ©

Arnust wave Foll Leve Poury Arrust wave acoas Pescant

Armial wave b teve satary Arrad wave scTrud Foved Hoor

Aresist eave Part e bowrty Arrasd eave sovay Prrcent

Personal lnave Sl beve housty Personal keave accrusl Prscont

bernes e gve 1M Bme Lalen, Pennral e sccrus bt Hos

Teesoral beaww Mot (e hously Penonel keave scomusl Pevcent

FIGURE 7.10 — Entitlements categories

Annual leave Full time hourly

The entitlement included in the list shown in figure 7.11 is intended for employees paid at an hourly
rate; there is a separate category for salaried employees who receive a set amount per pay period,
regardless of the number of hours worked.

No edits are required for this category as the leave exemptions are the ones appropriate for this
category and we will not be using a lot of the other wage categories, and the linked account for the
wage pay item is correct.

Annual leave Full time hourly
Details
Marne  Annudd e Full bone Posnly
Name lor pay sip D Avneasl leave sccrual
Leave information
Caculston bases  Equats 3 percentage of wages
Poroentage % 153
Percort of | Gross Mows
@ Show beave Lalance on pay digs
(D Covy aimsiseg Siis wves 10 niset vt ()
Ledve exemptions
Sekect the wage pay Mems that shoukd have thee hours memp! from aconeng ave. (D) What =» ssemptons?
Mame Type
Anvad Lerv Losdng Wages @
Overtone (159 Wages ®
Overtone (22 Woages @
ALY erewgtas
Unk wage pay item
A Wt Doy S0m Seect 10 be boked 19 th ave crud. (D What s 3 brkodt mage pay fem?
Yome
Annsal Leave Pay @

FIGURE 7.11 — Annual Leave Accrual for hourly employees

The Annual leave Part time hourly is set up the same as the one above, so no changes required.
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Personal Leave Accrual

The only requirement for this category is to tick the box ¥ Show leave balance on pay slips (see figure
7.12). Itis not compulsory to show personal leave entitlements on the pay advice, but this business
likes to include it on the pay advice.

Make the same change to the ‘Personal leave Part time hourly’ leave category.

Personal leave Full time hourly

Detasls
Mume  Poronal leave Ful teme housy

Masme for pay o D | Pomonal heave accraal

Concvinnon bases  EQaats 2 pescentage of wages
weomlage % | 184015
Peccant of | Groms Houns
@ Show bewvw batance on pay s
@ Cory romarwng wave over 1o rawt your O
Leave exemptions
Sebect the mage oy dewe thal vhowld heve thes houn eserpt from sconeng leeve () What ace ceempnons
Harre Type
Arvesst Leave Loacey Wage @

Overtine (1.5 Wages

@

Overtene (20 Wagm O}

Link wage pay item

A w90 pay fem need 10 be ke 1o this lesve scorust. (D) Wit & 3 brknd wage pay e !

FIGURE 7.12 - Personal Leave Accrual for hourly employees

Deductions

Change the category type to Deductions. Deductions are amounts deducted from an employee’s
wage at their request. These amounts can be based on a percentage of gross wages or some other
wage category, a fixed amount per pay period, month, year, or hour, or a user entered amount per
pay period.

Before we begin, we need to add two new accounts to the chart of accounts to link these deductions
to, and we cannot add them while adding or editing these deduction categories. Go to the Chart of
accounts and create the following accounts:

e 2-1361 Union Fees Payable is an Other current liability with a tax code of N-T
e 2-1362 Health Fund Payable is an Other current liability with a tax code of N-T

Edit deduction category

o Select Union Fee. All employees who have union fees deducted from their pay (see table 7.2),
belong to the same union, and pay the same amount, $18.00 per pay period. They are paid
fortnightly. There is no deduction limit and no ‘exempt’ changes are required.

e Change the linked payable account to 2-1361 Union Fees Payable.

e ATO Reporting Category: Deduction — union/professional assoc. fees.

e Calculation basis - Equals $18.00 Dollars per pay period.

e Check against figure 7.13 before saving.
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Union Fee

Details
N | Union Fee
Name for pay wp ©
srhed payabied sccou | 2-1061 Unon Feid Payabie

ATO reporting category | Deduction - snon/professonal smsoc fees

Deduction information

Matston bass | Equals dellaes pee pay pemod

dollaes § | 100

Per | Poypemod

et | No bt

FIGURE 7.13 - Edit payroll deduction

Add a new deduction category
Click [Create deduction pay item]

Name: Health Fund
Linked payables account: 2-1362 Health Fund Payable
ATO reporting category: Not Reportable

Because each employee pays a different amount into the fund (see table 7.2), this deduction is set up
as a ‘User-entered amount per pay period’ type of deduction. Meaning, that you, the user, will have
to enter the amount when you prepare the pay cheques. Alternatively, this item can be set up on the
employee’s card. There is no deduction limit.

Check against figure 7.14 before saving.

Create deduction pay item

Detah

Name | Hestth fund

21362 Meahth Fund Payable

A0 meporsng caegory (D | Not reportable

Deduction information

Shcuiatcm bases | User entered ameunt et pay penod

Lt | Mo lona

FIGURE 7.14 - Add payroll deduction

Expenses

Change the Category Type to Expenses. Expenses are amounts that an employer must pay on behalf
of employees. The only expense category listed in MYOB is “‘WorkCover’. This expense does not apply
in all Australian states; therefore, it will not be included in any of the exercises in this book.

Tax

Change the Category Type to Taxes. No changes are required here. An employer is required to deduct
PAYG (Pay-as-you-go) withholding tax from an employee’s wages and forward it to the Australian
Taxation Office either monthly or quarterly.

Employee Cards

Use the information in tables 7.2 to 7.6 to set up cards for your employees. Follow the instructions
provided for Andrew Jackson right through and then set up the next employee using the same
procedure.
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Click Create employee on the Payroll menu to begin setting up the employees and the window shown

below appears.

Employee self-onboarding

Make payroll onboarding simple, secure and compliant
A%

Skip this, 'l add the employee's details mysel!

» Save time by latting yow employees
onter their cotails

& NG NG 10 COPTUNS SOPAratE Supet
and TFN lorms when you're registened for
ETP2

¢ ACcess and downlodd recerds Hnyume

We'l email and SMS your new empioyee
an oniing form where they can il their
personal, bank, tax, and super detais. |

Leam more

First nama *

Afcetenaly send the rvits via SUS et

Thas s vice i provided Uy our related eatity Figrs HE Pty L0 Loarm more

Rl - <-ovcoscina o

FIGURE 7.15 — Employee self-onboarding

We cannot use that feature so click either [Cancel] or [Skip this. I'll add the employee’s details

myself].

Payroll information for current employees

Name Andrew Jackson Linda Rogers

Address 26 Hardy Ave 3 Short St
Stoneville WA 6081 Kenwick WA 6107

Phone No. 0417077357 0404743974

Date of birth 5/01/1969 28/04/1993

Gender Male Female

Start date 1/07/2017 20/01/2020

Employment category Permanent Permanent

Employment basis Full Time Part Time (38 hours per fortnight)

Employment classification Salesperson Bookkeeper

Default pay slip delivery To be printed To be printed

Pay basis Hourly Hourly

Hourly rate $38.90 $32.50

Pay frequency Fortnightly Fortnightly

Salary Sacrifice Super 7.5%

Superannuation Fund Australian Super Australian Super

Membership number 1901123 2005902

Tax File number 627 123 890 231 188 505

Tax Table Tax Free Threshold Tax Free Threshold

Health Fund $176 per pay period $122 per pay period

Union Fees $18 per pay period

TABLE 7.2 — Employee payroll information
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Contact details

This is set up in a similar manner to a card for an individual customer or supplier.

Contact Setals  Papol detals  Paymont Getaly

Details

Mote information

L

wname Ot tamdy n

Inactve employee

steenitory | WA

Prene | 412077387

© At srcther phone mamter

S -

FIGURE 7.16 — Employee contact details

You can click [Save] if you wish to. If you do so you will get a warning message, effectively telling you
that more information is needed before you save.

Click Payroll details.

Employment details

This window in payroll details requires the information from table 7.2 that is listed below.

Date of birth:

Gender:

Start date:

Termination date:
Employment category:
Employment basis:
Employment classification:
Default pay slip delivery:
Pay slip email:

5/01/1969

Male

1/07/2017.

(Leave blank)

Permanent

Full time

Salesperson (Use ‘Create classification’ to add this classification)
To be printed.

(Leave blank)
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Create employee

ContactGetals  Payroll etals  Payment detals

Pay o ol

Imployment detsls  Sslwysndwages  lesw  Deductions  Sipetsnmustion  Eperses Toom Standesdpay Py bistory

Personal
Date of buth | 0501/19%63
Cakvsted age 4
Cerder
Empioyment
Start date | DUV 20V
lermwnaton dete
Empinrers aogory @ Nermrrery
Tempotary
Urnplopment baas Pl sme
[ mpaaymrent dendeiton  Sieigerson
Pay shps

Onwtuslt pay shp debvery 1o be prnted

Cancel

i

FIGURE 7.17 — Employee details

Click Salary and Wages and complete the fields as shown in figure 7.18.

Pay basis:

Hourly rate:

Pay cycle:

Hours in pay cycle:
Wages expense account:

Hourly

38.90

Fortnightly

76

6-4100 Payroll - Wages & Salaries

Add the wage categories that apply to this employee using the information provided in table 7.3.

Wage Category

Andrew Jackson

Linda Rogers

Annual Leave Loading

v

Annual Leave Pay

Base Hourly

Overtime (1.5x)

Overtime (2x)

Personal Leave Pay

Vehicle Allowance

N IRNENENENENEN

SURNINIENEEN I

TABLE 7.3 — Employee wage categories
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Create employee
Contact detals  Payvoll Gt Poymant detals
FErployment detale  Salwyandwages  Leawe  Dechrtionn Superasnuation Dspenoss Tases Sandad pay  Pay history
Pay details
Pay basis O Salaey
© Houly
Avnuat salary § 7600680
Howty rate § DA
Pay cyte  Bortraghtly
Hours mapay cyde 7600
Wage evpervie scount 64100 Payrolt - Wages & Satares
Allocated wage pay items ()
Narve Type
At Leeve Londeg ewy ®
Anest Lowre Py Howy @
Eawe Heourly ey (6]
Oventinne (150 Hourly ®
Overtene ) Howly @
Frrcmal Loz Py Mourty ®
Volv e ARCw O Selary @
@ Ad4 wage nwy eom
Cance -

FIGURE 7.18 — Employee Payroll Details — Wages

Probably a good time to click [Save] right now.

Click Payroll details and then Leave and add the leave pay items shown in figure 7.19.

Entitlements Category Andrew Jackson Linda Rogers
Annual leave hourly V" (Full time) v’ (Part time)
Carry Over 171 hours 57 hours
Personal leave hourly V" (Full time) v' (Part time)
Carry Over 388 hours 66 hours

TABLE 7.4 — Employee entitlements categories

To enter the carry over entitlement figures you will need to save if you have not already done so, and
then come back to this window. Enter the figures in the ‘Balance adjustment’ column, as shown in
figure 7.19, using the information provided in table 7.4.

Andrew Jackson
Contact detals  Payroli deinis  Paymeent detsile

Employmeatetall  SEMY I weges  Leove  Deounons  Supaamnustion  Eipencer  Taees  Stanawd pay  Pay hertory

Detarhy

St date 002017 Termination date

Allocated leave pay items ()
Name Batance sdpatment ) Canry over(D Yoo to date Total
Arnusl wave F 2 veve houry m ° L) Mmoo
Farsonar teave | ol teve howrty 0 < e 300

@ AN avr iy e

= e

FIGURE 7.19 — Employee Payroll Details — Leave
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Click Deductions and add the deductions as shown in figure 7.20, using the information provided in
table 7.5.

Deductions Category Andrew Jackson Linda Rogers
Health Fund 4 v
Union Fee 4

TABLE 7.5 — Employee deductions categories

Andrew Jackson

Contact dotals  Puyral Gt Payment detal

Employreent detals  Salseysndwager  leswe  Dedodions  Superanneation  Fapeeser  Tawes  Stancwd pay  Pay hstery

Allocated deduction pay items ()

Name Type
Meath buna U Lrtesed) 0]
Union Fee Towed Dollar @

© A% Medurom pay dem

- e

FIGURE 7.20 — Employee Payroll Details — Deductions

Click Superannuation and complete the fields as shown in figure 7.21.

Superannuation Fund: Australian Super

Employee Membership No: 1901123

Add the superannuation category ‘Salary Sacrifice’ for Andrew Jackson. Superannuation Guarantee

will already be listed.

Superannuation Category Andrew Jackson Linda Rogers
Salary Sacrifice 4
Superannuation Guarantee 4 4

TABLE 7.6 — Employee superannuation categories

Andrew Jackson

Contact detaits  Paprod et Payment dvtashs

Dmployment detal  Salwy and mages Lo Doductions  Supesannuston  Capenses  Taws  Slandud pay Doy hatory

Details
Supethrnation fend | WESTSCHEME DIVISION OF AUSTRALIAN SUPER
Employwe memberieg member | 19071123
Gt super Choxe form (5
et e fome

Allocated super pay items ()

Narme Tyoe

A B IOn s e D B ION (s andre paperrie) ®

Sabavy Sacrifce Salary Sacrifice (deducton) ®

@ Akt super avrustion pay eem

= - =

FIGURE 7.21 — Employee Payroll Details — Superannuation

There is nothing to be entered for ‘Expenses’.
Click Taxes. Enter the employee’s tax file number from table 7.2.

Note: The tax file numbers being used in these exercises are fictional, so you may get warnings about
that. Ignore them.
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The ‘Tax Free Threshold’ is the default tax table, and PAYG Withholding has already been selected as
the allocated tax pay item. If you use the arrow alongside the tax table field, you will discover that
there are lots of different tables. We are only going to use this one.

Select Salary and wages from the list available for the ‘Income type’ field.

The other fields can be left as $0.00.
Andrew Jackson

Contact Getals  Puyiofl detls  Paymant detals

fmploymant detals  Salwy and wisges Laave Dedurnem Sape ranvaston faparies Towns  Stanctasd pay Pay hstory
Tan details
Fax e neonber (TAN) status  Employes s tas e number

Tan e rumiber 627 121 290

Tax tabie calculations

Sebect 3 tas tablo st the TFN dectaration ueston

@ 8 out TTM deciacation quecton:
Tax table  Tae Feme Theoshold
IomE type | Salary and wages
Withholding wanston rate % .00
Toks! rabustes per your (5) 00

Eatrs ta pov oy 18) | 000

Allocated tax pay items ()

Name

FAYG Wanhoksng ®

cnons S— -

FIGURE 7.22 — Employee Payroll Details — Taxes

Click Standard Pay and your screen should initially show only the base hourly figure and all the items
that will display for this employee when you are preparing pays for him.

Itis a handy screen to use to check whether you have selected all the fields required for that employee.
It is also the screen where you can record any ‘user-entered’ deductions for that employee. This
avoids having to remember to do it when you create the pays.

In the Amount column on the Health Fund line enter the appropriate deduction amount for the
employee, for Andrew Jackson it is $176 per pay period. (See figure 7.23.) Although it is a deduction
from wages it must be entered as a positive amount.

Click [Save] before you move on to entering his pay history.
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Andrew Jackson

Comtact detadn  Payroll detain  Paymmend detai

Employreent detnis Sy e wiges  Loews Dedichons  Supeissstion [apesess  Tees  Sondesd pay  Pay histcry

Base pay details

Al allocated pay iterns (0

Tanes
AT Wishhokong
Leave
Arvvus Baes |l weme Rouy

Furzcnal beaey Full e hourty

FIGURE 7.23 — Employee Payroll Details — Standard Pay

Honn pev Day Cyiie T

Fayon

g e Py ey Ao

Mouss (i) (0

Cpicutased

Calcutated

Amountit) (3 10

e

Click Pay History and enter the information from table 7.7. This information is required so that PAYG
Payment Summaries can be prepared for the employees at the end of the tax year, and you are picking
up balances part way through the year. Enter them as year-to-date figures. (See figure 7.24.)

Category Type Andrew Jackson Linda Rogers
Base Hourly Wages $29,564.00 $14,820.00
Annual Leave Loading Wages $1,034.74 4
Annual Leave Pay Wages $5,912.80 v
Overtime (1.5x) Wages $3,591.62 $1,112.00
Overtime (2x) Wages $1,773.84 4
Personal Leave Pay Wages 4 $130.00
Vehicle Allowance Wages $1,232.00 $224.00
Health Fund Deduction $4,224.00 $2,928.00
Union Fee Deduction $432.00

Salary Sacrifice Deduction $256.03

PAYG Withholding Taxes $7,274.00 $2,935.00
Annual Leave Leave 140.308 70.154
Personal Leave Leave 70.154 35.077
Superannuation Guarantee Expense $3,902.45 $1,644.50

TABLE 7.7 - Employee pay history
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Andrew Jackson

Contact detals Mool Setiils  Payment detisly

Imployment detals  Ssiwyandwages  leswe Decctioms Supesswnustion  Epenses  Tasss  Sancardpay  Pay hatory
Employee pay hatory O
Pay htory for  Yoar-10-Date

All allocated pay items ©

Noarme Actraty (hry) Activity 1)
Wages
Bate Mouny 2% 56400
Ay Leave | oadng e
Arvesal Leave Py ssux
Overtome [1.5¢ 159162
o 7384
Perionsl eave Py 000
Vatciw Auwarc 1232.00
Deductions
ot Funct 22241
Unvon hew ano
sy S 03
Taxes
PAYG, Withinckang 240
Leave
A ave FUB Time howty 140,308
Pornmal @ ous § 08 beme hewry 10154
Experse
e 3 Btion Gus antes 29004

FIGURE 7.24 — Employee Payroll Details — Pay history

Make sure you save after you have recorded the pay history. Clicking [Save] as you work your way
through the setup process is probably a very good idea, just in case something happens along the way.

Note: It may appear that the figures you entered for the employee’s pay history did not save. Go out
of Payroll e.g., click on Dashboard and then go back to Employees on the Payroll menu and select the
employee you want to check out. Set the Pay history for Year-to-Date and hopefully the figures will
appear. If not try entering them again. | found logging out of the data file (or switching companies)
and then logging back in seemed to work best.

Payment Details

Selecting the payment method used by the company will determine which of the linked accounts
shown, will be used. All the employees are paid by cheque, so select Cheque as the payment method
if it is not already selected.

That completes the card for Andrew Jackson. Click [Save] and setup the next employee. When you
have finished setting up that employee your employees list should look the same as figure 7.25.
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FIGURE 7.25 - Employees

Note: Electronic payment of wages is probably the most common method used today because it is
more convenient and secure. However, that is beyond the scope of this textbook.

Check the linked accounts
Select the Payroll menu and Pay items. Select Deductions and then Health fund. You will now see
that the two employees who have a deduction made for this are listed.

The payroll set up is completed and you are now nearly ready to pay these two employees.

Reverse Accrued Wages

At the end of May, a journal entry was recorded to accrue $1,676.00 wages. Record a general journal
entry dated 1/06/202_ to reverse this accrual.

Pay Employees
On the Payroll menu select Create pay run.

Table 7.8 provides information about the number of hours worked by the employees for the fortnight
ended June 8. Although we are using information extracted from timesheets that the employees
complete, we will not be linking timesheets with payroll. The information provided in the timesheets
will be used to adjust the standard pay for each of the employees.

Andrew Jackson Linda Rogers
Normal Hours (Base Hourly) 76 30
Annual Leave + Loading 8
Overtime (1.5x)
Overtime (2x) 1
Personal Leave
Vehicle Allowance @ 70c per km 18km @ 70c = $12.60

TABLE 7.8 — Timesheet information for the fortnight ended June 8

The Pay Period window currently displayed (figure 7.26), is where you select the period that the pays
are to be processed for. Enter the following information in the appropriate fields and then check your
screen against figure 7.26. The calendars available for some of the fields are useful for selecting the
dates. Ignore the fact that some of these dates may fall on a weekend, that will be because of the
year you are working in.

Pay cycle: Fortnightly
Pay period start: 25/05/202_
Pay period end: 8/06/202_
Date of payment: 8/06/202_
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FIGURE 7.26 - Pay Period

When you have employees paid for differing periods of time, such as weekly or monthly, then each
period must be processed separately. Employees can be processed individually but that destroys the
efficiency of the payroll processing available with MYOB. Ignore the warning message if one appears
on your screen.

Click [Next] and the Calculate pays window displays.

r
| Calculate pays
Setoct pay penocd Catcutate pays Record and report Prepare pay shps Donel
Pay penod it Pay penod end ot payme
Fortnightty Thu 26/05/2023 Thu 08/06/2023 Thu 08/06/2023
Select ampioyeas to pay
TRare i & MONINY Payrol fee for S5 SMOMye® i yOul Rl IUNL LI More AbOul Payrol fess
2 aMgaoyoes yeNCTed
B tmpope Gross I$) PAYG I$]  Deductions (8) Net pay ($) Super 18] (
B Ansrew Jackson 295840 57802 41873 190205 54603
B tedRoges 123500 w0 w2 MWL00 uses

419140 0002 S3273 295308 VR
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FIGURE 7.27 — Standard fortnightly pays

This lists all the employees that are paid fortnightly, and their standard pay for the period. If all the
employees have worked a standard fortnight, and there were no other changes required, then you
could simply review the pay details and record the pays for the period.

Edit an employee’s pay
Click on the Y alongside Andrew Jackson’s name to edit his pay details.

The ‘Base Hourly’ number of hours is correct at 76.

This employee has worked extra hours. When an employee works more than 7.6 hours in a day
(remember 7.6 x 5 = 38 hours per week) they are then paid at the rate of time and a half (1.5x) for the
first 3 hours (this may vary in different awards) and double time (2x) for the remainder of the hours in
excess of 3 hours on that day. Enter the 3 hours in the ‘Hours’ column for ‘Overtime (1.5x)’ and 1 in
the ‘Hours’ column for ‘Overtime (2x)’.
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The health fund deduction amount will display if you set it up correctly in the standard pay for the
employee. Ifitis blank, then you will need to enter the amount. Go back to table 7.2 to find out the
amount you need to enter.

All the other amounts (union fee, salary sacrifice, PAYG Withholding, annual leave accrual, personal
leave accrual, and superannuation guarantee) have been calculated by MYOB based on the
information provided during the setup phase. That is why it is extremely important to take care and
make sure the setup is correct. Check your screen against figure 7.28 before collapsing his
information.

@  tmployee Grows (D PAVG (3] Deductions (%) Net pay (53 Super (5}

Py ) e

Pay emrployes: Arcrew lackson

Pay e, Rate () Hours Amount (51 Job

Wages
B Moty 350 T6.00 295640 @ e ot
Arvnal Lodwe Losdeg (%3] Q.00 oo @ Asd ot
Absrual Leawe Fay 3890 (0] (T a0 @ Ada jobs
Ovprtmne (1.5) Ly 100 17505 @® Aoe
Owvettine (2x) 700 1.00 T8 @ Asar
Peranal | eser Pay nw (@ 000 | ano @ Asa e
Wrteche Acwance 000 @ Asd ot
@ 239 waqge

Deductions
e 17600 @ Add ot
[T 1= @ Aaa por
Sabary Sacrifics 2069 @ Asa b

@ At & dedton
Taxes

P, W ehhelang 600 @ raa e
Leave acorual

Arvwial beave [l tme houty e

Personal lesve Full limse hourly 290

@ raa wam 3erruw
Employer eapenses

Saspeenarwateon Guarankee 2520 @ A jobs

@ Add an erperne

FIGURE 7.28 — Pay cheque for Andrew Jackson for the fortnight ended June 8

Expand Linda Rogers to edit her pay information. It should look the same as figure 7.29.

Annual leave + loading

When an employee takes some of their annual leave entitlement, they are paid annual leave pay, plus
an annual leave loading of 17.5% (in most circumstances). For MYOB to calculate the amount to be
included on the payslip you must enter the number of hours that the loading calculation is to be based
on. As arule, the number of hours will be the same as the annual leave pay hours.
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Did you notice that when you entered the 8 hours for ‘Annual Leave Pay’ MYOB automatically adjusted
the ‘Base Hourly’ to 30 hours? This is because when we setup the employee cards we told MYOB to
do that when a figure is entered for annual or personal leave. This avoids making a mistake and paying
the employee too much.

| hope you also checked out the information symbols against the leave fields. They provide up-to-date
information on the number of hours available to that employee.

Non-hourly allowances

The Vehicle Allowance cannot be entered as quantity x rate, you will have to calculate the dollar
amount due to this employee for the pay period (18 x 70c) and then type that figure, 12.60, in the
‘Amount’ column as shown in figure 7.29.

Py erms Rate 1) Mo Armosart (1] oy
Wages
B Pty ¥ @ Acd ot
Arwvas Leave | oadeg " ®
Al Linwos oy 13 8¢ T [T O @ Add ot
e (100 + o @~ ‘
- ¥ 2 @ Ao ot
i e T @
ot A LR @
@ 2 e
Deducbon
[T ™ @ ~
[ e
Tames
PR, Whltie i drug o0 @ 2sa
Leave aconasl
Avnasi e Part e bua sty 2971
Parsinsd besww Fant Bavw Famstty (r
@ A3 wwer crus
Employer expenses
Superavaiion (hies 1S ® s ok
@ Add wn esperia
450238 0T BN Liasss ToLTs

FIGURE 7.29 - Pay cheque for Linda Rogers for the fortnight ended June 8

Collapse Linda Rogers pay information and then click [Next].

The next window (figure 7.30) displays the current net pays for these employees, and as you will see
when we get to the next pay run, previous net pays are included for a comparison. If the difference
happened to be significant you would want to check the reason why before proceeding any further.
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Record and report

Select pay peried Calcutate pays Record and report Prepare pay sips
Pay cyoe Pay poriod start Pay parog eng Date of poyment Tole nel pay
Fortnightly Thu 26/05/2023 Thu 08/06/2023 Thu 08/06/2023 $314965

Review and record pay for 2 employees?

Sand thas Information 10 tha ATO a5 part of Singhe Tosch Payrol

Andrew Jackion

Linas Rogers.

io

Use the tatie Delow 10 COMPMD PIevious Pay run 101 and lor mote lommation use the reports. Once you ve recorded hese Paymeents, you'l need 10 asthorise MYOE 1o

Empioyce Previous pay period ¢ Previous net (§) ¢ Current net (S)

w455

10380

Preview pay run activity Proview pay Oetals Save and ciose Previcus -

FIGURE 7.30 — Record and report the pay for the fortnight
Click [Record].

o
Donet

Payroll Advice Slips
At the next window that looks rather blank, select ‘Print pay slips’ and it should then look the same as
figure 7.31.
Prepare pay slips
o o (] <]
Select pay period Caicutate pays Record and report Prepare pay shps

Py cycle Pay poriod st Pay petiod end Date of payment TOLM net pay

Fortnightly Thu 25/05/2023 Thu 08/06/2023 Thu 08/06/2023 $3)14085

Employees

Emad pay shos  Print pay sips

Employes Nt pay 1910 View pay o

ANCHEw Jackson 2458 View POF

uncs Rogers 1035% 8 View POF
Cancel

FIGURE 7.31 — Prepare pay slips

To view the advice slips that employees would receive, click on the ‘View PDF’ icon. We are not going
to print the pay slips but check out what one looks like. The reference (cheque) number is the next
number in sequence and although it will be the wrong one once we start recording transactions for

June, do not attempt to change it.
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Carry On Camping

ABN. 2099854 074

Pay Sip For Rogers. Lnda Reference Number: 185

Classficatmon Bookheeper Payment Date: 0672023
Anaal Satary 221000
Hourly Rate $32 5000
Pay Period Frome  25/%/2023 o Ve2023 GROSS PAY. $1.293.70
Superannuation Fund  WESTSCHEME DIVISION OF AUSTRAUAN INET PAY. $1,035.10
Memo/paystp message
Pay empivyee Linds Rogers

| DESCRPTION | wouss | cac mave | amount | Yo e
Verice Aloaance $1280 80 Wages
Bare v, 300 2% TS 00 $15.795.00 Wapes
Araaa Leave Loading L 0o 530 34550 Wages
Arianl Leae Doy 00 2280 $200 00 $260 00 Wages
Overtme (1 5n) $000 .20 Wages
Porsonad Leave Pay $0 00 $13000 Wages
Heath Fund $12200 4305000 Dediscson
PAYG Werradrg $13600 S30T100 Tax
Anrusd lesve sccrual 2w 12208 Enttiermeras
Periona leave acorus 148 0254 £ rafermeres
Sopwrarruston Guwartes 13588 $1.78035  Superwwnuston Expenses

FIGURE 7.32 — Payslip for Linda Rogers

Note: In the payslip displayed in figure 7.32, the year-to-date figures are correct for all dollar values,
but the leave accrual figures have not calculated correctly, so ignore them.

Important Note: You cannot edit an employee’s pay once it has been recorded. You must delete the
payment and do it again. That is why it is important to do it correctly the first time.

Click [Next] and the window shown in figure 7.33 will display. We will not be reporting the payroll via
STP (Single Touch Payroll) as we are not setup for that, but for an actual business that would indeed
be the next step.

Pay run done!

] (] ] (V] o
Sebect pay poriod Catculate pays Record and report Prepare pay sips Donet
Pay ¢ 1o ’ s Day™e i mot pary
Fortnightly Thu 25/05/2023 Thu 0B/08/2023 Thu 08/0€/2023 5314065

el

Weli done! This pay run is linished!

Mate wre yous seeploymes are e try GRGR/I07 A

B Poy emvpiorens v sectonx payments [ Payeol reporting LS TP

FIGURE 7.33 — Pay run done!
Click [Close].

Add new employees

Three new employees have joined the business. Set them up, using the information provided in tables
7.9 and 7.10.

CHAPTER 7 — PAYROLL




Name Craig Stone Peter Walker Samantha Wood

Address 188 Sevenoaks St 39 Eric St 20 Connor Rd
Cannington WA 6107 Como WA 6152 Gosnells WA 6110

Phone 0419350299 0401367908 0413984589

Date of birth 19/06/2000 29/09/1989 9/01/1997

Gender Male Male Female

Start date 9/06/202_ 13/06/202_ 13/06/202_

Employment category Permanent Permanent Permanent

Employment basis Full Time Full Time Full Time

Employment classification Salesperson Cutter Assembler Machinist

Default pay slip delivery To be printed To be printed To be printed

Pay basis Hourly Hourly Hourly

Hourly rate $31.25 $38.80 $31.00

Pay frequency Fortnightly Fortnightly Fortnightly

Superannuation fund Australian Super Australian Super Australian Super

Membership number 2902345 1931330 2991170

Tax file number 132 609 330 215109 099 628 101 544

Tax table

Tax Free Threshold

Tax Free Threshold

Tax Free Threshold

Income type

Salary and wages

Salary and wages

Salary and wages

Health fund

$136

$128

Union fee

$18.00

TABLE 7.9 — New employee detai

S

Categories

Craig Stone

Peter Walker

Samantha Wood

Annual Leave Loading

v

<

(\

Annual Leave Pay

Base Hourly

Overtime (1.5x)

Overtime (2x)

Personal Leave Pay

Vehicle Allowance

Superannuation Guarantee

Annual Leave Accrual

Personal Leave Accrual

S ENENENENENENENEN

N ENENENENENENENEN

SAVANENENENENENEN

TABLE 7.10 — Payroll categories for new employee

Prepare pay cheques for the next pay period

Prepare the pay cheques for the fortnightly pay period starting 9/06/202_ and ending 22/06/202_.
Use the timesheet information provided in table 7.11.

Andrew Linda Craig Peter Samantha
Jackson Rogers Stone Walker Wood
Normal Hours 53.2 35 76 60.8 60.8
Annual Leave + Loading 22.8
Overtime (1.5x) 5 7 2
Overtime (2x) 2 3
Personal Leave 3
Vehicle Allowance @ 70c per km 10km 40km 15km 25km

TABLE 7.11 — Timesheet information for the fortnight ended 22/06/202_

When you have finished editing the pays for this period they should be as shown in figure 7.34. If not

check them again before recording the pays for the period.
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|Calculate pays
Sede<t pay poriod Cacuiate poys Becosd and report Propare pay shps Done!
Pay cyche Fay povicd stant Pay peved end Date of payerent
Fortnightly Fri 00)06/2023 Thu 22/06/2023 Fri 23/06/2023
Select employees Lo pay
TIRre i 3 MONtNly POyTOR 100 10/ 03CN OMOAYYO® I YOl (L) TUNL L 8am mote about payvol feet
5 emgioyees sowcted
B owoore Gross ($) PAYG ($)  Decuctions ($) Net pay 18] (O Super 18]
. Anarew Jackson AT ) 2804 arw 2050 S5AST
B et Roges 124200 12400 12200 #96.00 13588
B Craig e 278238 SAROZ  1R00 215635 20128
B  roter waner 200074 57208 13000 220070 259.40
B Semartne Wood 1.995.30 32200 12800 154530 20733
122108 25340 aw B9S85 55 142246

FIGURE 7.34 — Employee pays for the fortnight

Click [Next] and the ‘Record and report’ window is much more interesting after this pay run.

Record and report

Sedect pay period

Review and record pay for § employees?

Employee ©
Andrew Lachson
Linca Rogers

Ciag Stone

Sananths Wood

L 11 LA Badow 15 COMPANE BORvOUS ity 1on 101 B0 10F MOre INMONTALICH Ltk T 16ROME. DACE you'vi MCOIMNA hate Payments, youl eed 10 Suthorise MYOH 1o
Sand Mes wformation 10 e ATO &8 part of Singie Touch Payrol

Record and report

Prepare pay shps

Totad net Doy

$8.95555

P oy perogd erd Oaw ot p

Thu 22/06/2023 Fri 23)06/2023

Tment

Previous pay period Previous net ($) © Current net ($)
250372023 - DAOE/2023 nass 20520
2WOA 2071 - DBON202 3 103590 99400
23563
220w
1848 30

Previow pary run actiety Preverw pay octas Save and close Previown -

FIGURE 7.35 — Record and report

Reports
Print or display these reports.

What displays is in summary form and can be expanded to provide

more information on any or all employees.

Payroll Activity

e (lick Reporting > Reports and select Payroll activity under the heading Payroll.
e Filter report as dated from 1/06/202_ to 30/06/202_.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Payroll activity report
01 Jun 2023 - 30 jun 2023
Employee name 53'.:?';: ?s‘; Deductions ($) Taxes ($) Net pay ($) Expenses($) Leave (hrs)
At';drevv }éckson ‘ 632086 7 - 862.0é 1,288.05 41 7075 vSSOAVO 17.54
Craig Stone 276238 18.00 588.03 2,156.35 26125 877
VLmaa hogers 2535416 ZM:M iGD.OO 2,0Bi 10 7 271‘.70 78.777
Peter Walker 3,009.74 136.00 672.04 2201.70 259.49 : 7.01
San';antha Wood 1,7995.30 1zé.oo 32200 1,;545.36 20133 7.01
Grand total 16,623.38 1,388.06 3,130.12 12,105.20 1,650.17 49.10

FIGURE 7.36 — Payroll Activity

Leave Balance (Detail)

e (lick Reporting > Reports and select Leave balance (detail) under the heading Payroll.
e Filter report as dated from 1/06/202_ to 30/06/202_

Note: This is usually a very useful report, but there is a glitch somewhere in the software that is causing
this one to display incorrectly. The report shown as figure 7.37 was exported to Excel and amended
to show the correct available hours figures. Run the ‘Pay run history’ report for the period 9/06/202_
to 30/06/202_ and expand all. You will find the YTD accrual figures agree with those shown in figure
7.37.

Leave balance (detail) report
Carry On Camping
1800 Albany HighwayMaddington WA 6109
9459 1999

01 Jun 2023 - 30 Jun 2023
Employee name Employee no. Leave Status Hours accrued  Hours taken Available hours
Andrew Jackson  *None Annual leave Full time hourly Active 11.69 22.80 300.20
Andrew Jackson  *None Personal leave Full time hourly  Active 5.85 0.00 464.00
Craig Stone *None Annual leave Full time hourly Active 5.85 0.00 5.85
Craig Stone *None Personal leave Full time hourly  Active 2.92 0.00 2.92
Linda Rogers *None Annual leave Part time hourly Active 5.85 8.00 125.00
Linda Rogers *None Personal leave Part time hourly  Active 2.92 3.00 101.00
Peter Walker *None Annual leave Full time hourly Active 4.68 0.00 4.68
Peter Walker *None Personal leave Full time hourly  Active 2.34 0.00 2.34
Samantha Wood *None Annual leave Full time hourly Active 4.68 0.00 4.68
Samantha Wood *None Personal leave Full time hourly  Active 2.34 0.00 2.34

FIGURE 7.37 - Leave Balance (Detail)
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Superannuation Accrual by Fund

e (lick Reporting > Reports and select Accrual by fund under the heading Payroll.
e Filter report as dated from 1/06/202_ to 30/06/202_.

e Expand the report to display information shown in figure 7.38.

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999

Accrual by fund report

01 jun 2023 - 30 Jun 2023

Superannuation fund Employer membership number Fund total ($)
WESTSCHEME DIVISION OF AUSTRALIAN SUPER 2,12423
Employee name Employee membership number Super type Amount ($)
Andrew Jackson 1901123 Salary Sacrifice 474.06
Andrew Jackson 1901123 Superannuation Guarantee 650.40
Total Andrew Jackson 1,124.46
Employee name Employee membership number Super type Amount ($)
Craig Stone 2902345 Superannuation Guarantee 261.25
Total Craig Stone 26125
Employee name Employee membership number Super type Amount ($)
Linda Rogers 2005902 Superannuation Guarantee 271.70
Total Linda Rogers 271.70
Employee name Employee membership number Super type Amount ($)
Peter Walker 1931330 Superannuation Guarantee 259.49
Total Peter Walker 259.49
Employee name Employee membership number Super type Amount ($)
Samantha Wood 2991170 Superannuation Guarantee 207.33
Total Samantha Wood 20733
Fund total 212423
Grand total 2,124.23

FIGURE 7.38 — Superannuation Accrual by Fund

Pay Liabilities

The company remits superannuation liabilities to the superannuation fund(s) at the end of each month
or early the following month. The option ‘Super payments’ would seem to be the most logical place
to go to record the payments, but that option is only used if you are using SuperStream and paying
electronically. As we cannot use that feature, we are paying by cheque and will use ‘Spend money’
on the Banking menu. This cheque is to pay the amount owing before we started using the payroll

module. The June contributions will be paid later.

Reference no:
Date:

Payee:
Description:
Account:
Amount:

Accept number displayed.

1/06/202_
Australian Super

May super contributions

2-1355 Superannuation Payable

679.98
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[Create spend money transaction

Bank accoumt © Reberunce number 101

1110 Businoss Bank Account Y
Date*  OVOBZ2023 m

v amounts we @ Tax inchutive

Auttration Supar v No ABN provided Tas enchusive

Hapen 10 A10 v TRAR

May super Contitations

Account * ( Amount 1$) *  Quantity Description ol Tax code *

2-X355 Superannuation Fayabie L] v N1 v

Save a3 recurring Profil from recusring Cancel Record and new ~ -

FIGURE 7.39 — Pay superannuation liability

When you display the trial balance, click on the figures for superannuation payable, payroll — wages &
salaries, and payroll — superannuation, to understand where MYOB has posted the various amounts
from the pay runs to.

The superannuation payable is the total amount of superannuation as per figure 7.38, but the payroll
— superannuation amount is only the superannuation guarantee amounts. The salary sacrifice super
is posted to the payroll — wages & salaries account so that the figure represents gross wages before
the salary sacrifice super is deducted.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
Jun 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) ¥YTD Credit ($)
1-1110 Business Bank Account 12,785.18 7,75458
1-1120 Business Investment Account 0.00 15,039.80
1-121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 0.00 23,709.00
1-1201 Less Prov'n for Doubtful Debes 0.00 145.00
1-1300 inventory 0.00 10,700.00
1-1310 Prepaid Insurance 0.00 44400
1-1311 Prepaid Advertising 0.00 3,600.00
1-2110 Furniture & Equipment At Cost 0.00 11,400.00
1-2120 Actum. Depr. Fumniture & Equipment 0.00 4,515,00
1-2210 improvements At Cost 0.00 5.000.00
1-2220 Accum. Depr. Improvements 0.00 3,947.00
1-2310 Motor Vehicles At Cost 0.00 18,090.91
1-2320 Accum. Depr. Mator Vehicles 0.00 376.89
2-1110 Visa 0.00 289.80
21140 Accounts Payable 0.00 15,239.00
2-1212 GST 0.00 4716
2-1350 PAYG Withholding Payable 3,130.12 474612
2-1355 Superannuation Payable 1,444.25 2,12423
21380 Wages & Salaries Payable 1,676.00 0.00
2-1361 Union Fees Payable 54.00 54.00
2-1362 Health Fund Payable 860.00 860.00
2-2105 Business Loan 0.00 13,650.00
3-1000 Owner's Capital 0.00 53,225.00
3-2000 Owner's Drawings 0.00 26,764.00
4-1400 Sales Tents 0.00 123,060.00
4-1500 Sales Sleeping Equipment 0.00 1749273
4-1600 Sales Kitchen Equipment 0.00 55,130.00
4-1700 Sales Other 0.00 61,760.00
4-2100 Service Income 0.00 3,220.00
4-2200 Freight Income 0.00 1,350.00
4-2300 Discount Received 0.00 411.00
4-5000 Profit on sale of asset 0.00 40.00
4-5005 Other Income 0.00 25455
4-5006 Interest Income 0.00 39.80
5-1400 Cost of Sales Tents 0.00 41,050.00
51500 Cost of Sales Sleeping Equipment 0.00 10,033.64
5-1600 Cost of Sales Kitchen Equipment 0.00 28,920.00
51700 Cast of Sales Other 0.00 31,460.00
5-2000 Freight Costs 0.00 750.00
5-3000 Discount Allowed 0.00 32591
61110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
61150 Bad Debts 0.00 130.00
61160 Bank Fees & Charges 0.00 210.00
6-1250 Depreciation Expenses 0.00 3,968.89
6-1300 Hlectricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 0.00 4,896.00
61700 Motor Vehicle Expenses 0.00 4,200.00
64100 Payroll - Wages & Salaries 1494738 76,01838
64200 Payroll- Superannuation 1,650.17 745315
64280 Postage & Stationery 0.00 63345
64300 Rent Expense 0.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 24541
64450 Telephone & Internet 0.00 2,920.00
Grand total 18,273.55 18,27355 369,814.70 369,814.70

FIGURE 7.40 — Trial Balance
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REVISION EXERCISE 1

This is a sole trader hairdressing business with three employees. Although the financial records have
been on MYOB since July, the wages records were manually maintained until the end of March. The
pay histories you will be entering are for the period July 202_ to March 202_. All employees are paid
in cash; therefore, the payroll clearing account will have to be reimbursed after each pay period.

You are required to:

Create a new MYOB data file.

Make changes to the Chart of accounts (if necessary).

Enter opening General Ledger balances.

Setup payroll and employee cards.

Prepare pays for the month from the information provided.
Print or display reports for the month.

Create a new data file

Business name: Hair Emporium
ABN: 30398 801 255
Address: 69 Hannan Street
Kalgoorlie WA 6430
Phone: 9021 3950
Current financial year: 202_
Last month of financial year: June
Opening balance date: April
Industry: Other services
Does the business have employees: Yes
Enter Opening Balances
Hair Emporium
69 Hannan Street
Kalgoorlie WA 6430
9021 3950
Trial balance report
Mar 2023
Account no Account name Debit ($) Credit (S)V
1-1110 Business Bank Account 42,760.00
12110 Shop Equipment @ Cost 52,500.00
1-2120 Accum. Depr. Shop Equipment 17,380.00
1-2210 Mator Vehicles @ Cost 32,000.00
1-2220 Accum. Depr. Motor Vehicles 5,500.00
2-1212 GST 3,680.00
3-1000 Owner's Capital 21,426.00
3-2000 Owner’s Drawings 15,500.00
4-1400 Hairdressing Income 194,600.00
64100 Payroll - Wages & Salaries 90,340.00
64200 Payroll- Superannuation 9,486.00
Grand total 242,586.00 242,586.00
FIGURE 7.41 — Opening balances
Setup Payroll
e Full-time employee weekly hours: 38
e Cents to round net pay down to: 5 cents
e Default Superannuation Fund: REST INDUSTRY SUPER
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Set up Pay items

o Wages and salary
e Add new wage category - Tool Allowance (Allowance — Tools) is a fixed amount of $9.85 per
week paid to all employees. Include in the Standard Pay set up.
o Superannuation
e Edit the Superannuation Guarantee to exempt an additional wage category — Tool Allowance.
Change the linked payable account to 2-1355 Superannuation Payable. Make sure the
percentage is 10.5% and change the threshold to $0.00.
e Edit Employee Additional to equal 2.5% of gross wages with an exclusion of $500. Change the
linked payable as shown in figure 7.42.

Note: Employee Additional Superannuation is deducted after tax, and it is not exempt from PAYG
Withholding.

‘ Employee Additional
Dctady
Nare Empogee Adatony
Mawse e pay b ©
Coetrbumer type (O Employee addmonal (deducter)
rhodt popaie srourt  2.13%8 Superanmsnon Payatie
AT0 repertng ctegory © | Not reportatile
Super information
Qe pay
At Lipashs ¢ peroentage of wages
390 % 0
horoend of | Gross VWagm
chesions § O | 50020
ot | Mo b
Tweshord $ © 00
Employees using this pay item
Name
Exernptiors ()
Name Type
(e
= - =

FIGURE 7.42 - Employee additional superannuation

o Leave
e Both personal and annual leave for full-time employees is to be printed on the pay advice. No
changes to exemptions are required.
o Deductions
e Add a new deduction — Private Health Fund set it up as ‘User-Entered Amount’ and link to
account 2-1360 Private Health Fund Payable. It is not reportable.
e Union Fee equals $12.00 per pay period. Change the linked account to 2-1361 Union Fees
Payable. The ATO reporting category is Deduction — Union/Professional Assoc Fees.
o Taxes
e No changes required.

Set up the employees and enter their pay history (see tables 7.12 to 7.17).
The payment method for all employees is cash.
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Profile & Personal Information

— All employees are female, individuals, permanent, and full time. Pay slip delivery — To be printed.

First name Diana Kate Jane

Surname West Evans South

Address 73 Carr Street 56 Egan Street 18 Brand Street
Kalgoorlie WA 6430 Kalgoorlie WA 6430 Boulder WA 6432

Phone 9088 7979 9088 3290 9088 6007

Date of birth 14/03/2004 18/09/1998 6/10/1980

Start date 1/04/2020 15/07/2019 20/05/2015

Employment classification Apprentice Hairdresser | Hairdresser Hairdresser

TABLE 7.12 - Profile & personal information

Wages
Diana West Kate Evans Jane South
Pay Basis Hourly Hourly Hourly
Hourly Rate $14.85 $22.45 $24.75
Pay Frequency Weekly Weekly Weekly
Annual Leave Loading 4 4 4
Annual Leave Pay 4 4 4
Base Hourly 4 4 4
Overtime (1.5x) 4 4 4
Overtime (2x) 4 4 4
Personal Leave Pay v v 4
Tool Allowance v v v
TABLE 7.13 — Wages categories
Superannuation
Diana West Kate Evans Jane South
Super Fund REST REST REST
Membership No. 111290 110018 109994
Employee Additional 2.5%
Superannuation Guarantee 4 4 4
TABLE 7.14 - Superannuation categories
Leave, Deductions & Taxes
Diana West Kate Evans Jane South
Annual Leave — Balance 38 149 164
adjustment
Personal Leave — Balance 0 37 127
adjustment
Private Health Fund $42 per week $48 per week
Union Fees $12 per week $12 per week $12 per week
Tax File Number 123728 690 328 115093 297 187 007
Tax Table Tax Free Threshold Tax Free Threshold Tax Free Threshold
Income Type Salary and wages Salary and wages Salary and wages

TABLE 7.15 — Entitlements, deductions & taxes categories

Standard Pay
Diana West Kate Evans Jane South
Tool Allowance $9.85 $9.85 $9.85
Private Health Fund v v

TABLE 7.16 — Include in standard pay
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Pay History (enter as year-to-date)
Enter all figures as positive numbers.

Employee Diana West Kate Evans Jane South

Base Hourly $19,710.60 $32,345.60 $33,744.00
Annual Leave Loading $319.20
Annual Leave Pay $1,824.00
Overtime (1.5x) $134.40 $288.00
Overtime (2x) $72.00
Personal Leave Pay $851.20

Tool Allowance $350.60 $350.60 $350.60
Private Health Fund $1,248.00 $1,794.00
Union Fee $585.00 $585.00 $585.00
Employee Additional $689.95
PAYG Withholding $2,365.00 $5,053.00 $5,490.00
Annual Leave Accrual 114 hours 114 hours 114 hours
Personal Leave Accrual 57 hours 57 hours 57 hours
Superannuation Guarantee $1,872.50 $3,153.70 $3,378.96

TABLE 7.17 — Pay history

Pay Employees

Employees are paid in cash on the same date that the pay week ends. The owner then draws a cash
cheque to pay the employees, therefore we need another bank account as only one cheque is drawn
on the Business Bank Account, that being to reimburse the clearing account we are going to use.

Change bank account 1-1120 Bank Account 2 to Payroll Clearing Account. Then click on [Edit linked
accounts] and change the linking on the first item as shown in figure 7.43. Do not forget to pay the

employees their tool allowance.

Linked accounts

Accousts 8 Banking  Salet  Puechuses  Pagrod

Detault wages swperie &

Bank sccoust for cash payments 11120 Payroll Cesring Account

Bank account for chegue payments | 1-1110 Buness onk Account

Rank account for electronss payments  1-1171 Blectronse Cheanng Account

Default omgloper evperne sccount 64300 Payroll. Superarvssation

| GAN0 Payroll - Wages & Siares

st tan)dachartons paystie account 2-1150 PAYG Wethhoidng Payabie

=N
FIGURE 7.43 — Payroll linked accounts
Diana West Kate Evans Jane South
Normal Hours 38 38 38
Annual Leave + Loading
Overtime (1.5x) 2 3
Overtime (2x) 1

Personal Leave

TABLE 7.18 — Timesheets for the period 26/03/2_to 1/04/2_

The total pay for this period should be $2,085.40. Go to the chart of accounts and there you will see
a negative amount for the payroll clearing account (see figure 7.44). This must be returned to $0.00
and to do this you could use transfer money, but you were told that the owner draws a cash cheque
to pay the wages, therefore you need to write a cheque to reimburse this account, as shown in figure

7.45.
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Aot mmbery

Assets

11000

1100

110

=10

Curvent Assets

Bank Accounts

Busness Bank Account

Payroll Cearng Account

Tan code

NT

N1

Lohed Level
Lewel 1
Lovel 2
Lowel 3

Linkrd Lovet &

Lmkwd Leved &

Current balance (%)
102.294.60
4067460
40.674.60

4276000

FIGURE 7.44 — Payroll Clearing Account balance

Bank scconan

ontact (payee)

Wages cmh chogue

Jy—)

Save a8 recurming

Create spend money transaction

1-1710 Busness Bank Accoust

AR

Dewreten of ramacten

11120 Payroll Oearmg Account

Prefiat trom recumng

Amout (3) ' Quantity Ovacspien

Sarderence numbe *

Jate *

Aemcunts ae @ Tes ncdusve

Cancet

Racoed and new

ONO2023

Las exchsmve

Subtotal  $2.085.40
Tax so.00
Tows $2.005.40

FIGURE 7.45 - Payroll cash cheque

Check the chart of accounts again to make sure the balance of the Payroll Clearing Account is back to
$0.00. You must create a cheque after each pay run has been processed.

Diana West Kate Evans Jane South
Normal Hours 304 38
Annual Leave + Loading 38
Overtime (1.5x) 4 6
Overtime (2x) 6
Personal Leave 7.6

TABLE 7.19 - Timesheets for the period 2/04/2_to 8/04/2_

Diana West Kate Evans Jane South
Normal Hours 38 30.4
Annual Leave + Loading 38 7.6
Overtime (1.5x) 2 4
Overtime (2x) 1
Personal Leave

TABLE 7.20 - Timesheets for the period 9/04/2_to 15/04/2_

Diana West Kate Evans Jane South
Normal Hours 304 38 22.8
Annual Leave + Loading
Overtime (1.5x) 6 2
Overtime (2x) 2
Personal Leave 7.6 15.2

TABLE 7.21 - Timesheets for the period 16/04/2_to 22/04/2_
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Diana West Kate Evans Jane South
Normal Hours 38 38 30.4
Annual Leave + Loading
Overtime (1.5x) 3 6 2
Overtime (2x) 1 2
Personal Leave 7.6

TABLE 7.22 - Timesheets for the period 23/04/2_to 29/04/2_

Reports
Print or display the following reports.
o Payroll activity for the period 1/04/2_ to 30/04/2_.
o Leave balance.
o Payroll Advice for all employees for the week ended 8/04/2_.
o Reports > Payroll > Pay run history > date from 2/04/2_ to 9/04/2_. Expand all.

o Accrual by fund for the period 1/04/2_ to 30/04/2_.
o Trial Balance for April 202_.
Hair Emporium
69 Hannan Street
Kalgoorlie WA 6430
9021 3950
Payroll activity report
01 Apr 2023 - 30 Apr 2023
Salary and
Employee name wages($) Deductions ($) Taxes ($) Net pay ($) Expenses ($) Leave (hrs)
Diana West 3,100.93 60.00 310.03 2,730.90 20625 2193
Jane South 5811.80 382.80 1,090.10 433890 49375 21.93
Kate Evans 5,264.38 270.00 899.08 4,095.30 44790 2193
Grand total 14177.11 712.80 2,299.21 11,165.10 1,237.90 65.79
FIGURE 7.46 — Payroll Activity for April
Hair Emporium
69 Hannan Street
Kalgoorie WA 6430
9021 3950
Leave balance report
01 Apr 2023 « 30 Ape 2023
L Tmparyee e e e wana (1)
e Wt Slecre Arrrsi e | UL v heasly By s L} Mo 4a0on
s Aear e P 1ove |l e Banaity " mw» " whir 5un
Totas Onsna ww: e o nwm e .y Vaes
tmpdoyes name tmaipre N Lesee Opararg bonas s stccrund Moy tahen Azscistie hiass Vb (1)
e S At e F A Ve bty » e 74 LY L LT
Eade "ol e PerE e Il T Ty » m Pt ) anmn RSULE N
Total fane Socth anm nm » e o Halam
mpbyre rarme I e ande L Opwrang bt Mot aic -l Moy taban Avaiarim hemrs Vabae (1)
T (wwn e AT T LU e TOrYy m s ~ nisn Tom0 %
aes (aarn “Nore Perrud lesve ol v Py " m [] n pL Y
Totad Kate feam e nm oo mwn roeme

FIGURE 7.47 - Leave Balance
Note: The hours accrued, and hours taken are correct. Ignore the other figures, MYOB has not
calculated them correctly.

CHAPTER 7 — PAYROLL



69 Hannan Street
Kalgooriie WA 6430
9021 3950
Pay run history report
02 Apr 2023 08 Apr 2023
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FIGURE 7.48 - Payroll advice for week ending 8/04/2_
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Hair Emporium
69 Hannan Street

Kalgoorlie WA 6430
9021 3950

Accrual by fund report

01 Apr 2023 - 30 Apr 2023

Superannuation fund Emplay rship numb Fund total ($)
REST INDUSTRY SUPER 1,320.70
- Employee narﬁe Employee menm;p number Super type Amount (Vs)r
Diana West 111290 Sup G 296.25
Total Diana West 29625
Employee name Employee membership number Super type Amount ($)
Jane South 109994 Employee Additional 82.80
Jane South 109994 Sup ion G 493.75
Total jane South 576.55
Employee name Employee membership number Super type Amount ($)
Kate Evans 110018 Superannuation Guarantee 44790
Total Kate Evans 447.90
Fund total 1,320.70
Grand total 1,320.70

FIGURE 7.49 — Superannuation accrual by fund

Hair Emporium
69 Hannan Street

Kalgoorlie WA 6430
9021 3950
Trial balance report
Apr 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 11,165.10 31,594.90
12110 Shop Equipment @ Cost 0.00 52,500.00
12120 Accumn. Depr. Shop Equipment 0.00 17,380.00
1-2210 Motor Vehicles @ Cost 0.00 32,000.00
1-2220 Accum. Depr. Mator Vehicles 0.00 5,500.00
21212 GST 0.00 3,680.00
2-1350 PAYG Withholding Payable 2,299.21 2,299.21
2-1355 Superannuation Payable 1,320.70 1,320.70
2-1360 Private Health Fund Payable 450.00 450.00
2-1361 Union Fees Payable 180.00 180.00
3-1000 Owmer's Capital 0.00 21,426.00
3-2000 Owmer's Drawings 0.00 15,500.00
4-1400 Hairdressing Income 0.00 194,600.00
64100 Payroll - Wages & Salaries 14177.11 104,517.11
64200 Payroll- Superannuation 1,237.90 10,723.90
Grand total 15,415.01 15,415.01 246,835.91 246,835.91

FIGURE 7.50 — Trial Balance for April
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REVISION EXERCISE 2

Jamie Butler owns and operates as DB Consultants Pty Ltd, a small company that develops software
to suit client’s needs. There are three employees who are paid weekly, and tax deducted from their
wages (PAYG withholding tax) is remitted to the Australian Taxation Office (ATO) quarterly. The
business is registered for GST and the accrual basis is used for accounting and GST purposes.

You are required to:

Create a new MYOB data file.

Make changes to the Chart of accounts.

Enter opening General Ledger balances.

Enter opening balances for customers.

Set up payroll and employee cards.

Prepare the payroll for the period based on the timesheet information.
Print or display reports for the period.

Create a new data file

Business name: JB Consultants Pty Ltd

ABN: 18318 562 110

Address: 19 Little Walker Street
North Sydney NSW 2060

Phone: 8912 1505

Current financial year: 202_

Last month of financial year:  June

Opening balance date: December

Industry: Professional services

Enter opening balances

JB Consultants Pty Ltd
19 Little Walker Street
North Sydney NSW 2060
8912 1505
Trial balance report
Nov 2022
Account no Account name Debit ($) Credit ($)
[ 11110 Business Bank Account 3753090 i
1-1200 Accounts Receivable 6.770.00
1-2110 Office Equipment at cost 57,950.00
1-2120 Accum. Depr. Office Equipment 17,860.00
21212 GST Balance 2431.60
2-1350 PAYG Withholding Payable 5,779.00
2-1355 Superannuation Payable 2,088.50
2-1380 Private Health Fund Payable 630.00
2-1361 Child Care Payable 1,350.00
3-1000 Share Capital 100.00
3-8000 Retained Earnings 30,622.10
4-1300 Professional Fees 146,550.00
61210 Contractor Fees 4,500.00
64100 Payroll - Wages & Salaries 80,227.80
6-4200 Superannuation 7.932.50
64310 Rent 12,500.00
Grand total 207,411.20 207,411.20

FIGURE 7.51 — Opening balances
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Customers

Company name Hannibal Pty Ltd Ironside Gym Miller Pathology Mead Private Hospital

Address 220 Victoria Road | 111 Pacific Hwy 231 Miller Street 1 Beamish Road
Drummoyne NSW | North Sydney North Sydney NSW | Northmead NSW 2152
2047 NSW 2060 2060

Phone 9719 2444 8068 8892 94602211 9890 4000

Terms Net 30 Net 30 Net 30 Net 30

Inv. No/Date 1162 /24/11/2_ 1163 /30/11/2_

Amount incl. tax $1,820 $4,950

TABLE 7.23 — Customer cards

Payroll Information:

Full Work Week Hours:
Overtime:

Default Superannuation Fund:
New Wage Category:

Superannuation Guarantee:
Salary Sacrifice Superannuation:

Leave:
New Deduction Categories:

38 (5 days per week, 7.6 hours per day).
1.5x for first 3 hours, 2x after that and 2x on weekends.

Host-Plus Superannuation Fund
Vehicle Allowance
Allowance — cents per km.

11% Print on Pay Advice and exempt additional wage
category - Vehicle Allowance; Change linked payable

account; Threshold $S0.00.

5% of gross wages. Change linked payable account.

Print on Pay Advice.

Private Health Fund (User-Entered amount per pay period).
Child Care. Change linked payable accounts; not reportable.

Employees

All employees are individuals and paid by cheque.
Pay Basis: Hourly

Pay Frequency: Weekly

Superannuation:

All employees are members of the default fund

Tax Scale:
Vehicle Allowance Rate:

Tax Free Threshold
70c per kilometre

Name: Butler, Jamie Donaldson, Brett Nguyen, Mia

Address 53 Shellcove Road 8 Claude Street 28 Noble Street
Neutral Bay NSW 2089 Chatswood NSW 2067 Mosman NSW 2088

Phone 9953 2066 9777 1970 9969 2821

Date of birth 14/03/1984 15/11/1998 26/06/1999

Start date 1/07/2013 10/08/2018 3/02/2019

Employment basis Full time Full time Part time (30 hours)

Hourly rate $45 S38 S23

TFN 281322 189 620 153 640 187 229 806

Private Health Fund $80 per week $56 per week

Child Care $250 per week

TABLE 7.24 — Employee general information
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Employee Payroll Categories & History (Carry Over or Year-to-date):

Note: If the category has a tick or a number, then that category applies to that employee. Set up and
save the employees and their year to date pay history.

Category Type Jamie Butler Brett Donaldson Mia Nguyen
Base Hourly Wages $35,948.00 $22,572.00 $14,190.00
Annual Leave Loading Wages 4 $399.00 4
Annual Leave Pay Wages 4 $2,280.00 4
Overtime (1.5x) Wages $3,870.00 $990.00 $165.00
Overtime (2x) Wages $430.00 4 4
Personal Leave Pay Wages v $228.00 $330.00
Vehicle Allowance Wages $805.20 $33.00 4
Private Health Fund Deductions $1,760.00 $1,012.00 N/A
Child Care Deductions N/A N/A $5,500.00
Salary Sacrifice Superannuation $2,012.40 N/A N/A
PAYG Withholding Taxes $7,418.00 $4,505.00 $2,203.00
Annual Leave Accrual Entitlements

- Balance Adjustment 395 52 50

- Year-to date 64.324 64.324 42.318
Personal Leave Accrual Entitlements

- Balance adjustment 185 96 24.2

- Year-to date 32.154 32.154 25.72
Superannuation Guarantee Superannuation $3,774.50 $2,633.40 $1,524.60

TABLE 7.25 — Employee information

Time sheets for the week ending 8/12/202_ (Pay Date 9/12/202_):

Times given are in the decimal equivalent of hours and minutes.

Read the timesheet information

carefully as notes have been provided to assist in the preparation of the payroll for the week.

Date Customer Activity Hours
2/12/2_ Mead Private Hospital Consulting 6.5
Mead Private Hospital Travel (130km)

Mead Private Hospital Programming 1.0

Non chargeable 0.1

3/12/2_ (Saturday) Mead Private Hospital Programming 8.0
4/12/2_ (Sunday) Mead Private Hospital Programming 4.0
5/12/2_ Ironside Gym Consulting 1.0
Miller Pathology Consulting 3.0

Ironside Gym Programming 4.0

Non chargeable 0.6

6/12/2_ Ironside Gym Programming 1.0
Ironside Gym Testing program 1.5

Ironside Gym Consulting 1.0

Non chargeable (sick) 4.1

7/12/2_ Non chargeable (sick) 7.6
8/12/2_ Non chargeable (annual leave) 7.6
Total Hours 51

TABLE 7.26 — Timesheet for Jamie Butler
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Date Customer Activity Hours
2/12/2_ Hannibal Pty Ltd Consulting 2.0
Hannibal Pty Ltd Programming 5.5
Non chargeable 1.1
5/12/2_ Mead Private Hospital Testing program 5.0
Mead Private Hospital Travel (130km)
Non chargeable 2.6
6/12/2_ Hannibal Pty Ltd Testing program 1.5
Miller Pathology Programming 5.5
Non chargeable 0.6
7/12/2_ Hannibal Pty Ltd Consulting 1.5
Hannibal Pty Ltd Travel (40km)
Mead Private Hospital Consulting 2.0
Mead Private Hospital Travel (130km)
Miller Pathology Programming 4.0
Ironside Gym Consulting 0.5
Non chargeable 0.6
8/12/2_ Miller Pathology Programming 8.0
Miller Pathology Testing 4.0
Non chargeable 1.0
Total Hours 45.4
TABLE 7.27 — Timesheet for Brett Donaldson
Date Customer Activity Hours
2/12/2_ Non chargeable 7.5
6/12/2_ Hannibal Pty Ltd Administration 2.0
Non chargeable 5.5
7/12/2_ Miller Pathology Administration 1.5
Miller Pathology Copy
Mead Private Hospital Administration 3.0
Mead Private Hospital Copy
Ironside Gym Administration 1.0
Ironside Gym Copy
Non chargeable 4.5
8/12/2_ Non chargeable (personal) 7.5
Total Hours 32.5
TABLE 7.28 — Timesheet for Mia Nguyen

Prepare pay cheques

| 9/12/2_

Prepare the pay cheques for all employees for the period 2/12/2 to 8/12/2 .

Use the table below to work out the hours you need to enter in payroll for each employee.

: |t |3 g
—_ o 1] [
Employee = ¢ = S o S o o £ oo
) Lx j n > > > T 7]
w3 @ X o 2 ® S ® © © =
© O > N > x [T ] c o o O
oo T O O AN a o < o - = =
Jamie Butler

Brett Donaldson

Mia Nguyen

TABLE 7.29 — Payroll worksheet
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Reports:

Print or display the following reports —
Payroll — Payroll activity (1/12/2_to0 9/12/2_)
Business — Trial balance (December 202_)

Payroll — Pay run history (1/12/2_to 9/12/2)

JB Consultants Pty Ltd
19 Little Walker Street
North Sydney NSW 2060
89121505
Payroll activity report
01 Dec 2022 - 09 Dec 2022
Satary and
Employee name wages ($)  Deductions ($) Taxes ($) Netpay($)  Expenses($) Leave (hrs)
Brett Donaldson 2121.40 56.00 549.00 1,516.40 15884 438
Jamie Butler 3,008.35 230.42 828.00 1,949.93 18810 438
Mia Nguyen 776.25 250.00 95.00 43125 7590 346
Grand tatal 5,906.00 536.42 1,472.00 3,897.58 42284 1222
FIGURE 7.52 — Payroll activity
JB Consultants Pty Ltd
19 Little Walker Street
North Sydney NSW 2060
8912 1505
Trial balance report
Dec 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 3,897.58 33,63332
1-1200 Accounts Receivable 0.00 6,770.00
12110 Office Equipment at cost 0.00 57,950.00
1-2120 Accum, Depr. Office Equipment 0.00 17,860.00
21212 GST Balance 0.00 2,431.60
2-1350 PAYG Withholding Payable 1,472.00 7,251.00
21355 Superannuation Payable 573.26 2,661.76
2-1380 Private Health Fund Payable 136.00 766.00
2-1361 Child Care Payable 250.00 1,600.00
3-1000 Share Capital 0.00 100.00
3-8000 Retained Earnings 0.00 30,622.10
4-1300 Professional Fees 0.00 146,550.00
61210 Contractor Fees 0.00 4,500.00
6-4100 Payroll - Wages & Salaries 5,906.00 86,133.80
64200 Superannuation 42284 8,355.34
64310 Rent 0.00 12,500.00
Grand total 6,328.84 6,328.84 209,842.46 209,842.46

FIGURE 7.53 - Trial Balance

CHAPTER 7 — PAYROLL [MESE]




J8 Consultants Pty Ltd

19 Listie Walker Street
North Sydney NSW 2060
9121505
Pay run history report
Of Dec 2022 - 0% Dec 2022
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FIGURE 7.54 — Pay run history (expanded)
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CHAPTER 8 - JOB COSTING

Job costing is a very useful feature where a business charges customers for specific jobs undertaken
on their behalf. You may, or may not, have noticed when you were preparing the pay runs that
alongside the various line items there was a link where you could allocate the labour cost to jobs. We
did not get to use that feature in the previous chapter, but job costing will include labour and
materials. Examples of industries that would use job costing are construction, accounting, printing, or
consulting.

During June the owner of Carry On Camping set up a manufacturing side to his business, making tents
to order. He has expertise in this area and has employed two staff to assist him in this new enterprise.
The business already has some orders to fill.

Use Contacts to set up the following customers and suppliers.

Set up Customer Cards

Company name Down Under Tent Co Kangaroo Camping Gear
Address 736 Wanneroo Road 233 Bussell Hwy

Malaga WA 6090 Bunbury WA 6230
Phone 92499110 9795 7100
Terms Net 30 days Net 15 days

TABLE 8.1 — Customer cards

Set up Supplier Cards

When a business does not have sufficient staff or expertise in-house, they use the services of outside
contractors or consultants. These costs cannot be absorbed by the business; they must pass them on
to the customer. The company gets its tent patterns done by BP Drafting & Design, and Tiger Welders
make the frames for the tents. These companies are subcontractors. Including the expense account
information in their contact details speeds up processing of their bills. You will need to create the
expense account.

Company name BP Drafting & Design Tiger Welders
Address 77 Sunset Boulevard 28 Banksia Road

City Beach WA 6015 Welshpool WA 6106
ABN 09 289 377 202 17229003 470
Expense account 5-2380 Subcontractors 5-2380 Subcontractors
Phone 9385 8890 9356 1720

TABLE 8.2 — Supplier cards

Job Costing

The job costing feature allows you to maintain a separate record of costs and expenses associated
with any number of jobs and charge them to a customer on a job-by-job basis. Reimbursable expenses
incurred, such as tent design costs in this exercise, can be tracked and charged to a job. Budgets can
also be set for jobs but will not be used in this exercise.

Set Up Jobs

To set up the jobs in table 8.3, click Accounting on the menu bar and then select Jobs on the menu.
The screen shown in figure 8.1 will appear.
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Jobs &3

e

Show nactve Aot

Job rurmber Job name Income (1) Cont of salex (5) Expences (1) Net profit (%)

.
.‘ %I
.

You haven't created any Jobs yet
© Creste 1ot
FIGURE 8.1 — Blank jobs screen
Job Number 1 2 3 4 5
Job Name Caravan Annex | Ute Tent Large Tent Repairs Caravan Annex
Job Description | Special design Fold-out tent 5m x 3m tent Tent repairs Heavy duty
for unusual to fit Toyota caravan annex
shape caravan Hilux Ute
Linked Down Under Kangaroo Down Under Scout Shop Kalbarri
Customer Tent Co Camping Gear Tent Co General Store
TABLE 8.3 —Job details
To set up a job click [Create job].
Job number: 1
Job name: Caravan Annex
Linked customer: Down Under Tent Co
Description: Special design for unusual shape caravan
Create job
Job details

Job manber * 1

Joo ame  Carvan Arex

Lirkad Customer  Down Under Tent (o

Wactive j00

Desmponon 5040l Gengn for wmusud Shage CH 3N

FIGURE 8.2 — Set up the Caravan Annex job

Click [Save] and set up the other jobs.

Record supplier’s bills with amounts to be on-charged

The manufacture of tents requires raw materials. Record these transactions from new suppliers for
what should really be new inventory items, but because we are limited to only 10 inventory items in
this software, we will work on the basis that they buy in these items specifically for each job. That is
obviously not the way a business operates, they would buy in bulk to reduce costs, but it allows us to
avoid having to record them as inventory. The expense account for these purchases is ‘Cost of sales
—tents.’
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16/06/202_

Job # 1

Job #2 — 10m lightweight waterproof canvas
Job #3 — 30m lightweight waterproof canvas
Job #5 — 15m heavy-duty canvas

Received the goods ordered by phone from Canvas Supply Co of 66 King St,
Bayswater, WA 6053 (ABN 21 330 260 550) together with their invoice #2290 for
$2750.00 for 50 metres of lightweight waterproof canvas @ $35.00 per metre, and
15 metres of heavy-duty canvas @ $50.00. Prices exclude GST. Terms N30.

— 10m lightweight waterproof canvas

Supplier:
Bill no:

Supplier invoice no:

Issue date:
Due date:

Amounts are:
Change the layout to ‘Services’ (To use gty x price would involve inventory)
Description:

Account:
Amount:
Job:

Tax code:

Canvas Supply Co
Accept number shown.
2290

16/06/202_
16/07/202_

® Tax exclusive.

10m lightweight waterproof canvas
5-1400 Cost of Sales Tents

350 (10 x $35)

1

GST

Continue in the same manner until you have a bill that looks like figure 8.3.

Create bill

ppier *

Canvars Supply C

¥ QAN

INO ODEN PUICHALS OfTers

66 ng &
Bayvwater WA 605)
Autiraia

Report 10 ATO via TPAR
Description

10m Sghtaeght waterproof Convas
10 SOATASGNT waterprool Camas
J0M BPAWSGN WRtAIPIcT! Tanvas

15em hewavy-duly Canvan

View POS Save at recurnng Pref@l from recurring

FIGURE 8.3 — Supplier invoice with jobs

Record the other bills in the same manner, using the service layout.

]

Account *

$-1800 Coat of Sales Teats

5-1400 Cost of Sakes Tents

< & ¢ € |'C

$250.00
$2.750.00

$2.750.00

C"“""'"‘"n

18/06/202_

Received the goods ordered on the internet from Image Products of 9 Avery Court,

Rockdale, NSW 2216 (ABN 79 236 644 207) together with their invoice #1091 for
$550.00 for 50 metres of heavy-duty zipper @ $10.00 per metre excluding GST.

Terms N30.

10m each for jobs #1,2 & 5 and 20m for job #3.
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This bill is from the company that makes the patterns that are used when cutting the tent material.
When you record this and the following bill, the account will automatically be selected for you because
it was setup on their cards.

BP Drafting & Design
77 Sunset Boulevard
City Beach WA 6015

23/06/202_ Tax Invoice # 37
Net 30
16/06/202_ | Pattern making — Caravan Annex 2 hours | $120.00 240.00
20/06/202_ | Pattern making — Ute Tent 4 hours | $120.00 480.00
720.00
GST 72.00
Total $792.00

FIGURE 8.4 — Supplier professional invoice

Create bill
ppher ¢ B8 number® 00002007
©° Drateng & Design MR
SUPPReT waCe Number 17
NO 008N PUICTILE BIOATL
Mae Sate® 2300872023 ]
B sooress
77 Suncet Resdevard Due date*  22J07/2023
"
S T
© Tar mxcanive
ROpON 16 ATO via TRAR
o
Description Account * () Amourt (81 Job Tax code *
Patteen making for caravan annox 52380 SetConiacion - 2000 1 v oSy A
Patern mankng for ate tent $-2380 Swbconwactons - 45000 2 v ST W
- v
NOtes
Subtotal $72000
Froight (5) 000 | 087
Tax $72.00
Total s79200
Amount pasd (5) 000
Batance due $T92.00
View PDF  Saveasrecuming  Prefill from recumming Cancel Sevesnd.. -

FIGURE 8.5 - Bill from subcontractor

This bill is from the subcontractor who manufactures the tent frames.

26/06/202_ Invoice #280 from Tiger Welders for $1,045.00 (including GST) covers the cost of tent
frames for the following jobs: Caravan Annex - $363.00; Ute Tent - $407.00; Large
Tent - $275.00. Terms N30.
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Timesheets

The employees completed timesheets for the time spent on various jobs for customers and non-
chargeable time. The pays processed in the previous chapter were based on the information on these
timesheets. We are now going to use the information in the timesheets to charge our customers.
Ideally, we should have added job numbers when we were preparing the pay run, but that would have
disrupted the focus on payroll. We will allocate the labour cost for each job by general journal entry.

In the revision exercises you will learn how to add jobs when preparing employee’s pays, therefore it
is important that you complete the revision exercises.

Peter Walker's timesheet

Date Customer Activity Job# Hours Km
13/06/202_ Non-chargeable 7.6
14/06/202_ | Down Under Tent Co 1 2.0
Down Under Tent Co Travel 1 36
Non-chargeable 6.6
Own vehicle 15
15/06/202_ | Down Under Tent Co 1 5.0
Non-chargeable 2.6
16/06/202_ | Down Under Tent Co 1 1.1
Non-chargeable 6.5
17/06/202_ | Kangaroo Camping Gear 2 4.1
Kangaroo Camping Gear Travel 2 10
Non-chargeable 4.5
20/06/202_ | Kangaroo Camping Gear 2 6.2
Non-chargeable 14
21/06/202_ | Scout Shop Repair 4 4.0
Non-chargeable 8.6
22/06/202_ | Kalbarri General Store 5 5.6
Non-chargeable 2.0
23/06/202_ | Down Under Tent Co 3 2.8
Down Under Tent Co Travel 3 36
Non-chargeable 4.8
24/06/202_ Non-chargeable 7.6
27/06/202_ | Kangaroo Camping Gear 2 2.6
Kangaroo Camping Gear Travel 2 10
Non-chargeable 5.1
28/06/202_ | Down Under Tent Co 1 3.0
Down Under Tent Co Travel 1 36
Non-chargeable 5.6
29/06/202_ | Scout Shop Repair 4 2.0
Down Under Tent Co 3 5.0
Non-chargeable 0.6
30/06/202_ | Down Under Tent Co 3 2.0
Own vehicle 15
Non-chargeable 6.6

TABLE 8.4 — Peter Walker’s timesheet
On the timesheets you will find activities such as:

e Own vehicle —these are the kilometres travelled by an employee on company business using their
own vehicle e.g., picking up stock. They are reimbursed for this in their pay.

e Travel - these are kilometres travelling to and from a customer’s premises using the business’
vehicle, and they are charged to the customer at $1.00 per km.
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Samantha Wood'’s timesheet

Date Customer Activity Job# Hours Units

13/06/202_ Own vehicle 8
Non-chargeable 7.6

14/06/202_ Own vehicle 17
Non-chargeable 7.6

15/06/202_ | Down Under Tent Co 1 6
Non-chargeable 1.6

16/06/202_ | Down Under Tent Co 1 5.2
Non-chargeable 2.4

17/06/202_ | Down Under Tent Co 1 7.2
Non-chargeable 2.4

20/06/202_ | Kangaroo Camping Gear 2 2.8
Non-chargeable 4.8

21/06/202_ | Scout Shop Repair 4 1.0

Kangaroo Camping Gear 2 5.0

Non-chargeable 1.6

22/06/202_ | Kalbarri General Store 5 3
Non-chargeable 4.6

23/06/202_ | Kalbarri General Store 5 6.8
Non-chargeable 1.8

24/06/202_ | Down Under Tent Co 3 5.6
Non-chargeable 2.0

27/06/202_ | Down Under Tent Co 3 2
Non-chargeable 5.6

28/6/202_ Down Under Tent Co 1 4.0
Non-chargeable 3.6 (Sick)

29/06/202_ | Scout Shop Repair 0.6

Down Under Tent Co 1 2.6

Own vehicle 33
Non-chargeable 4.4

30/06/202_ | Down Under Tent Co 3 3.0
Non-chargeable 4.6

TABLE 8.5 — Samantha Wood’s timesheet

To simplify posting, a worksheet has been prepared for you. It shows the total number of hours spent
by each employee on each of the jobs, and the travel kilometres for each job, using information in the
timesheets in tables 8.4 and 8.5.

Job # Customer Peter Walker Samantha Wood Total Labour
Hours Kilometres Cost

1 Down Under Tent Co 11.1 72 25

(5430.68) ($50.40) ($775.00) $1,205.68
2 Kangaroo Camping Gear 12.9 20 7.8

(5500.52) (514.00) ($241.80) $742.32
3 Down Under Tent Co 9.8 36 10.6

(5380.24) (525.20) (5328.60) $708.84
4 Scout Shop 6 1.6

($232.80) ($49.60) $282.40
5 Kalbarri General Store 5.6 9.8

(5217.28) ($303.80) $521.08

TABLE 8.6 — Worksheet

Peter’s rate of pay is $38.80 per hour and Samantha’s is $31.00 per hour.
The rate of 70c per kilometre has been used.
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Job costs

On the Accounting menu select Jobs and the window shown in figure 8.6 will display.

Jobs
Search

Q Show inactive
Job number Job nama

1 Caravan Annex

2 Ute Tent

| Large Tent

5 Caravan annex

Income (§)
000
0.00
Q.00

0.00

==
Reset
Cont of sales ($) Expenses (§) Net profit ($)
102000 000 «1,02000
1.300.00 0.00 -1.300.00
1.500.00 0.00 -1.500.00
250.00 0.00 -850.00

FIGURE 8.6 — Job costs

Alternatively, the report ‘Job profit and loss’ shows the same figures, and it does give you the option
to expand the report so that you can see what the cost is made up of. These are our costs to date.

Select Create general journal on the ‘Accounting’ menu, to record the labour and travel costs.

Adding other job costs

Date: 30/06/202_

Description: Labour costs on jobs.
Reference number: Accept the number displayed.
Account:

Debit: 1205.68

Job: 1

Tax code:

Continue entering the information from table 8.6.

The final line of the journal entry is:
Account:

N-T (this is an internal adjustment).

6-4100 Payroll — Wages & Salaries

5-2130 Direct Labour (you will need to add this account).

You are moving direct labour costs from the general expense of wages & salaries to the cost of sales
for specific jobs. Check your entry against figure 8.7.

Create general journal transaction

IN08/2023 o]

Dsgrlay in G5 T repoet a8
© Purchase

Sate
1 1raneartor

[ g e

Labowr Costs on s

Account *

52130 Dwect Labowr \
5-2130 Dwoct Labowr
$2130 Dwect Labowr
$-2130 Dwact Labowr

52730 Dwect Labowr

§-4100 Payrol - Wages & Sories

L AU SR K N AR

Save a3 recurnng Pretis from recurnng

FIGURE 8.7 - Journalise direct labour costs

Dedit (5)

20568

nmm

282 40

S2108

Creant (3)  Quantty

Jde012

Descrigtion

Betarence numder®  GJ0000TY
FOFY acgustrnmnt (1)
Amcnnts are € Tax inchusive
Tar oxchutid
00 Tax coge *
' v Nl -
2 v NT A
v NT e
2t v NT ~
v N v
v NT v
v -
Total debit  $3,46032
Total credit  $3.460.32
Tas 3000
Out of batance §0.00
Cancel Record and new ~ -
BE— —__
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Now record the general journal shown in figure 8.8 to allocate travel costs to the various jobs.
[Create general journal transaction

Hetererce number *  GJO00012

30080023 FOFY adpustmaet (O
Ouspiay i GST report as ¢ Arvexnts wo € Tam inchesive
O Puchase Taw exchusivn
e
De4Cription of MARLACTIor
Travel costs allocated to jobs
Account * Debit (5) Credt I18)  Quantity Description Joo Tox code *
51400 Cost of Sales Teats v 850 40 1 v N1 v
53400 Coat of Sibes Tents ~ 1400 2 v Nl v
$:1400 Cost of Sales Tents v B20 3 v NI v
61700 Mot Vanicle Eapenses v [ 1] v NY v
v - v
Totsl cebit  380.00
Total credt  $80.00
Tax SODO
Out of balance  $0.00
Snsenemte A mos oo mecerssnsnee - ([

FIGURE 8.8 — Journalise travel costs

Your Job profit and loss report should now look the same as figure 8.9. Job 1 has been expanded to
display the makeup of the costs.

{Job profit and loss report -
S Date om Dt i
Cumtom ~ SO0 5 ooson ~ e AN oo Crormadutate pita [ T R SR —

1June 2023 to 30 June 2023 C mter Shmedtl JFloiced  Catomes Lapert
ot st Jots mamrse. e merve (4] Cont () e () Net peotts (5)
v Covwm Arwwn aoe 208 om areon
Account mumber Acomnt name Sebected peviod (3) Your lo date (3)
Cont of aes $-1400 Cont of Sabes Torts wen “0n a0
S Dwcy | sbonw LA s
s 380 Ladcertractory Shm SN
Tots 2em 2608
Gros prose @aareon wIeon
Opearaning prosta 2160m o
Mer prote @260 RIre0n)
>2 e Tewt o AR o rotesn
> arge Tert 000 2mene 000 Pamsy
> 4 Eo— o me 000 5]
> Cumawan Acwwn oo Lim 0o nanmm

FIGURE 8.9 — Job profit and loss report

Note: If you are missing some figures, it is probably because you forgot to enter the job number(s) in
the journal transactions.

Job Costing Invoices

We are in business to make a profit, so these costs are to be marked up by around 25% to cover other
running costs and give the business some profit margin. These customers would probably have been
given quotes for the jobs, but we are going to assume they were not.

Click Create invoice on the Sales menu and create GST exclusive service invoices to these customers,
all dated 30/06/202_.
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Down Under Tent Co - Job #1 — Caravan Annex - $2,845
Kangaroo Camping Gear — Job #2 — Ute Tent - $2,570
Down Under Tent Co — Job #3 — Large Tent - $2,800
Scout Shop — Job #4 — Repair Tents - S350

Kalbarri General Store — Job #5 — Caravan Annex - $1,750

The amounts being invoiced to all customers, except the Scout Shop, are posted to the Sales Tents
account. The account to be used for the Scout Shop is Service Income. Remember to include the job
number otherwise your job profit report will not look like the one in figure 8.12.

Invoice 2227 s
TONAL AMOUNT O P AL D
© Aty story @ Croate payment $312950 3000 $312950
Contomer * Ivosce numbee * 2227
Down Under Tent Co
Customer FO ramber
PO meads bouedate *  J06/202) =]
Blryg ackbien
Duedate * 3000772023
TH% Warvwrco Rosd
Matags WA 6090 Mow ortee payrerts [ VISA @D 8 o~ 65 O
Auntraba -
Amourty me las e
@ tar nchiwe
-]
Description Account * O Amount (5) ¢ Job Tax code *
Customaad Canwan annes 41800 Sabes ety - 05m 1 - o8
Notes 10 custone O Sirer a4 ettt
Subtotal $2.845.00
Preight ($) o 63
Tan 28450
Total $usso
Amount paed 000
Balarew due LU s0
FIGURE 8.10 - Create invoice for Job #1
Carry On Camping
wnom-qnom
Maddngton WA 8
Phone: 0450 1900
canmyonci@enet net au
ABN: 62 009 854 074
Tax invoice Invoice number lssue date Due date
20 300672023 30/07/2023
B o
Oown Under Tent Co
736 Wanneroo Road
Mataga WA 6080
A s
Oescription Tax Amount [$)
exctang tas
Custormised caravan annex GS1 254500
Sutactsl (eec tee) $2.84500
Tex 28430
Total Amount e i $3,120.50
Total pad $000
Balance due $3,129.50

FIGURE 8.11 — PDF invoice for Job #1
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Job Costing Reports
Reporting > Reports > Jobs

Carry On Camping

1800 Albany Highway

Maddington WA 6109

9459 1999

Job profit and loss report
01 Jun 2023 - 30 jun 2023

Job number Job name Income ($) Cost ($) Expense ($) Net profit ($)

1 Caravan Annex 2,845.00 2,276.08 0.00 56892

2 Ute Tent 2,570.00 2,056.32 0.00 51368

3 Large Tent 2,800.00 223404 0.00 565.96

R Repairs 350.00 282.40 0.00 67.60

5 Caravan Annex 1,750.00 1,371.08 0.00 37892

FIGURE 8.12 - Job profit and loss
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Job activity report
01 Jun 2023 - 30 jun 2023

Account number Account name Debit ($) Credit ($)
a0 P Tom  aseso
4-2100 Service Income 350.00
51400 Cost of Sales Tents 3,089.60 000
52130 " Direct Labour 346032 0.00
5—2350 : chonnacmrs 1 67;300 000
Grand total 8,219.92 10,315.00

FIGURE 8.13 —Job activity
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Carry On Camping

1800 Albany Highway

Maddington WA 6109

9459 1999

Job transactions (accrual) report
01 Jun 2023 - 30 Jun 2023

Job number Job name Beginning balance ($) Net activity ($) Ending balance ($)

1 Caravan Annex 0.00 568.92 568.92

1D number Type Date Memo :fnm Debit ($) Credit ($)
00002005 Purchase 16/06/2023 Purchase; Canvas Supply Co 5-1400 350.00
00002006 Purchase 18/06/2023 Purchase; Image Products 5-1400 100.00
00002007 Purchase 2310612023 Purchase; BP Drafting & Design 5-2380 240.00
00002008 Purchase 26/06/2023 Purchase; Tiger Welders 5-2380 330.00

2227 Sale 30/06/2023 Sale; Down Under Tent Co 4-1400 2,845.00
GJoo0011 General journal 30/06/2023 Labour costs on jobs 5-2130 1,205.68
GJo00012 General journal 30/06/2023 Travel costs allocated to jobs 5-1400 50.40

Total 2,276.08 2,845.00

2 Ute Tent 0.00 513.68 513.68

1D number Type Date Memo :f.m Debit ($) Credit ($)
00002005 Purchase 16/06/2023 Purchase; Canvas Supply Co 5-1400 350.00
00002006 Purchase 18/06/2023 Purchase; Image Products 5-1400 100.00
00002007 Purchase 23/06/2023 Purchase; BP Drafting & Design 5-2380 480.00
00002008 Purchase 26/06/2023 Purchase; Tiger Welders 5-2380 370.00

2228 Sale 30/06/2023 Sale; Kangaroo Camping Gear 4-1400 2,570.00
GJoo0011 General journal 30/06/2023 Labour costs an jobs 5-2130 74232
GJ000012 General journal 30/06/2023 Travel costs allocated to jobs 5-1400 14.00

Total 2,056.32 2,570.00

3 Large Tent 0.00 565.96 565.96

1D number Type Date Memo %m Debit ($) Credit ($)
00002005 Purchase 16/06/2023 Purchase; Canvas Supply Co 5-1400 1,050.00
00002006 Puschase 18/06/2023 Purchase; Image Products 5-1400 200.00
00002008 Purchase 26/06/2023 Purchase; Tiger Welders 5-2380 250.00

2229 Sale 30/06/2023 Sale; Down Under Tent Co 4-1400 2,800.00
GJ000011 General journal 30/06/2023 Labour costs on jobs 5-2130 708.84
GJ000012 General journal 30/06/2023 Travel costs allocated to jobs 5-1400 2520

Total 2,234.04 2,800.00

4 Repairs 0.00 67.60 67.60

Account

1D number Type Date Memo number Debit ($) Credit ($)

2230 Sale 30/06/2023 Sale; Scout Shop 4-2100 350.00
GJ0o0011 General journal 30/06/2023 Labour costs on jobs 5-2130 282.40

Total 282.40 350.00

5 Caravan Annex 0.00 37892 378.95.

ID number Type Date Memo :.‘.m Debit ($) Credit ($)
00002005 Purchase 16/06/2023 Purchase; Canvas Supply Co 5-1400 750.00
00002006 Purchase 18/06/2023 Purchase; Image Praducts 5-1400 100.00

2231 Sale 30/0672023 Sale; Kalbarri General Store 4-1400 1,750.00
GJoooo11 General journal 30/06/2023 Labour costs on jobs 5-2130 521.08

Total 1,371.08 1,750.00

Grand total 0.00 2,095.08 2,095.08

FIGURE 8.14 — Job transactions (Accrual)

CHAPTER 8 —JOB COSTING

211




Other Reports
Display the following reports:
e Unpaid invoices as at 30/06/202_

e Unpaid bills as at 30/06/202_
e Trial Balance for June 202_

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Unpaid invoices report
30 Jun 2023
Customer name 'C‘um’:&n:er 0-30 31-60 61-90 90+ Total due ($)
Down Under Tent Co *None 6,209.50 0.00 0.00 0.00 6,209.50
Kélbam Géﬁeral Store *None i.925.00 4.1 7i 00 0.00 0.00 609600
Kangaroo Camping Gear *None 2,827.00 0.00 0.00 0.00 2,827.00
Outback Touring Comﬁany *None DOO 2,167.06 1.190.00 0.00 3,357.00
Police Supply Dept *None 0.00 3,641.00 0.00 0.00 3,641.00
Scout Sho{) *None 385.00 é,772.00 0.00 0.00 3,1757.00
Woodbridge Primary School *Nane 0.00 9,768.00 0.00 0.00 9,768.00
Grand total B 11,346.50 22,519.00 1,190.00 0.00 35,055.56
FIGURE 8.15 — Unpaid invoices
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Unpaid bills report
30Jun 2023
Supplier name m: 0-30 31-60 61-90 90+ Total due ($)
BP Drafting & Design *None 792.00 0.00 0.00 0.00 792.00
Canvas Supply Co *None 2,750.00 0.00 0.00 0.00 2,750.00
Commercial Reaity *None 0.00 3,850.00 0.00 0.00 3,850.00
Garmin & Co Australia *None 0.00 2,926.00 0.00 0.00 2.926.00
Image Products *None 550.00 0.00 0.00 0.00 550.00
Ozzie Trailblazers *None 0.00 3,465.00 3,535.00 0.00 7.000.00
Sleepover *None 0.00 1,463.00 0.00 0.00 1,463.00
Tiger Welders *None 1.045.00 0.00 0.00 0.00 1,045.00
Grand total 5137.00 11,704.00 3,535.00 0.00 20,376.00

FIGURE 8.16 — Unpaid bills
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
Jun 2023
Account no Account name Debit ($) Credit ($) ¥YTD Debit ($) YTD Credit ($)
11110 Business Bank Account 12,785.18 7,754.58
1-1120 il Aci 0.00 15,039.80
1-1121 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 11,346.50 35,055.50
11201 Less Prov'n for Doubtful Debts 0.00 145.00
1-1300 Inventory 0.00 10,700.00
1-1310 Prepaid Insurance 0.00 44400
11311 Prepaid Advertising 0.00 3,600.00
1-2110 Furniture & Equipment At Cost 0.00 11,400.00
1-2120 Accum. Depr. Fumiture & Equipment 0.00 4,515.00
1-2210 Improvements At Cost 0.00 5,000.00
1-2220 Accum. Depr. lmprovements 0.00 3,947.00
1-2310 Motor Vehicles At Cost 0.00 18,090.91
1-2320 Accum. Depr. Maotor Vehicles 0.00 376.89
21110 Visa 0.00 289.80
2-1140 Accounts Payable 5,137.00 20,376.00
2-1212 GST 564.50 51734
2-1350 PAYG Withholding Payable 3,130.12 4,746.12
21355 Superannuation Payable 1,444.25 212423
2-1380 Wages & Salaries Payable 1,676.00 0.00
2-1361 Union Fees Payable 54.00 54.00
2-1362 Health Fund Payable 860.00 860.00
2-2105 Business Loan 0.00 13,650.00
3-1000 Owner's Capital 0.00 53,225.00
3-2000 Owmner's Drawings 0.00 26,764.00
4-1400 Sales Tents 9,965.00 133,025.00
41500 Sales Sleeping Equipment 0.00 17,492.73
4-1600 Sales Kitchen Equipment 0.00 55,130.00
4-1700 Sales Other 0.00 61,760.00
4-2100 Service Income 350.00 3,570.00
4-2200 Freight Income 0.00 1,350.00
4-2300 Discount Received 0.00 411.00
4-5000 Profit on sale of asset 0.00 40.00
4-5005 Other Income 0.00 25455
4-5006 Interest income 0.00 39.80
5-1400 Caost of Sales Tents 3,089.60 4413960
51500 Cost of Sales Sleeping Equipment 0.00 10,033.64
5-1600 Cost of Sales Kitchen Equipment 0.00 28,920.00
5-1700 Cost of Sales Other 0.00 31,460.00
5-2000 Freight Costs 0.00 750.00
5-2130 Direct Labour 3,460.32 3,460.32
5-2380 Subcontractors 1,670.00 1,670.00
5-3000 Discount Allowed 0.00 32591
61110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
61150 Bad Debts 0.00 130.00
6-1160 Bank Fees & Charges 0.00 21000
6-1250 Depreciation Expenses 0.00 3,968.89
6-1300 Electricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 0.00 4,896.00
6-1700 Motor Vehicle Expenses 89.60 411040
6-4100 Payroll - Wages & Salaries 11,487.06 72,558.06
64200 Payroll- Superannuation 1,650.17 745315
64280 Postage & Stationery 0.00 633.45
6-4300 Rent Expense 0.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 24541
6-4460 Telephone & internet 0.00 2,920.00
Grand total 34,379.65 34,379.65 385,784.04 385,784.04

FIGURE 8.17 — Trial Balance
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REVISION EXERCISE 1

This is a sole practitioner accounting practice where the owner uses job costing as a method to record
time spent on accounting work for customers.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.
e Setup customer and supplier cards and enter opening balances.
e Set up employee cards and jobs.
e Use the timesheets to pay employees and allocate time to jobs.
e Prepare invoices.
e Print or display reports for the period.

Create a new data file

Business name: Hills Accountants
ABN: 66 777 333 666
Registered for GST: Yes (Reports quarterly)
Industry: Accounting and tax services
Address: 40 Jarrah Road

Roleystone WA 6111
Phone: 9397 5550
Current financial year: 202_
Opening balance date: July

Enter Opening Balances

Hills Accountants
40 Jarrah Road
Roleystone WA 6111
9397 5550
Trial balance report
Jun 2022
Account no Account name Debit ($) Credit ($)
1-1110 Business Bank Account 33,900.00
1-1200 Accounts Receivable 3,300.00
1-2110 Office Equipment At cost 46,700.00
12111 Accum. Depr. Office Equipment 15,600.00
21140 Accounts Payable 550.00
3-1000 Owner’s Capital 67,750.00
Grand total 83,900.00 83,900.00
FIGURE 8.18 — Opening balances
Set Up Customer Cards
Name Roleystone News Action Plumbing Hills Courier Services
Address 21 Jarrah Road 30 Soldiers Road 8 Taree Place
Roleystone WA 6111 Roleystone WA 6111 Roleystone WA 6111
Phone 9397 7788 9397 4455 9397 6677
Terms Net 14 days Net 14 days Net 14 days
Invoice No. 3001 3002
Date 21/06/202_ 26/06/202_
Total Including GST $1,100.00 $2,200.00

TABLE 8.6 — Customer cards
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Set Up Supplier Cards

Individual Name Glenda Jackson MYOB Australia
Address 15 Davis Road GPO Box 1170
Kelmscott WA 6111 Sydney NSW 2001
ABN 56 206 532 802 32119320007
Expense account 6-1110 Accounting & Bookkeeping 6-4440 Subscriptions & Memberships
Terms Net 10 days Net 30 days
Invoice No. 11176
Date 18/06/202_
Total Including GST $550.00

TABLE 8.7 — Supplier card

Set up Employee Cards

Refer to the payroll chapter for the general payroll setup. No rounding down of cents.

Name Martin Jones Damian Lambert Anna Robinson

Address 40 Bower Drive 30 Amber Street 40 Orchard Ave
Roleystone WA 6111 Bedfordale WA 6112 Armadale WA 6112

Date of birth 17/3/1974 18/5/1986 21/7/1998

Start date 1/7/2014 15/3/2018 8/4/2020

Employment Classification | Accountant Accountant Secretary

Pay basis Hourly Hourly Hourly

Hourly rate $40.00 $35.50 $27.00

Pay frequency Weekly Weekly Weekly

Superannuation fund Spectrum Super Spectrum Super Spectrum Super

Tax file number 601 320 595 127 367 355 345621990

TABLE 8.8 — Employee general and time billing information

The following apply to all employees:

e They are individuals, permanent, and full time.

e Default pay slip delivery — To be printed.

e Wages categories — annual leave loading, annual leave pay, base hourly, overtime (1.5x), overtime
(2x), personal leave pay.

e Superannuation guarantee

e Tax free threshold

e You are not required to edit the pay items (Superannuation guarantee rate is 10.5% in the reports

shown for this exercise. This may vary depending on the year you use.)

Leave Category Martin Jones Damian Lambert Anna Robinson
Annual Leave Full time hourly 156 hours 40 hours 22.8 hours
Carry Over
Personal Leave Full time hourly | 275 hours 76 hours 114 hours
Carry Over

TABLE 8.9 — Employee entitlements

Set up Jobs
Job Number 110 111 112
Job Name Roley News Action Plumb Hills Courier

Job Description

Preparation of financial
reports and tax return for
the year

Preparation of financial
reports and tax return for
the year

Preparation of financial
reports and tax return for
the year

Linked Customer

Roleystone News

Action Plumbing

Hills Courier Services

TABLE 8.10 — Jobs
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Suppliers’ bills

5/07/202_ Record invoice no. 7733 for $770.00 including GST received from Avery Solicitors (ABN
34 970 235 633) for legal advice (6-1600 Legal Fees) on a matter for Action Plumbing.

7/07/202_ Received the invoice below from Glenda Jackson a subcontract bookkeeper (6-1110
Accounting & Bookkeeping).

Glenda Jackson ABN 56 206 532 802

15 Davis Road 7/07/202_

Kelmscott WA 6111 Invoice No. 1210

4/07/202_ 5 hours bookkeeping @ $80 for Action Plumbing 400.00
5/07/202_ 8 hours bookkeeping @ $80 for Roleystone News 640.00
6/07/202_ 3 hours bookkeeping @ $80 for Hills Courier Services 240.00
Subtotal 1,280.00

GST 128.00

Total $1,408.00

FIGURE 8.19 - Supplier invoice
If you cannot remember the job number, start typing the name and the job will display on the menu.

Timesheets

Some of the non-chargeable hours in this exercise are because the employee was sick (personal leave)
or on annual leave. Instructions on entering jobs while preparing pays are on the next page.

Employee Name Date Customer Activity Hours Job#
Martin Jones 1/07/202_ | Roleystone News Tax 6.0 110
1/07/202_ Non charge 1.6
4/07/202_ | Roleystone News Tax 6.6 110
4/07/202_ Non charge 1.0
5/07/202_ | Action Plumbing Consult 4.3 111
5/07/202_ Non charge 3.3
6/07/202_ | Action Plumbing Consult 1.5 111
6/07/202_ Non charge 6.1
7/07/202_ | Action Plumbing Financial 6.6 111
7/07/202_ Non charge 1.0

TABLE 8.11 — Timesheet for Martin Jones

Employee Name | Date Customer Activity Hours Job#
Damian Lambert 1/07/202_ | Action Plumbing Financial 7.0 111
1/07/202_ Non charge 1.6
4/07/202_ | Hills Courier Services Tax 5.9 112
4/07/202_ Non charge 1.7
5/07/202_ | Hills Courier Services Tax 5.0 112
5/07/202_ Non charge 2.6
6/07/202_ | Hills Courier Services Tax 3.8 112
6/07/202_ Non charge (Sick) 3.8
7/07/202_ | Hills Courier Services Consult 5.0 112
7/07/202_ Non charge 2.6

TABLE 8.12 — Timesheet for Damian Lambert
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Employee Name Date Customer Activity Hours Job#
Anna Robinson 1/07/202_ | Roleystone News Sec 5.0 110
1/07/202_ Non charge 2.6
4/07/202_ | Roleystone News Sec 2.0 110
4/07/202_ Non charge 5.6
5/07/202_ Non charge 7.6
(Annual Leave)
6/07/202_ Non charge 7.6
(Annual Leave)
7/07/202_ | Hills Courier Services Sec 4.0 112
7/07/202_ | Action Plumbing Sec 1.0 111
7/07/202_ Non charge 2.6

TABLE 8.13 — Timesheet for Anna Robinson

Create pay run

Click Create pay run on the payroll menu.
Pay cycle: Weekly

Pay period start: 1/07/202_

Pay period end: 7/07/202_

Date of payment: 8/07/202_

Martin Jones has worked a normal 38-hour week and his base hourly amount is $1,520.00. To allocate
portion of this amount against specific jobs, click Add job and the window shown in figure 8.20 will
appear.

Add job x
Q Search jobs
] Job Amount ()
J mo Robey News 000
] m Action Plumb 0.00
] M2 Halls Courder 000
Total allocated 0.00 {D.00%)
Unallocated  1,520.00 (100.00%)
=N

FIGURE 8.20 — Add job

Martin has spent 12.6 hours on job #110 (12.6 x $40.00 his hourly rate = $504.00) and 12.4 hours on
job# 111 (12.4 x $40.00 = $496.00). Allocate those amounts against those jobs as shown in figure 8.21.
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Q Search jobs
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8 mn
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Action Plumb

Hills Courier

49%.00

0o

Total aflkocated  1,000.00 (65.79%)
Unallocated  520.00 (34.21%)

s | N

FIGURE 8.21 — Amounts allocated to jobs

Click [Add] and back at the pay run window the wages for Martin Jones should look the same as figure

8.22.
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FIGURE 8.22 — Pay run with jobs added
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Now edit the pays for the other two employees to add jobs to their base hourly line and remember
to watch out for any overtime, personal leave, or annual leave.
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Prepare Invoices
Check the job profit and loss report and add 100% to the expense figure, rounding it up to the nearest
$10, e.g., $2,666 would be invoiced to the customer as $2,670 plus GST.

The expenses for Action Plumbing included legal fees of $700 (excluding GST). Deduct this amount
from the total expense figure before adding the 100%. Show the legal fee on a separate line the
invoice and charge the customer $750.

Prepare invoices dated 8/07/202_ for all customers, allocating the income to account 4-1400
Accounting Income.

Reports

Print or display the following reports for July:
e Unpaid invoices

e Unpaid bills

e Jobs profit and loss

e Payroll activity

e Accounts — Trial Balance

Hills Accountants

40 Jarrah Road
Roleystone WA 6111
9397 5550

Unpaid invoices report

31 Jul 2022

Customer name m 0-30 31-60 61-90 90+ Total due ($)
Action Plumbing *None 3,410.00 2,200.00 0.00 0.00 5,610.00
Hills Courier Services *None 231000 0.00 0.00 0.00 2310.00
Roleystone News *None 2,937.00 1,100.00 0.00 0.00 4,037.00
Grand total 8,657.00 3,300.00 0.00 0.00 11,957.00

FIGURE 8.23 — Unpaid invoices

Hills Accountants

40 Jarrah Road
Roleystone WA 6111
9397 5550

Unpaid bills report

31 Jul 2022

Supplier name m 0-30 31-60 61-90 90+ Total due ($)
Avery Solicitors *None 77000 0.00 0.00 0.00 770.00
Glenda Jackson *None 1,408.00 0.00 0.00 0.00 1,408.00
MYOB Australia *None 0.00 550.00 0.00 0.00 550.00
Grand tatal 2,178.00 550.00 0.00 0.00 2,728.00

FIGURE 8.24 — Unpaid bills
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Hills Accountants
40 Jarrah Road
Roleystone WA 6111
9397 5550
Job profit and loss report
01 Jul 2022 - 31 Jul 2022
Job number Job name Income ($) Cost ($) Expense ($) Net profit ($)
110 Roley News 2,670.00 0.00 1,333.00 1,337.00
111 Action Plumb 3,100.00 0.00 187150 1,228.50
112 Hills Courier 2,100.00 0.00 1,04735 1,052.65
FIGURE 8.25 — Job profit and loss
Hills Accountants
40 Jarrah Road
Roleystone WA 6111
9397 5550
Payroll activity report
01 Jul 2022 - 31 Jul 2022
Salary and
Employee name wages ($)  Deductions ($) Taxes ($) Netpay(s)  Expenses($) Leave (hrs)
Anna Robinson 1,097.82 0.00 196.00 901.82 107.73 438
Damian Lambert 1,402.25 0.00 301.00 1,101.25 14165 438
Martin jones 1,520.00 0.00 34200 1,178.00 15960 438
Grand total 4,020.07 0.00 839.00 3,181.07 40898 13.14
FIGURE 8.26 - Payroll activity
Hills Accountants
40 Jarrah Road
Roleystone WA 6111
9397 5550
Trial balance report
Jul2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
11110 Business Bank Account 3,181.07 30,718.93
11200 Accounts Receivable 8,657.00 11,957.00
12110 Office Equipment At cost 0.00 46,700.00
12111 Accum, Depr. Office Equipment 0.00 15,600.00
21140 Accounts Payable 2,178.00 2,728.00
2-1212 GST 589.00 589.00
2-1350 PAYG Withholding Payable 124798 1,247.98
3-1000 Owner's Capital 0.00 67,750.00
4-1400 Accounting Income 7,870.00 7,870.00
61110 Accounting & Bookkeeping 1,280.00 1,280.00
6-1600 Legal Fees 700.00 700.00
64100 Payroll - Wages & Salaries 4,020.07 4,020.07
64200 Payroll- Superannuation 408.98 40898
Grand total 15,066.05 15,066.05 95,784.98 95,784.98

FIGURE 8.27 — Trial Balance
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REVISION EXERCISE 2

The partners in this legal practice use job costing within payroll to record time spent on legal work for
customers. Employees prepare timesheets and the data from those is used prepare invoices for
customers and the payroll for employees.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.

Setup customer cards and enter opening balances.

Set up payroll and employee cards.

e Prepare the payroll for the period including job costing.

e Prepare invoices for completed jobs.

e Print or display reports for the period.

Create a new data file

Business name: Hancock & Associates

ABN: 38 008 753 606

Address: 91 Hannan Street
Kalgoorlie WA 6430

Phone: 9191 7095

Current financial year: 202_

Opening balance date: September

Industry: Professional services

Enter opening balances

Hancock & Associates
91 Hannan Street
Kalgoorlie WA 6430
9191 7095
Trial balance report
Aug 2022
Account no Account name Debit ($) Credit ($)
; 1-1110 Busirlrm-ss gankAocount ;9.720.00 i
1-2110 Office Equipment at cost 56,700.00
1-2120 Accum. Depr. Office Equipment 28,200.00
2-1212 GST Balance 3,380.00
2-1350 PAYG Withholding Payable 7,109.00
2-1355 Superannuation Payable 1,801.00
2-1360 Private Health Fund Payable 780.00
2-1361 Union Fees Payable 80.00
3-1000 Share Capital 100.00
3-8000 Retained Earnings . 55,138.00
4-1300 Professional Fees 57,800.00
64100 Payroll - Wages & Salaries 38,885.00
6-4200 Superannuation 4,083.00
64310 Rent 5,000.00
Grand total 154,388.00 154,388.00

FIGURE 8.28 — Opening balances
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Customers

Business name Bronzewing Mining NL Hackett Nickel NL Management Placements

Address PO Box 330 PO Box 787 15 Hannan Street
Kalgoorlie WA 6433 Kambalda WA 6442 Kalgoorlie WA 6430

Phone 91916778 9195 4790 9191 2256

Terms Net 14 Net 14 Net 14

TABLE 8.14 — Customer cards

Payroll Information

Full Work Week Hours:

Default Superannuation Fund:

Round Net Pay Down to:
New Wage Category:
Superannuation:

Leave:

New Deduction Category:

Deduction:

Employees

38 (5 days per week, 7.6 hours per day)

Legal Super

5 cents

Mileage Allowance - Allowance — cents per km.

10.5% Superannuation Guarantee - Print on Pay Advice.
Exempt additional wage category - Mileage Allowance.
Change linked payable account. Threshold $0.00.

Annual leave Full time hourly & Personal leave Full time
hourly: Show on pay slips.

Private Health Fund

User-Entered Amount per Pay Period.
payables account. Not Reportable.
Change linked payables account for union fees.
Deduction — Union/Professional Assoc Fees.

Change linked

All employees are individuals, permanent and full time, and are paid by cheque. They are paid weekly
on an hourly basis. They are all members of the default superannuation fund and use the tax-free
threshold tax scale. Mileage allowance is paid at a rate 70c per kilometre.

Name Hancock, Greg Winner, Jonathon Brown, Grace

Address 81 Hannan Street 152 Bourke Street 62 Maxwell Street
Kalgoorlie WA 6430 Kalgoorlie WA 6430 Boulder WA 6432

Phone 9191 7110 9191 1179 9193 8166

Date of Birth 7/02/1967 19/01/1976 11/10/1995

Start Dat: 1/07/2001 1/07/2001 3/08/2017

Hourly Rate $40 $S40 $29.80

TFN 683 119 110 625 188 369 275 166 083

Private Health Fund $80 per week $76 per week

Union Fees S9 per week

TABLE 8.15 — Employee general information

Employee Payroll Categories & History

Category Type Greg Hancock Jonathon Winner Grace Brown
Base Hourly Wages $13,680.00 $13,680.00 $6,019.20
Annual Leave Loading Wages 4 4 $131.67
Annual Leave Pa: Wages v v $752.40
Overtime (1.5x) Wages S1 200.00 $1,200.00 $49.50
Overtime (2x) Wages $720.00 4 4
Mileage Allowance Wages $792.00 $660.00 4
Personal Leave Pay Wages 4 4 4

TABLE 8.16 — Employee wages information
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Category Type Greg Hancock Jonathon Winner Grace Brown
Private Health Fund Deductions $720.00 $684.00 N/A
Union Fees Deductions N/A N/A $81.00
PAYG Withholding Taxes $3,114.00 $2,952.00 $1,043.00
Annual Leave Accrual Leave
- Balance adjustment 290 212 91
- Year-to date 26.307 26.307 26.307
Personal Leave Accrual Leave
- Balance adjustment 86.88 161.72 41.385
- Year-to date 13.153 13.153 13.153
Superannuation Guarantee | Superannuation $1,436.40 $1,436.40 $711.00
TABLE 8.17 — Other employee information
Jobs
Job Number 1 2 3 4 5
Job Name Hack v Client Bronze Comp. Mgmt. Adv. Aztec Adv. Hack Adv.
Job Description | Preparation Preparation Consultation Consultation Consultation
and court and court and provision and provision and provision
appearance in appearance of legal advice. | of legal advice. | of legal advice.
defence of pursuing
claim made by compensation.
customer.
Linked Hackett Nickel Bronzewing Management Aztec Mining Hackett Nickel
Customer NL Mining NL Placements Supplies NL

TABLE 8.18 — Jobs

Time sheets for the week ending 8/09/202_ (Pay Date 9/09/2_):

Times given are in the decimal equivalent of hours and minutes. Daily figures are provided to assist
you to determine if overtime applies. Read the timesheet information carefully.

Tables 8.22 and 8.23 have been provided to help you work out the hours you need to enter in payroll
for each employee and on each job.

Greg Hancock
Date Customer Job Activity Hours | Daily/Km
2/09/2_ | Hackett Nickel NL Consulting 4.0
Non chargeable 3.6 7.6
3/09/2_ | Hackett Nickel NL Consulting 3.6 3.6
Hackett Nickel NL Mileage 210km
5/09/2_ | Hackett Nickel NL Court Appearance 5.0
Non chargeable 2.6 7.6
6/09/2_ | Hackett Nickel NL Court Appearance 9.6
Non chargeable 0.4 10
7/09/2_ | Management Placements 3 Consulting 3.5
Aztec Mining Supplies * 4 Consulting 2.0
Non chargeable 2.1 7.6
8/09/2_ | Hackett Nickel NL 5 Consulting 5.6
Non chargeable 2.0 7.6

* 57 Coolgardie Road, Kalgoorlie WA 6430. September 3 is a Saturday.
TABLE 8.19 — Timesheet for Greg Hancock
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Jonathon Winner
Date Customer Job Activity Hours | Daily/Km
2/09/2_ Non chargeable (Annual 7.6 7.6
Leave)
5/09/2_ | Bronzewing Mining NL 2 Consulting 4.0
Non chargeable 3.6 7.6
Bronzewing Mining NL 2 Mileage 130km
6/09/2_ | Bronzewing Mining NL 2 Consulting 4.3
Bronzewing Mining NL 2 Court Appearance 3.6
Non chargeable 3.7 11.6
7/09/2_ | Bronzewing Mining NL 2 Court Appearance 5.0
Bronzewing Mining NL 2 Consulting 1.6
Non chargeable 1.0 7.6
8/09/2_ | Management Placements 3 Consulting 3.6
Non chargeable 4.0 7.6
TABLE 8.20 — Timesheet for Jonathon Winner
Grace Brown
Date Customer Job Activity Hours | Daily/Km
2/09/2_ Non chargeable 7.6 7.6
5/09/2_ Non chargeable (Sick) 7.6 7.6
6/09/2_ Non chargeable 7.6 7.6
7/09/2_ | Bronzewing Mining NL 1 Sec 1.0
Management Placements 3 Sec 1.0
Hackett Nickel NL 2 Sec 1.0
Hackett Nickel NL 2 Mileage 30km
Non chargeable 4.6 7.6
8/09/2_ | Management Placements 3 Sec 2.5
Aztec Mining Supplies 4 Sec 1.1
Non chargeable 4.0 7.6

TABLE 8.21 — Timesheet for Grace Brown

Prepare pay cheques

9/09/2_

Prepare the pay cheques for all employees for the period 2/09/2_ to 8/09/2_. Pay

date is 9/09/202.

If the daily figure is greater than 7.6, then overtime will be payable. If the figure is greater than 10.6
then the first 3 hours are payable at time and a half (1.5x) and the remainder at double-time (2x). Any
work done on Saturday or Sunday is paid at 2x. Leave loading is payable on annual leave pay.

Employee

Base
Hourly

Overtime
1.5x

Overtime

_ >
© -
< ©
o 9 s 9
w > c 2
x 3 3 c 3
N a < 3

Leave

Loading

Mileage

Greg Hancock

Jonathon Winner

Grace Brown

TABLE 8.22

— Payroll worksheet
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Job | Employee Base Hourly Overtime 1.5x | Overtime 2x Mileage

1 Greg Hancock
Jonathon Winner
Grace Brown

2 Greg Hancock
Jonathon Winner
Grace Brown

3 Greg Hancock
Jonathon Winner
Grace Brown

4 Greg Hancock
Jonathon Winner
Grace Brown

5 Greg Hancock
Jonathon Winner
Grace Brown

TABLE 8.23 — Payroll/Job worksheet

Allocate base hourly to jobs by multiplying the number of hours by the employee hourly rate e.g.,
Grace Brown spent 1 hour on job #1 =1 x $29.80.

Total net pays for the week are $3,773.60.

Prepare invoices

9/09/202_ Create invoices for clients as follows:
o Hackett Nickel NL —Job #1 - $3,000 + GST.
o Bronzewing Mining NL —Job #2 - $2,000 + GST.
o Management Placements — Job #3 - $1,000 + GST.

Reports:

Print or display the following reports for the period 1/09/2_ to 9/09/2_.
e Payroll - Activity summary

e Payroll — Pay run history for Jonathon Winner

e Jobs —Job profit and loss

e Jobs —Job profit and loss comparison

e Jobs —Job activity

e Accounts — Trial Balance (September 202_)

Hancock & Associates
91 Hannan Street
Kalgoorlie WA 6430
9191 7095
Payroll activity report
01 Sep 2022 - 09 Sep 2022
Employee name SPaPeS  Deductions (5) Taxes(s)  Netpay(s)  Expenses(s) Leave (hes)
Grace Brown 1,153.40 9.00 215.00 929.40 11890 438
Greg Hancock 2,099.00 80.00 542,00 1.477.00 159.60 438
Jonathon Winner 1,924.20 76.00 481.00 1,367.20 15960 438
Grand total 5,176.60 165.00 1,238.00 3,773.60 43810 13.14

FIGURE 8.29 — Payroll activity
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Hancock & Assoclates
91 Hannan Street
Kalgoorbe WA 6430
9191 7095
Pay run history report
OF Sep 2022 - 09 Sep 2022
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FIGURE 8.30 - Pay run history for Jonathon Winner
Hancock & Associates
91 Hannan Street
Kalgoorlie WA 6430
9191 7095
Job profit and loss report
01 Sep 2022 - 09 Sep 2022
Job number Job name Income ($) Cost ($) Expense ($) Net profit ($)
1 Hack v Client 3,000.00 0.00 1,256.80 1,74320
2 Bronze Comp.. 2,000.00 0.00 921.30 1,01820
3 Mgmt. Adv. 1,000,00 0.00 452.30 547.70
4 Aztec Adv. 0.00 0.00 20.00 -80.00
5 Hack Adv. 0.00 0.00 448.00 -442.00
FIGURE 8.31 —Job profit and loss
Hancock & Associates
91 Hannan Street
Kalgoorlie WA 6430
9191 7095
Job profit and loss comparison report
Accrual mode
01 Sep 2022 - 09 Sep 2022
Total
1-Hackv 2 - Bronze
Client Comp.. 3 - Mgmt. Adv. 4 - Aztec Adv. 5 - Hack Adv. Total
4-0000 Income
4-1300 Professional Fees 3,000.00 2,000.00 1,000.00 0.00 0.00 6,000.00
Total iIncome 3,000.00 2,000.00 1,000.00 0.00 0.00 6,000.00
Gross Profit 3,000.00 2,000.00 1,000.00 0.00 0.00 6,000.00
6-0000 Expenses
6-4000 Payroll Expenses
gilgg:aymll SWegeaE 1,256.80 981.80 45230 80.00 448.00 3,218.90
Total Payroll Expenses 1,256.80 981.30 452.30 20.00 448.00 3,218.90
Total Expenses 1,256.80 981.80 452.30 80.00 448.00 3,218.90
Operating Profit 1,743.20 1,018.20 547.70 (20.00) (448.00) 2,781.10
Net Profit 1,743.20 1,01820 547.70 (80.00) (448.00) 2,781.10

FIGURE 8.32 - Job profit and loss comparison
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Hancock & Associates
91 Honnan Street
Kalgoorke WA 6430
9191 7095
Job activity report
01 Sep 2022+ 09 Sep 2022
A St e Aot e Dt (1) Cresa %)
100 L itatd L] 00 00
. Foyrel - Wages & Laterws e sm
e ad o aeme D et Type L Vema Owthn 1) Croda 3
1 R Ot L ™ - nn
' Hak v Ot 2 o —— Py v . 3 e
Toen Uan em
o e P L e Ty S e Ol (1) Crodm %)
2 Drores Comp. L} L
2 Beonse Comp. ] gt ey Py o W "me
Toest L] om
kel P akend i Tape Do R Ol 01) Crodn (%)
L} WETT AR L = L o0
» g Ade 2 gt ey oy - 0400
» T A » e morwy R 22 Foy ey jorar Wever reaco
Torul _mwn as
- Type (5 —— Owem (1) Credes )
. pesyey 2 - oy -~ T
Totnd Ll
Pl Jod nasme L e Type Dats Mama Dule 01) Cradin (8)
s ek Ay : g ey l s e
s Hah At ] feamd orator Weeer e
Tound et e o0
Crand total R L 6000 &
FIGURE 8.33 —Job activity
Hancock & Associates
91 Hannan Street
Kalgoorlie WA 6430
9191 7095
Trial balance report
Sep 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 3773.60 45,946.40
1-1200 Accounts Receivable 6,600.00 6,600.00
12110 Office Equipment at cost 0.00 56,700.00
1-2120 Accum. Depr. Office Equipment 0.00 28,200.00
21212 GST Balance 600.00 3,980.00
21350 PAYG Withholding Payable 1,238.00 8,347.00
21355 Superannuation Payable 43810 2,239.10
21360 Private Health Fund Payable 156.00 936.00
2-1361 Union Fees Payable 9.00 89.00
3-1000 Share Capital 0.00 100.00
3-8000 Retained Earnings 0.00 55,138.00
41300 Professional Fees 6,000.00 63,800.00
64100 Payroll - Wages & Salaries 5,176.60 44,061.60
64200 Superannuation 438.10 452110
64310 Rent 0.00 5,000.00
Grand total 12,214.70 12,214.70 162,829.10 162,829.10

FIGURE 8.34 — Trial Balance
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CHAPTER 9 - INVENTORY

In earlier chapters you bought and sold items but did not maintain a record of items on hand at any
given time. The Inventory menu handles all transactions that involve the sale or purchase of items, or
adjustments required to write off missing or damaged items. It is here that you enter the opening
guantities and values of items and define the selling prices for those items.

MYOB uses a perpetual inventory system and average cost. This means that when inventoried items
are purchased, they are posted to the inventory control account in the general ledger, and when a
sale is recorded, MYOB moves the average unit cost of the item sold, from the inventory control
account to the cost of goods sold account. A manual accounting system that uses special journals and
subsidiary ledgers can also use a perpetual inventory system.

Most small businesses, who do not maintain inventory records, use what is called a periodic inventory
system with beginning and end of year inventory figures, usually determined by a physical stocktake.
This business has used that system up to now. With the periodic system all purchases of goods are
posted to the purchases, or cost of sales account, and opening and closing inventory balances are used
to determine the cost of sales for a given period. In previous chapters the financial statements have
not been adjusted to reflect the value of inventory on hand at the end of May.

Most computerised systems use the average cost method, but manual systems may be based on either
average cost or FIFO (first-in, first-out). The use of LIFO (last-in, first-out) is not permitted in Australia,
and the Specific Identification method is generally not suited to retail businesses.

Set Up Inventory Items

There are already a number of inventory items in Carry On Camping that use a 5-digit alphanumeric
code. These were set up in earlier chapters. MYOB will not allow us to change from buy/sell to the
buy/sell/inventory that is required for a perpetual inventory system because there are existing sales
and purchases in the data file. For this reason, new items will be set up using a 6-digit alphanumeric
code to avoid confusion.

Tables 9.1 and 9.2 contain the existing inventory items and a new one. Some of the items include a
description so that you can see the advantage of including this information on the inventory cards.
The procedure demonstrated is intended to refresh and extend your knowledge on how to set up
inventory.

CHAPTER 9 — INVENTORY



Name Single Airbed Sleeping Bag Fridge-Freezer Smartwatch

Description Durable single Black Wolf Engel Eclipse Garmin Fenix 6
airbed, inflates Campsite Fridge-Freezer Smartwatch
rapidly sleeping bag

Item ID AIRBDS BKWCSB ENFF38 GMFEN6

I Buy/! Sell/I Inventory MMM MM MMM [ [

Asset account for tracking 1-1300 1-1300 1-1300 1-1300

inventory

Selling price (excluding GST) | S50 $130 $970 $990

Buying/selling unit of Each Each Each Each

measure

Items per unit 1 1 1 1

Income account for tracking | 4-1500 4-1500 4-1600 4-1700

sales

Cost of sales account 5-1500 5-1500 5-1600 5-1700

Tax code GST GST GST GST

Supplier item ID AB100 BWSB1 EFF38 GFSW6

Minimum stock level 5 20 2 2

Primary supplier for Spinifex Group Sleepover Engel Aust Garmin & Co

reorders

Default reorder quantity 10 20 5 5

TABLE 9.1 - Inventory items

Name Family Tent Bungalow Tent Hiker Tent Stove

Description OZtrail 3 room OZtrail Bungalow | OZtrail Hiker OZtrail Double
12-person tent 9-person tent 2-person tent Burner Stove

Item ID 0Z12PT OZB9PT OZHIK2 0ZSTV2

I Buy/! Sell/I Inventory MMM MMM MM MMM

Asset account for tracking 1-1300 1-1300 1-1300 1-1300

inventory

Selling price (excluding GST) | $730 $480 $120 $140

Buying/selling unit of Each Each Each Each

measure

Items per unit 1 1 1 1

Income account for tracking | 4-1400 4-1400 4-1400 4-1600

sales

Cost of sales account 5-1400 5-1400 5-1400 5-1600

Tax code GST GST GST GST

Supplier item ID 0zD12 0ZDB9 OZHT2 0ZDS2

Minimum stock level 2 5 10 8

Primary supplier for Ozzie Trailblazers | Ozzie Trailblazers | Ozzie Trailblazers | Ozzie Trailblazers

reorders

Default reorder quantity

10

10

TABLE 9.2 — Inventory items

To set up the inventory items in the tables above, select the Create item on the Inventory menu.

Details

Name:
Description:
Iltem ID:
Inventory

Single airbed
Durable single airbed, inflates rapidly
AIRBDS

Tick the box to indicate that you inventory this item.

Asset account for tracking inventory:

1-1300 Inventory
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Selling
Tick the box to indicate that you sell this item.

Selling price: $50.00

Selling price is: @ Tax exclusive.

Unit of measure: Each

Iltems per selling unit: 1

Income account for tracking sales: 4-1500 Sales Sleeping Equipment

Cost of sales account: 5-1500 Cost of Sales Sleeping Equipment
Tax code: GST

Buying

Tick the box to indicate that you buy this item.

Buying price: Leave blank (MYOB will update this as purchases are made)
Buying price is: @® Tax exclusive.

Unit of measure: Each

Items per buying unit: 1

Tax code: GST

Supplier item ID: AB100

Restocking information

(This is optional, but very useful. MYOB uses it in reports and for reordering. The business uses this
information when there are new staff, or someone is filling in while staff are on holidays, as it is
information that is readily available to assist others in these circumstances.)

Minimum stock level: 5
Primary supplier for reorders: Spinifex Group
Default reorder quantity: 10
Create item “%coo e @ e
Detads
= o
. -
Suthrvy
L
@
- e erre C Caom.
Buyng
B 1 by s
=
Restoching vl maetion
SR

FIGURE 9.1 - Item Card
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Click [Save and create new] and set up the other inventory items in tables 9.1 & 9.2. When all the

items have been set up your screen should look the same as the one in figure 9.2.

T ————— W —— ==
e Ty -y
- - a ) S wvactoe Bt
e B0 = Mams O sl # Cumverst b (§) & Sollng price (3] ¢ Tam 8
AEELY e ] o aco SO00  Waahuber
AlRRS Astd 5000 Neckaded
BXWCSE Tiremeng Bag 0 oo 1000 Kshuded
[ oR] i) Bag V0 Cacksded
I e §rowim LT ]
[0 13 Fanbgr Fremoes ] a0 YOM  Esaded
[F11™ vt by 000 Eachaded
NN e tealch 0 a0 008 Kaukadesl
[FIE Fuammy Lot o a0 1O Esciuded
e R et 000 Kevkades)
oz N 0 ago 48000 Ewciadert
[aFo0 %) Shiver O Esruded
O e Hidwe Lot 0 ao0 LUG0n [
o et 12000 Nashaber!
0TSV Srove 0 a0 W00 Weckades

FIGURE 9.2 - Items List

Before proceeding any further we are going to make all the old 5-digit item IDs inactive
confusion because the new names and numbers are similar.

To do this:

e (lick on the item ID and this will take you to the screen shown in figure 9.3.

e Tick in the ‘Inactive item’ field and click [Save].

. This will avoid

Item Airbed =
Details
MNarw  Awbod
[ ]
@) tne v g rnpetaon ony ke and gusr Panes

Bem 1D | MEDS

[ L

FIGURE 9.3 — Make an item inactive

When you return to the Items window you will no longer see this item. Continue w
until all the old items are inactive and your list looks the same as figure 9.4.

IEmS Bt 10 mmiony beme active Upgraste for more vty s, -I
B rype arch

AN s | | @ | W e o
Tern 10 = Mamme Onhand & Cuventeshue($) 8 Selingice (5 ¢ Tax 8
RIBROS Sangie. sarhad L] (1] 5000 Excheded

[ e ] Shewpang flag L] noo 13000 Euchuten
TS Fradege Frewom o am TN Ccheded
UMEENS S hatich o L1 WD Eachaded
o bamuiy Teme o am TI0N0  Ferheded
OTET Bunaslon Termt o L1 40000  Ewcleded
o hier T L] noo 12000 Exchaded
oIV Came o any 10N Faciied

ith this process

FIGURE 9.4 - Items List

CHAPTER 9 — INVENTORY 231



Record Inventory Opening Balances

Before entering the opening balances for these inventory items an adjustment must be made to the
current balance displayed in the control account in the general ledger, otherwise the inventory
subsidiary ledger will be out of balance with the control account.

The balance of $10,700 was the opening balance for the current financial year. To adjust it to the total
value of inventory shown in Table 9.3 a general journal entry is required to move the difference to a
new account named ‘Stock/Inventory Adjustments’ with the account number 5-0500 which you can
select from the recommended account list for Cost of sales when you click Create account. It has a
tax code of N.T because it is for internal adjustments. Record the journal entry as shown in figure 9.5.

Create general journal transaction
Date* Reference rumber *  GRODOD13

CORY acgntment (O

Dutplay i GST report a* Amounts e @ Ta exane
® Purcraw Lo exctunee
‘aahe
Cescription of trariacton
Adpast ewentory DI 08 NMGE TO PPN
]
Aczount * Dot ($) Crodit (5) Quantity Descniption Job Tax code *

11300 twersory - 1.142.00 “« N1

50500 Socdk/rwentory Aduatments LT L2

Total debit  $L747.00
Total credit  S1747.00

Yo $0.00

Out of balance $0.00

ey JrT—— e p——

FIGURE 9.5 — Adjust value in general ledger account

To enter the opening balances for the inventory items shown in table 9.2, click Create inventory
adjustment on the Inventory menu.

Item ID Quantity on Hand Unit Cost Total Value of Inventory
AIRBDS 19 $28 $532
BKWCSB 14 $70 $980
ENFF38 5 $530 $2,650
GMFEN6 5 $560 $2,800
OZBI9PT 14 $265 $3,710
OZHIK2 15 $65 $975
0ZSTV2 10 $80 $800

$12,447

TABLE 9.3 — Opening inventory quantities and unit cost

Date: 01/06/202_
(You will get a warning sign if the date is ahead of your system date
as it was when the screenshot was taken.)

Transaction description: Opening balances

Select the Item ID and enter the quantity on hand in the ‘New on hand’ column (the adjustment figure
is automatically entered by MYOB) and then enter the unit cost. MYOB will calculate the amount for
you (check the figure against the one shown in table 9.3 just to make sure you have entered things
correctly so far.
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Then enter the account number 1-1300 Inventory. We want this entry to effectively be in and out of
that account so that the balance does not change. The first line should look like the one in figure 9.6.

Adjust inventory

Frewobony jourmel e Date Taracton descnpton

LoRCo!

fem 1D *

g0 -~ O Sogheseted ) B i)

() tOFY aduntment @

Curront  Adpntownt Newonhand  Unll cost (8] Amount (5)  Accoust * ()

200 SI200 141200 weet -

o |

FIGURE 9.6 — Adjust Inventory

When you have entered the items in table 9.3 your screen should look the same as figure 9.7.

Adjust inventory

R T e e Dute T Ao ctaom Guicreton

100000 e L
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°

1LY adpstment O

U com (50 Ameut (5)  Acsownt * () ot Mo
moo SARH0 11000 bt
00 WOO0 11300 hvewt
53000 LE5000 11300 bwem
000 220800 11300 Iwwewt
2000 TYASD 1300 hevest
@ SO0 11000 b
000 0000 1-1300 ket -~
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FIGURE 9.7 — Adjust Inventory

Those circles with the letter ‘i’ in them are useful when you want to check stock levels. Click [Save]

then [Cancel].

If you want to check the entry you have just recorded go to Find transactions on the Banking menu.
Change the source journal to Inventory and select Debits and credits. The entry you will see is

displayed in figure 9.8.

[Find transactions

Detats and Crocits  Transactions  Find and mplace

Dove froe 2% © Soarce Jouma

Custom owso = IN0NR023 ™ owentory el - ~» - B
Date = Reforenceno ¢ Description & Accoumt ¢ Source joumal ¢ Debit (3) * Crecu (3) ¢
OUOW/2023 1LJOO0OD) Operung batsrces 1-1300 wentory Invertony jounal 12.48700
0VOer2023 1S0000C Oporwng Daances 11300 wvervtory ety UM 53200

OUON/2023 LIOO0OO! Cpenrg Exarcon 11200 lventoey Invwetary puma 480.00

OV0ar2023 1000001 Oporwrq batances 1-1300 mvortory Ieetory puma 265000

OVOA023  LIOOOOO! Oprung batasces 1-1300 wwentory nvemtany poumal 280000

OUORINZY LIOODOOY Oponng basncss 1-1300 iventory e nry pAns 3,790.0¢

CUON2023  LIDOOOO! Operwng batsnces 1-1300 Wwentory vwetony pranal WIS.00

OUOB/2023  LIDD00OY ey bt snc e 11300 mwerory Vvveme ey ponat $00.0C

FIGURE 9.8 — Opening inventory balances entry
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Transactions

The recording of purchases and sales of inventory items is done in the same way as in the earlier
chapters on purchases and sales and for that reason detailed instructions are not provided for some
transactions. The only difference now is that you have the inventory subsidiary ledger working away
in the background, providing you with up-to-date information on inventory levels, prices and so on.

Cash Sale

June 1 Cash sale of 2 x OZtrail Hiker 2 person tents @ $132.00 each including GST. The
invoice was paid by EFTPOS.

Always check the price displayed and the price charged and change if necessary.

Create invoice

Ivoncn b * | 7
Crstnme O rumter
No ABK v v 0 0P Qs

e dute *

Yor diate * | Canh o delewery

1B WA @B il =] &) Stant getting pad onkoe (5
Arounts wry @ Tax e
Tan exchnsee
o
L Description Recoumt * (D Unit (1) No of units Unat prics Duacount %) Amount (5) ¢ Job Taw code *
o @ Ot Howe 2 41400 Saen Tty tach 2 w20 T 20400 GST
petien tent
Notet 15 aatomer (D e as detast
st e
Froght () Ll T
Tas 2400
Tors 26400
Amount paid () Jea 0
Batarue dhow 00

View P05 | | Emat iworce || Sove msrocurming || Fretit trom recurmg Concet || Soveara. -

FIGURE 9.9 — Cash Sale of items

Purchase Order

In this transaction you are going to order a new item that will be used as part of a promotion. This
new item will be created while entering the purchase order details.

June 1 Purchase Order sent to Ozzie Trailblazers for 10 x OZtrail Hike Pack 65L (OZHP65) @
$108.00 each excluding GST. This ‘other’ item will have a base selling price of
$180.00 each. (Supplier’s Code OZHP65). Reorder and minimum levels are 5.

To enter this transaction, begin by selecting Create purchase order on the Purchases menu. On the
first line type OZHP®65 in the item number field. A blank inventory item list will appear, indicating that
this is not an existing item number, click Create item.

Item details

Name: Hike Pack
Description: OZtrail Hike Pack 65L
Iltem ID: OZHP65

Inventory details

Asset account for tracking inventory:  1-1300 Inventory
Selling details

Selling price: 180 (tax exclusive)
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Unit of measure: Each

Account for tracking sales: 4-1700 Sales Other

Cost of sales account: 5-1700 Cost of Sales Other
Tax code: GST

Buying details

Buying price: Leave blank (tax exclusive)
Unit of measure: Each

Number of Iltems per Buying Unit: 1

Tax code: GST

The information about the minimum level etc cannot be recorded when you add an item here. You
will have to edit the item later. Alternatively, you can set up the inventory item first and then create
the purchase order.

Click [Save] to return to the purchase order screen. Enter the quantity and unit price for the new item.

Create purchase order
Soppien * Puschase oedes ramdes * 00002000
Dusm Tralissors « | D AN mald
AIPDbe avrou » mumbe
Report to ATO vaa TPAR Sovwe dule® | OV/06/203 -
Deppey Addes Fromest date MY -
Carvy On Campng Armes mty wre Taw wchone
1300 Ay | gty ® Tas exchusive
Maddington WA €123
o
theen 1D Owaription Account * () No of units Unit price  Discont (%) Amount [8)*  Job Tax code *
Onwes @ OZvws bowe Pack 650 1.7200 ewentory 0 10000 000 1000.00 GsT
Notw
Sutotsl $1080.00
Frmght (%) am | GsY
T $%00.00
Torat S1Ma00
Arrourt paed () [T
falatn e dee a0
e 05 )| St s s |
L____J

FIGURE 9.10 — Completed purchase order for new item

Click [Save] and then [Cancel].

Stock Alert

The Reorder low stock items on the Inventory menu provides very useful information about items
that have fallen to or below the minimum stock level figure entered on the inventory cards. You can
create purchase orders from here also, and MYOB will use the information provided on the card to
create the purchase order to the preferred supplier for the default reorder quantity.

The report shown in figure 9.11 shows that there are two items requiring reordering. Select all items
as shown.

- . —
Reorder report -‘
Supphen: | AN totacres Ropert opBOns | et ‘
. =] =
@ im0 [ sy wppten Ow handt Sy Si— SR Scatabe — [romyyss— r—
Q@ wwr Gamiy Tere Curw hmtssers [ 0 0 o 2 tach (1) 5 tach
8 wmws Ty By [ u 0 5 " 2 Lah (1) 20 tmh

FIGURE 9.11 - Reorder report
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Click [Create purchase order] and a blank report will reappear. That is, provided your system date is
later than the dates we are working with i.e., June 202_. If not, the automatic creation of the purchase
orders will fail, and they will have to be created individually for the reorder quantity shown in figure
9.11, unit prices to be entered when the goods are received.

If the automatic creation of purchase orders worked for you, then as you were not given an
opportunity to enter the date, MYOB will have given the purchase orders an issue date of whatever
your system date is. To find and edit the purchase orders go to Purchase orders on the Purchases
menu and enter your system date in the ‘Issued to’ field.

When the list appears, click on the PO number, and change the issue date to 5/06/202_.

The new purchase orders that you have created do not have any monetary values shown as this
process does not include unit prices (see figure 9.12). If the business prefers to include prices on the
purchase orders, these can be inserted by viewing the order, inserting the price, and then saving.

Purchase orders m

Al ~ owora022 M 30/062023 = Resot

Totel amount S1.18800  Balance Due $1138.00

Issue date ~ PO number = Supplier - Supplier invoice no * Amount (§) ¢ Balancedue (S) ¢ Promised date &
05/06/2023 00002040 Ozzie Tral 0.00 0.00
05/08/2023 X00Z0N Sleepower 000 Q00
01/06/2023 0002009 Ozzie Trol 1388.00 1.188.00

FIGURE 9.12 - Purchase orders

Order for New Customer

Sales orders are used to get information into the accounting system about goods that have been
ordered and require delivery as soon as possible or by some specified date. These are converted into
a sales invoice when the goods are delivered or ready for delivery.

June 5 Order #233 received from Adventure Tours of 436 Rapids Road, Serpentine WA 6125
for 16 AIRBDS, 16 BKWCSB and 4 OZB9PT. All prices are the base selling price.
Delivery is required June 12 and we have agreed to terms of net 15 days.

Select Create sales order on the Sales menu. Type 12/06/202_in the ‘Promised date’ field.
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[Create sales order @

Agvemure Tous v
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=3
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Suttotal $4 800 00
~
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Ta 348000
Total $5.280.00
p—— — ]

FIGURE 9.13 - Sales order

Cash Sale at Special Price

Most of the time, items are sold at the selling price in the system, however, there are times when a
decision is made to charge a higher or lower price for some reason. In that case you enter the sale in
the normal way but change the price to the special price given to that customer. Remember to record
the receipt of the payment.

June 6 Cash sale of 1 Engel Eclipse fridge-freezer (ENFF38) @ $870.00 plus GST. The
customer paid by cheque, which was banked today.

Receive Goods Ordered, with Bill
The items ordered from Ozzie Trailblazers on June 1 have arrived, together with the bill.

June 7 Received invoice #27511 (PO #2009) for 51,243.00 from Ozzie Trailblazers, together
with 10 OZHP65 @ $108.00 each. A freight charge of $50.00 was added to the
invoice. All prices are GST exclusive. Terms 5%10/N30.

Select Purchase orders on the Purchases menu. From list of purchase orders select the one dated
01/06/202_ (just in case you have a different PO number) and convert it to a bill by clicking [Convert
to bill].

Check the quantities received and prices charged. Remember prices on purchase orders may not
always be correct unless confirmed with the supplier. Make changes if required and add the freight
charge. (See figure 9.14)
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Create bill

Ozpe Trattazery V| © ABN e
Mo oper puthate crders
Cavry On Camping we*  TION023
1800 Altharry Heghway . -
Maadmgton &A 6100 A OuLive
o ve
Roport 10 ATD wa TPAR
o
Rem 1D Dercrpton Account * No of unts Unit price  Discount (%) Amount IS) ¢ Job Tas code *
QDees v O OZust Hike Pack 1 vent v 10 10800 0o 108200 v a5l v
Subtoty $1.080 00
Feuight (5}
Tax S11300
Tota! $1.24300
Amount pad (S}
Daance ove $124300
Vierw POS Save as recunng Prefdl l1om recurmng Cancel Save and... ~ n
FIGURE 9.14 — Convert purchase order to bill
June 10 Received invoice #2221 (PO #2011) for $1,595.00 from Sleepover, together with 20

BKW(CSB @ $70.00 each. A freight charge of $50.00 was added to the invoice. All
prices are GST exclusive. Terms N30.

Convert Sales order into Invoice with volume discount
The business is ready to deliver the goods ordered by the new customer.

June 12 Invoiced Adventure Tours for goods as per their purchase order #233 - 16 AIRBDS @
$50.00 each, 16 BKWCSB @ $130.00 each and 4 OZB9PT @ $480.00 each. Because
this is a new customer and they have purchased a reasonable quantity of items, the
owner of the business has decided to give them a 5% discount on all items. A freight
charge of $50 is to be added for delivery. Terms N15.

On the Sales menu click Sales orders and select the one for Adventure Tours. Click [Convert to
invoice].

Enter the 5% discount and freight as shown in figure 9.15. Make sure the issue and due dates are
correct.
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FIGURE 9.15 - Invoice with volume discount

Insufficient Inventory

Whether or not the business automatically enters all orders from customers as sales orders, when a
customer places an order with you for an inventory item that you do not have sufficient inventory of
at that time, MYOB will warn you about the situation as you will discover in the next entry.

June 17 Credit sale to Kalbarri General Store of 4 x OZtrail Family 12-Person Tents (0Z12PT)
@ $730.00 each excluding GST, delivery is required as soon as possible. Customer
purchase order #351.

Go to Create invoice and enter the credit sale details as though you expect to be able to supply the
item ordered. When you click [Save] the message shown in figure 9.16 will appear.

| -~

| ) There is not enough stock on hand for some items. The number of ussts Ewoiced shoukd not be more than the stock on hand quantity. Please update and try agair x

e?

FIGURE 9.16 - Insufficient stock

If you click on the information icon next to the Item ID you will see that there are 5 on order and 0 on
hand. Click [Cancel] and then [Discard].

At this point management would or should contact the customer to explain that they are expecting
delivery of this item very soon and they have put this order in the backorder file for delivery as soon
as stock arrives.

This version of MYOB does not allow us to convert the invoice into a sales order. Create a sales order
so that the order is in the system.

Receive Part Delivery of Goods (Backorder)

Sometimes suppliers are unable to supply the requested quantity of an item because they do not have
sufficient in the warehouse, but usually they have some on order, which they then promised to deliver
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as soon as it becomes available to complete the order. When this happens some or all the items
ordered are placed on backorder unless you (the customer) decide to cancel the balance of the order.

June 19 Received Invoice #27520 for $1,760.00 from Ozzie Trailblazers for goods ordered.
Items received were — 4 only OZ12PT @ $380.00 each plus GST. The remaining
quantity has been put on backorder and will be supplied as soon as available.

The freight charge added was $80.00. Terms 5%10/N30.

Go to the Purchases menu select Purchase orders. Click on PO number 00002010 and it will display
on your screen.

[Purchase Order 00002010

D Activity history G Conwert to b $0.00 $0.00 $0.00

12 Tradblasers v Om-.».w

Repent 10 ATO wia TPAR fate®  OS/0B/2023 a4

Carry On Camping A ' - Tos CNUve

1800 ARuary Heghway
Maddngton WA 0109 L« 7Y -
]
nem 0 Description Account * M0 of unas Uni price  Discount (%) Amount (8] *  Job Ton code *
ozFT v (O OZwak 3 room 12 1300 wente W 5 000 oco ano v osT v
person tent
~ ~ v v
Subtotal $0 00
Freight IS) 200 osv
Tas $000
Yotal $0 00
Amount pac $000
Catance due 3000
Delote < Corwert to bl ' View POF  Emad purchase order Concel  Seveand. v n

FIGURE 9.17 — Open purchase order

Click Convert to bill.
Supplier invoice no: 27520

Issue date: 19/06/202_
No of units: 4
Unit price: 380

Add the freight charge and then record. (See figure 9.18)

If you order items but do not receive all of them, you can edit the ‘No of units’ column in the purchase
order before or after converting the purchase order to a bill. If you are expecting to receive the
undelivered items later, as in this case, you will have to create a new purchase order for the items on
backorder as it cannot be done automatically in this version of the software.

You could wait and create a bill for them when they arrive, but by creating the purchase order you
have a record in the system of items still to be delivered.

Check your screen against figure 9.18 before saving the transaction. Then create a purchase order to
record the 1 only 0Z12PT family tent @ $380 excluding GST on backorder.

Finally, create a new purchase order to Ozzie Trailblazers for 5 family tents @ $380 each excluding
GST, as once the order for Kalbarri General Store is filled the business will again have insufficient of
this stock item available.
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[Create bill

00002012
yrze Tradomzoes VO ABN v =
No open purchase orgers
1H08/20 =
Carry On Camping 20/06/2023
W00 Albany HiIghway
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Report to ATO va TPAR
L
Bem 10 Descnpson Account * No of units Unit price  Discount (%) Amount (8)*  Job Tax code *
o v @ D2t 3room 1. 2+ 141500 tovestor v 1 380 OC 00 152000 v GST
POCUon ten
~ ~ ~ ~
Subrotal $1.520.00
Frmight 8) KO0  GET
Tax s1s0.00
Total $1.700.00
Amount pad |81
Batance ove $1.760.00
View POF Save a5 recumng Profill from rocurring Concet Sovwand.. ~ _

FIGURE 9.18- Part delivery of purchase order

Price Correction

When there is a correction of an over or under charge, care must be taken to change the unit price
and not the quantity of inventory on hand.

June 19 The price charged for the 10 only OZtrail Hike Packs (OZHP65) was incorrect. These
were charged to us at $108.00 each when we were quoted $98.00 each. Ozzie
Trailblazers has issued us with adjustment note #27535 for $110.00.

Go to the Purchases menu click Create bill.

Line 1: Enter a negative quantity to reduce inventory by ten (10) of this item at the original price
charged by the supplier.

Line 2: Enter a positive quantity to increase inventory by ten (10) of the same item at the new price
charged by the supplier. (See figure 9.19.)

[ .
|Create bill
OOOO20N?
Qzpe Trakotazers - rep—
@ AN et =
PO apen pUrcr e orers
WOs -
M S1one Stheet . W03
Croyson VIC 3136 " e
Ausiane Tas messie
© Tax exchusivn
Raeport to ATO vie TPAR
o
em © Descrgtion Acceunt * Mo of units Unit price  Discount %) Amount (81 * Job Tax code *
OLHPES v @ 02w e Pack 11300 Wwentor 0 %6 00 000 108000 v o8l W
€u
oxres v (D OZwast Hie Pach 11300 Mwentor v 0 S6.00 000 %8000 v GST v
o5
- v v v
Lubtota -8100.00
Foeigre (31 X
Tox $%0.00
Tots! “$1%0.00
Amount paid (3] 00
Batance oue ~$10.00
R e— PEPR— - |

FIGURE 9.19 - Price correction
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Click [Save] and [Save] again.
Now click Supplier returns on the Purchases menu. The window shown in figure 9.20 will display. Click
Apply.

Purchase returns and debits

Tots areunt: -$110 0 Total ettt amount: -$110.00

Issue date » B number & Suppber - Supphet voce na ¢ Amoum ($) ¢ Salance due ($] ¢ Record refund Apply 1o purchase

22w Tradtaaders 78S n00C 1000 @ Retend B Aspdy

FIGURE 9.20 - Purchase returns and debits
Apply the $110 against the bill dated 07/06/202_ as shown in figure 9.21.
[Apply supplier debit to purchase

' PJODODO3

bo Tradtearers v

¢ WoeN02)
0.0

Ozzbe Traitsarees. Dubit ftom 00002017

l1sue date B nurmber Stalus Batance due (S) Duscount (S)  Discounted balance (S) Arount apobed (S)

19/06/2022 0007014 Open 1.760.00 176000

/0620 ! Open 124300 43100 10.00
020 4 Open 6500 26300

28/08/2023 “ Dpen 353500 3535.00

Total amount apphed. 3110.00

e [
FIGURE 9.21 — Apply supplier debit to purchase
Click [Record].

Purchase Return

When goods are returned to a supplier, MYOB reduces the balances of the general ledger control
accounts for inventory and accounts payable, as well as the individual inventory item and supplier
cards in the subsidiary ledgers.

June 21 Received adjustment note #2254 for $77.00 from Sleepover for 1 Black Wolf
Campsite sleeping bag we returned to them because it was damaged. It was part
of the delivery we received from them on June 10.

Go to the Purchases menu and select Create bill.

This entry is like the previous one, in that you enter a negative quantity to indicate that one (1) of that
item has been returned to the supplier at the price charged. (See figure 9.22.)
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FIGURE 9.22 — Return to supplier

Click [Save] and [Save] again. Then go to Supplier returns and apply it against the open invoice dated
10/06/202_. Change the date of the transaction to 21/06/202_.

It is important to apply the credit against the invoice on which the goods were originally billed
particularly if a prompt payment discount applies, otherwise you could be claiming discount you are
not entitled to claim.

Invoice Goods (Backorder)
Do we have sufficient stock on hand to fill the order from Kalbarri General Store?

June 21 The item on backorder for Kalbarri General Store (customer order #351) is ready for
delivery today. Generate an invoice for the quantity ordered and add a freight
charge of $50. Terms N14.

Go to the Sales menu and click Sales orders. When the list appears select the sales order for Kalbarri
General Store and prepare to convert it to an invoice.

Click on the information icon alongside the item ID to check how many we have on hand that we can
deliver to the customer, and then create the invoice.

Item ID Description Accoun

0z1z v @ OZtrail 3 room 12- 4-1400
person tent

On hand: 4
s 1o ¢ Onorder: 6
Average cost: $380.00

Edit Item

FIGURE 9.23 — Checking quantity on hand
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FIGURE 9.24 - Backorder delivery to customer

Customer Returns Damaged Inventory

Sometimes customers return inventory that cannot be resold because it is damaged. If the fault is
ours and not our suppliers, then the inventory must be written off. This involves a 3-step process.

June 24 Adventure Tours have returned 1 Airbed single (AIRBDS) because they discovered a
puncture in it when they inspected the goods they received. The most likely cause
of this is careless handling but by whom we do not know. This was part of the
shipment on our invoice #2225, and their purchase order #233.

Step 1 - Create an adjustment note
Select the Sales menu and Create invoice.

Select Adventure Tours, enter the date, and purchase order details. Do not change the invoice
number as this is system generated and the business must send an adjustment note to the customer.

Item ID: AIRBDS
No of units: -1

The price that will display is the normal selling price. This is not the price that the customer was
charged on the original invoice, they were charged $50 less 5% discount.

Always check the original invoice price, as the boss would not be happy if you gave a customer a credit
for more than they were originally charged. Enter the price and the discount percentage (where
applicable), then record the transaction. (See figure 9.25)
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Adverture Tours

NO ABN rowied No Oph QUOtes

436 Rapus Raad
Serpenting WA 0125
Assiraka

ftem 10 Description

ars v Q Duratée snghe
e
1 agaty

View PDF Emad hwoce

2238
v
22)
. 2400/202) 1321
et O9O7/2023
I VISA @D B == o) Stant getting paid onine ()
Aot Tax chisive
© o macusive
o
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FIGURE 9.25 - Adjustment note for damaged goods

Step 2 - Apply the adjustment note against the outstanding invoice

Go to the Sales menu and Customer returns.

Click Apply.

Change the date to 24/06/202_ and apply the credit against invoice #2235.

Step 3 - Write off the damaged inventory

Go to the Inventory menu and click Create inventory adjustment.

Date:

Transaction description:

Item ID:
Adjustment:
Account:

24/06/202_

Damaged airbed written off.

AIRBDS

-1 (This will automatically update the number on hand.)
5-0500 Stock/Inventory Adjustments

Note: The reason for this step is that the adjustment note put the item back into inventory; it must
now be removed from inventory because it is no longer saleable, therefore it must be written off. Do
not change the unit cost, this is system generated based on average cost, and always post adjustments
of this type to the inventory adjustment account.

i’ Adjust inventory

LC00C02

fem O * Mame

npese v O Sege

st

2¢0620: A B Damaged akted wiltten off EOF ¥ adpatrment

Current Adjustmont Newonhand Unitcost(S) Amoent (§) Account * Job Memo

3 2800 7800 50800 Stoc W v

FIGURE 9.26 — Write off the damaged inventory

Click [Save] and then [Cancel].

CHAPTER 9 — INVENTORY

245



Receive Backordered Goods

June 25 Received a delivery of 6 x OZtrail Family 12 Person Tents from Ozzie Trailblazers
together with their invoice #27529. This bill covers the items on backorder and the
items ordered on purchase order #2016. A freight charge of $80.00 was added.
Terms 5% 10/N30.

Use Purchase orders on the Purchases menu. MYOB will not let you select both purchase orders to
convert into bills at the same time. Select each separately but enter the same invoice number on
both. Add the freight charge to the larger of the two bills.

The total for the backorder bill should be $418.00 and for the other bill it should be $2,178.00.

Credit Sale

June 26 Credit sale to Adventure Tours (customer order #239) for 3 x Airbeds (AIRBDS) @
$50.00 each. Invoice total $165.00. Terms N15.

Cash Sale

June 26 Cash sale of 1 only OZSTV2 for $150.00 including GST. The customer paid by EFTPOS. ‘

Cash Sale of promotional item

The hike packs were purchased to use for a promotional item to attract hikers. In this version of the
software, we are unable to group items together to make a promotional item, so instead we will
invoice the customer for the individual items at a discounted price.

June 27 Cash sale of 1 only Promotional Special @ $1,265.00 including GST. The customer
paid by EFTPOS.

Figure 9.27 shows what is in the promotional item. In this transaction you are going to change the
‘Amount’ figures as shown and MYOB will calculate the discount % for you. Alternatively, you could
just change the unit price.

Create invoice

24
Catn Soms v

E Visa @D Il (= i~ 51 ganiing paa onee a
e ) Tx nchuive
Tax e v
L
mam 10 Descnpuon Account * ( Uit () No of units Uniat price Dscoun (%) Amourt (3] *  Job Tax coge *
one v @ Oltrad M Pack 4100 SaOth v Each 1 19800 wer 9500 v o8 -
sy
Oz v @ OZus Haer 2 41200 SalesTen v Each 1 132.00 e 10.00 v OST v o
Deds0n Yot
ow v @ Gamnfeokt 41700 Saes Oth Vv Fach 1 108800 wow #90.00 vV OGN W o
Samias e anch
v v v v o
Save a4 cefme
Subtowsl $1.265.00
v
Freignt IS) 000 o8t
Tas .00
Total $1265.00
Amourst pasd (8] 128500
Baance due $0.00
Emad meoce Save 2t recurnng Prefi from recwrming Canced Savemnd. ~ —

FIGURE 9.27 — Cash sale of promotional item
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Customer Returns Goods (over-ordered)

This transaction is processed in the same manner as the return of goods recorded earlier in the month,
but only steps 1 and 2 are required as the item is not damaged and can be resold. Therefore, it does
not need to be written out of inventory.

June 28 Adventure Tours have returned 1 Airbed single (AIRBDS) @ $50.00 from Invoice
#2239, which was excess to their requirements. The item has been put back into
inventory.

Customer Returns Goods (refund requested)

June 29 The customer who purchased 1 only OZSTV2 for $150.00 including GST on June 26
has returned the stove because it was not what he needed. He really wanted a 3-
burner stove and we do not have any of those. The customer paid by EFTPOS and
was refunded electronically.

Create the invoice as shown in figure 9.28.

|Create invoice

Casn Sases v

No ARN privaensgs 4 qucaat
* 200002023

¢ Cashon delvery

B viSa @0 ER == (s% St getting peid omene OF

o © Ton chusive

Tas eainive

L
nem 0 Description Account * Unin No of units Unit price Oiscount %) Amount ($)*  Job Taxcooe *
ors. v @ Olumt Doutse 41000 Ssbem Kt v Bach 1 15000 100 000 v OGET v e
B Ty Stowe
v v ~ v -
Save a3 default
o Subtotal $150.00
Frwight (5) 000
Tax 51384
Totm *$150.00
Amaurt paid (5) 000
Baance due $150.00
R T Tt S — S —— - |

FIGURE 9.28 — Return by cash sale customer
When you have saved this invoice go to Customer returns on the Sales menu.

This time click on Refund and change the ‘Reference number’ to EFT as the refund has been made
electronically, not by cheque.

Record customer credit as refund

sloEmE

Roference nunmbor® EFT

Cash Sales ~
Z8/06r2023 it

Bank account *

1-110 Business Bank Account w

Rolund amount (§)1*
150.00
Dascription of transacton

Cash Sales: Crooit from 2243

FIGURE 9.29 — Customer refund
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End of Period Stocktake

The owner has completed a manual stocktake which shows that 1 sleeping bag and 1 stove are missing.
The computer records will need to be updated for these missing items.

[tems @ eof %0 mvamory sarms stthve  Upgrade for more meertory deme m
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FIGURE 9.30 — Computer stock figures

Go to the Inventory menu and Create Inventory Adjustment.
Change the date of the Inventory Adjustment entry to 30/06/202_ and check your screen against
figure 9.31 before you save the entry.

:'Adjus\ inventory

O00003 00007205 A T Swcktahe adustiments ECFY adpustiment

tem D * Mame Current  Adjustment Newonhand Usitcost(S) Amount(S) Account” Job Memo
@we v @ Swepngfag 24 1 " 70.00 7000 $-0500 St Vv

02ST v O S ' 1 > 80.00 8000 50800 Swc v

~ ) -

FIGURE 9.31 - Inventory adjustment entry

Inventory Reports

A variety of useful reports can be produced that will provide information about inventory levels, sales
analysis, and reorders required. Select Reports and Inventory.

Items sales analysis

This is a useful report for management that displays sales by quantity and amount, the cost of those
sales, the gross profit and profit margin.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999

Item sales analysis report

01 Jul 2022 - 30 Jun 2023

item ID Item name Quantity Amount (S) Cost of sales ($) Gross profit($) Profit margin (%)
AIRBDS Single airbed 17 Each 812.50 504.00 308.50 37.97
BKWCSE Sleeping Bag 16 Each 1.976.00 1,120.00 856.00 43.32
ENFF38 Fridge-Freezer 1 Each 870.00 530.00 340.00 39.08
GMFENG Smartwatch 1 Each 900.00 560.00 340.00 37.78
0Z12PT Family Tent 4 Each 2,920.00 1,520.00 1,400.00 47.95
0ZBIPT Bungalow Tent 4 Each 1,824.00 1,060.00 764.00 41.89
OZHIK2 Hiker Tent 3 Each 340.00 195.00 145.00 42.65
OZHPES Hike Pack 1 Each 150.00 92.00 52.00 34.67
0z5TV2 Stave 0 Each 0.00 0.00 0.00 [}
Grand total 9,792.50 5,587.00 4,205.50 42.95

FIGURE 9.32 - Item sales analysis

Stock on hand

This report lists details of the current number of units on hand, the number on order and committed,
together with the total value. It cannot be customised to a specific date. In ‘Report options’ tick the
box to display items with zero balances.

Note: Airbed should be showing a value of $28.00 in this report, but because the business has not
purchased any since moving to perpetual inventory it is not shown. The total value agrees with the
inventory figure in the general ledger.

Caery On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Stock on hand report
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FIGURE 9.33 - Stock on hand

Items register

This report, when expanded, provides information about the quantities of inventory purchased, sold,
or adjusted for a given period, the customer or supplier, and the total cost. Filter the report to display
the month of June.

Figure 9.34 shows portion of this report expanded to show the type of information that is available
for each item.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Items register report
@1 jun 2623 - 30 Jjun 2023
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FIGURE 9.34 — Items register report
Reorder
This report is a list of items to be reordered based upon minimum stock levels.
Caery On Camping
1800 Albany Highway
Maddington WA 6109
94591999
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FIGURE 9.35 — Reorder report

Accounts Report
The Trial Balance for June 202 _.
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
Jun 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 10,299.18 5,268.58
1-1120 il Ac 0.00 15,039.80
1-1121 Petty Cash/Cash on Hand 0.00 100.00
-1200 Accounts Receivable 19,74225 43,451.25
-1201 Less Prov'n for Doubtful Debts 0.00 145.00
1-1300 inventory 2,092.00 12,792.00
1-1310 Prepaid insurance 0.00 444.00
1-1311 Prepaid Advertising. 0.00 3,600.00
-2110 Furniture & Equipment At Cost 0.00 11,400.00
-2120 Accum. Depr. Fumiture & Equipment 0.00 4,515.00
1-2210 Impraovements At Cost 0.00 5,000.00
1-2220 Accum. Depr. Improvements 0.00 3,947.00
1-2310 Motor Vehicles At Cost 0.00 18,090.91
1-2320 Accum. Depr. Mator Vehicles 0.00 376.89
2-1110 Visa 0.00 289.80
2-1140 Accounts Payable 12,144.00 27,383.00
2-1212 GST 916.75 869.59
2-1350 PAYG Withholding Payable 3,130.12 4,746.12
2-13ss Superannuation Payable 1,444.25 2,12423
2-1380 Wages & Salaries Payabie 1,676.00 0.00
2-1361 Union Fees Payable 54.00 54.00
2-1362 Health Fund Payable 860.00 860.00
2-2105 Business Loan 0.00 13,650.00
3-1000 Owner's Capital 0.00 53,225.00
3-2000 Owner's Drawings 0.00 26,764.00
4-1400 Sales Tents 15,049.00 138,109.00
4-1500 Sales Sleeping Equipment 2,788.50 20,281.23
4-1600 Sales Kitchen Equipment £870.00 56,000.00
4-1700 Sales Other 1,050.00 62,810.00
4-2100 Service Income 350.00 3.,570.00
4-2200 Freight Income 100.00 1,450.00
4-2300 Discount Received 0.00 411.00
4-5000 Profit on sale of asset 0.00 40.00
4-5005 Other income 0.00 25455
4-5006 Interest Income 0.00 39.80
5-0500 y Adij 1,569.00 1,569.00
5-1400 Cost of Sales Tents 5.864.60 45,914.60
5-1500 Cost of Sales Sleeping Equipment 1,624.00 11,657.64
5-1600 Cost of Sales Kitchen Equipment 530.00 29,450.00
5-1700 Cost of Sales Other 658.00 32,118.00
5-2000 Freight Costs 260.00 1,010.00
52130 Direct Labour 3,460.32 348032
5-2380 Subcontractors 1,670.00 1,670.00
5-3000 Discount Allowed 0.00 32591
61110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 0.00 4,500.00
6-1150 Bad Debts 0.00 130.00
61160 Bank Fees & Charges 0.00 210.00
6-1250 Deprediation Expenses. 0.00 3,968.89
6-1300 Hlectricity Expenses 0.00 1,775.00
6-1500 Insurance Expenses 0.00 4,896.00
6-1700 Motor Vehicle Expenses 89.60 411040
64100 Payroll - Wages & Salaries 11,487.06 72,558.06
64200 Payroll- Superannuation 1,650.17 745315
6-4280 Postage & Stationery 0.00 633.45
6-4300 Rent Expense 0.00 33,500.00
64320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 24541
64460 Telephone & Internet 0.00 2,920.00
Grand total 50,714.40 50,714.40 402,118.79 402,118.79

FIGURE 9.36 — Trial Balance
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REVISION EXERCISE 1

Glenn and Andrea Black own and operate a small business that buys, sells, and inventories a range of
skiing equipment. They operate as a partnership and are registered for GST.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete)
e Enter opening General Ledger balances.
e Setup customer, supplier and inventory cards and enter opening balances.
e Record transactions for the month.
e Print or display reports for the month.

Create a new data file

Business name: Snow Time

Trading name: G & A Black

ABN: 72 777 350 871

Address: 175 Creek Road

Falls Creek VIC 3699

Phone: 5758 5555

Current financial year: 202_

Last month of financial year:  June

Opening balance date: July

Industry: Retail

Chart of accounts

Add Accounts
Account No. | Account Name Level Tax Code
3-1001 Glenn Black Header
3-1010 Retained Earnings GB Detail N-T
3-1020 Current Earnings GB Detail N-T
3-1030 Drawings GB Detail N-T
3-2001 Andrea Black Header
3-2010 Retained Earnings AB Detail N-T
3-2020 Current Earnings AB Detail N-T
3-2030 Drawings AB Detail N-T
4-1500 Freight Income Detail GST
5-0300 Freight Costs Detail GST

TABLE 9.4 — Add new accounts

Income allocation
Allocate retained and current earnings 50% to each of the partners.

Edit Accounts
Account No. Old Name New Name Level Tax Code
1-1110 Business Bank Account #1 Business Bank Account Detail N-T
1-2110 Plant & Equipment Plant & Equipment at cost Detail CAP
5-0100 Opening Stock/Inventory Cost of sales Detail GST
5-0200 Closing stock/Inventory Inventory Adjustments Detail N-T

TABLE 9.5- Edit existing accounts
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Other adjustments

Make accounts 3-1000 and 3-2000 inactive.
Delete Purchase Returns account.
Activate and link M | charge freight on sales.

Activate and link M | pay freight on purchases.

Enter Opening Balances

Snow Time
175 Creek Road
Falls Creek VIC 3699
5758 5555
Trial balance report
Jun2022
Account no Account name Debit ($) Credit {$)
1-1110 Business Bank Account 1748000 Dl
1-1200 Accounts Receivable 12,150.00
1-1320 Inventory 26,500.00
122110 Plant & Equipment at cost 24,700.00
1-2120 Accum. Depr. Plant & Equipment 6,850.00
2-1140 Accounts Payabie 12,515.00
2-1212 GST Balance 3,945.00
3-1010 Retained Earnings GB 28,760.00
3-2010 Retained Earnings AB 28,760.00
Grand total 80,830.00 80,830.00
FIGURE 9.37 - Opening Balances
Set Up Customer & Supplier Cards & Enter Opening Balances
Layout for sales and purchases — Services and items
Contact type Customer Customer Supplier Supplier
Name Snow Ski Holidays Cash Sales Snow Sports Pty Ltd South Face
Address 101 Bridge Road 390 Rush Street 93 Campbell Street
Richmond VIC 3121 Baldwyn VIC 3103 Ivanhoe VIC 3079
ABN 31426 749 002 38 119 484 356
Terms Net 14 days cob Net 30 days Net 30 days
Invoice number 3120 3396 9457
PO number 1919 1920
Date 7/06/202_ 19/06/202_ 26/06/202_
Amount incl. tax $12,150 $8,005 $4,510
TABLE 9.6 — Customer & Supplier card details
Set Up Inventory Items
We buy/sell and track stock.
Item ID SSK100 SKB100 SKP100
Name Snow Skis Ski Boots Ski Poles
Selling Price (excluding GST) $1,300 $1,000 $90
Buying & Selling Unit of measure Pair (1) Pair (1) Pair (1)
Tax Code when buying & selling GST GST GST
Minimum stock level 25 25 25
Primary supplier for reorders Snow Sports South Face Snow Sports
Default reorder quantity 25 25 25

TABLE 9.7 - Inventory items

CHAPTER 9 — INVENTORY

253




Item ID SSK100 SKB100 SKP100
Quantity on Hand 20 17 60

Unit Cost (excluding GST) $715 $550 $47.50
Value of Inventory on Hand $14,300 $9,350 $2,850

TABLE 9.8 — Inventory opening balances

Transactions

Buying and selling prices are GST exclusive, unless otherwise stated. The ‘minimum level for restocking
alert’ is 20 and the ‘default reorder quantity’ is 20 for all new items.

1/07/202_

2/07/202_

3/07/202_

5/07/202_

Cash sale of 1 pair Snow Skis @ $1,300.00, 1 pair Ski Poles @ $90, invoice no. 3122.
The invoice was paid by EFTPOS direct into our bank.

Purchase order no. 1922 sent to Snow Sports Pty Ltd for 10 x Snowboards (SNB100)
@ $385.00 each and 10 pairs of Snowboard Boots (SNB200) @ $275.00 each. These
new items will sell for $700.00 and $500 each, respectively.

Purchase order no. 1923 sent to Protection Plus of 79 Sunset Street, Greenacre NSW
2190 for 25 x Goggles (SPG100) @ $137.50 each, 25 x Helmets (SPH100) @ $110.00
each and 25 x Gloves (SPG200) @ $55.00 pair. These new items will sell for $250,
$200, and $100, respectively.

Order no. 6627 received from Mountain Lake Resort, Lakeview Crescent, Bogong VIC
3699 to be delivered as soon as possible. The order is for 4 pairs Snow Skis @
$1,300.00, 4 pairs Ski Boots @ $1,000.00, 4 pairs Ski Poles @ $90.00, 4 x Helmets @
$200.00 each and 4 x Goggles @ $250.00 each. We are to invoice and deliver what we
can and place the other items on backorder for delivery as soon as available. Give this
new customer a discount of 2.5% on this order. Terms net 14 days.

Tip: Create a sales order for all the items. When you convert it to an invoice and discover you do not
have sufficient of some items on hand, change the quantity for the two items you cannot supply to
zero and record. Then create the invoice for the items you can supply on the order. Create another
sales order for the items you are unable to supply. Remember to give them the discount.

8/07/202_
10/07/202_

12/07/202_

15/07/202_

16/07/202_

18/07/202_
19/07/202_

Cash sale of 1 pair Ski Poles @ $90.00 each. Customer paid by EFTPOS.

Received invoice no. 3405 (PO no. 1922) for $7,315.00 from Snow Sports Pty Ltd,
together with all the items ordered. A freight charge of $50.00 was added to the
invoice.

Received invoice no. 1023 (PO no.1923) for $8,428.75 from Protection Plus (ABN 08
178 336 723) together with all the goods ordered. A freight charge of $100.00 was
added. Terms net 14 days.

Snow Ski Holidays returned 1 pair Ski Poles that was invoiced to them on invoice no.
3120 dated 7/06/202_. They ordered too many. Prepare an adjustment note for
$99.00 including GST.

Delivered the items on backorder to Mountain Lake Resort. Generate an invoice for
them and add a freight charge of $20 to the invoice.

Cash sale of 2 pairs of gloves @ $100.00 a pair. Customer paid by EFTPOS.

Check ‘Reorder low stock items’ and create orders for all items on that list. Before
you do that make sure you have updated all the new items to include restocking
information. After creating the POs locate them and change the date on the order(s)
to 19/07/202_.
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22/07/202_

24/07/202_

26/07/202_

30/07/202_

Invoice Snow Ski Holidays for 2 pairs Snow Skis, 2 pairs Ski Boots, 2 pairs Ski Poles, 2 x
Helmets, 2 x Goggles and 4 pairs of Gloves. Add a freight charge of $50.00.

Received 18 x Snowboards @ $385.00 each and 5 pairs Snowboard boots @ $275.00
each from Snow Sports Pty Ltd together with their invoice no. 3452 for $9,223.50
which includes a $80.00 freight charge. The balance of the order has been placed on
backorder to be delivered as soon as stocks are available.

Received the 25 pairs of Ski Boots @ $550.00 each ordered from South Face together
with their invoice no. 9533 for $14,671.25. They gave us a discount of 3% on this
purchase.

Cash sale of 1 Snowboarders Special. Customer paid by EFTPOS.
This promotional item includes — 1 x Snowboard, 1 pair Snowboard Boots and 1 x
Helmet, all discounted by 10%.

End of Month Stocktake
The owners have done a manual stocktake and these are the physical quantities on hand at the

31/07/202._.

Stock on hand

Snow Time
175 Creek Road
Falls Creek VIC 3699

Item ID ‘ Item name ‘ On hand ‘ Count
SKB100  Ski Boots 36 36
SKP100 Ski Poles 53 52
SNB100  Snowboards 27 27
SNB200  Snowboard Boots 14 14
SPG100  Goggles 19 18
SPG200  Gloves 19 18
SPH100 Helmet 18 18
SSK100 Snow Skis 13 13

FIGURE 9.38 — Inventory Count Sheet

Reports

Inventory

e |tems register - expanded (1/07/202_ to 31/07/202_)

e Reorder

Sales

e Sales register (1/07/202_to 31/07/202_)

Business

e Profit and loss (1/7/202_to 31/07/202_)
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175 Creek Road
Folls Creek VIC 3699
5758 5555
Items register report
01 Jul 2002 - 31 Jul 2022
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FIGURE 9.39 - Items Register [Detail]
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Snow Time

175 Creek Road
Falls Creek VIC 3699
5758 5555
Reorder report
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FIGURE 9.40 - Inventory Reorder
Snow Time
175 Creek Road
Falls Creek VIC 3699
5758 5555
Sales register report
01 Jul 2022 - 31 Jul 2022
Date Invoice No. ﬁl::tmr re Customer name s amou(;)t el d(?) Status
01/07/2022 3122 Cash Sales 1,529.00 000 Closed
05/07/2022 3124 3699 Mountain Lake Resort 10253.10 10,253.10 Open
08707/2022 3125 Cash Sales 99.00 0.00 (Cosed
15/0742022 3126 Snaw Ski Holidays {99.00) 000 Closed
16707/2022 3127 3699 Mountain Lake Resort 1,952.50 1,952.50 Open
187072022 3128 Cash Sales 220.00 0.00 Closed
22/07/2022 3129 Snow Ski Holidays 6,743.00 6,743.00 Open
30/07/2022 3130 Cash Sales 1,386.00 000 Closed
Total 22 083.60 18,948.60
FIGURE 9.41 — Sales register
Snow Time
175 Creek Road
Falls Creek VIC 3699
5758 5555
Profit and loss report
Accrual mode
01 Jul 2022 - 31 Jul 2022
Total
4-0000 Income
4-1400 Sales 20,006.00
4-1500 Freight Incame TO.00
Total Income 20,076.00
50000 Cost OF Sales
5-0100 Cost of Sales 11,222.50
5-0200 Inventory Adjustments 240 .00
5-0300 Freight Costs 230.00
Total Cost Of Sales 11,692.50
Gross Profit 8,38350
Operating Profit 8,38350
Net Profit 8383150

FIGURE 9.42 - Profit and loss
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REVISION EXERCISE 2

Kate Hopkins owns and operates a shoe distributorship buying and selling a range of men’s, ladies’,
and children’s shoes. Individual shoe styles and sizes are ignored in this exercise. Kate operates as a
sole trader, using the trading name Boots n All and is registered for GST.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete)
e Enter opening General Ledger balances.
Setup customer, supplier and inventory cards and enter opening balances.
Record transactions for the month.
e Print or display reports for the month.

Create a new data file

Business name: Boots n All

ABN: 26 339 100 656

Address: 19 Roberts Road

Pakenham VIC 3810

Phone: 8357 9990

Current financial year: 202_

Last month of financial year:  June

Opening balance date: July

Industry: Wholesale trade

Chart of accounts

Add accounts
Account No. | Account Name Level Tax Code
1-1321 Inventory - Children’s Shoes Detail N-T
1-1322 Inventory - Ladies’ Shoes Detail N-T
1-1323 Inventory - Men’s Shoes Detail N-T
1-2120 Accum. Depr. Warehouse Equipment Detail N-T
5-3000 Freight Expense Detail N-T

TABLE 9.9 — Add accounts

Edit accounts
Account No. | Old Name New Name Level Tax Code
1-1110 Bank Account 1 Business Bank Account Detail N-T
1-2110 Warehouse Equipment @ Cost Fixed Asset Detail CAP
2-1510 Trade Creditors Accounts Payable Detail N-T
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-5005 Other Income Freight Income Detail GST
5-2000 Purchases Cost of Sales Detail GST

TABLE 9.10 - Edit accounts

Other adjustments
e Activate and link M | charge freight on sales- 4-5005.
e Activate and link M | pay freight on purchases — 5-3000.
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Enter opening balances

Boots n All
19 Roberts Road
Pakenham VIC 3810
8357 9990
Trial balance report
Jun 2022
Account no Account name Debit ($) Credit ($)
‘1 -1110 Business Bank Account 25,900.00 ‘
1-1200 Accounts Receivable 46,100.00
1-1321 Inventory - Children's Shoes 16,875.00
1-1322 Inventory - Ladies' Shoes 40,800.00
1-1323 Inventory - Men's Shoes 37,260.00
1-2110 Warehouse Equipment @ Cost 45,000.00
1-2120 Accum. Depr. Warehouse Equipment. 17,200.00
2-1140 Accounts Payabie 39,900.00
21212 GST 3,300.00
3-1000 Owner’s Capital 151,535.00
Grand total 211,935.00 211,935.00
FIGURE 9.43 — Opening Balances
Set Up Customer & Supplier Cards & Enter Opening Balances
Layout for sales and purchases — Services and items
Contact type Customer Customer Supplier Supplier
Name Best Shoes Kings Footwear Italian Imports Brazilian Shoes
Address 25 George Street 110 Flinders Street | 79 Orchid Road GPO Box 250
Melbourne VIC Melbourne VIC Parramatta NSW Sydney NSW 2001
3000 3000 2150
ABN 92 108 922 081 11 005 505 522
Terms Net 30 days Net 30 days Net 30 days Net 30 days
Invoice number 820 822 1029 (PO N0.1001) | 5603 (PO No0.1007)
Date 19/06/202_ 28/06/202_ 5/06/202_ 26/06/202_
Amount Incl. Tax $26,100 $20,000 $24,700 $15,200
TABLE 9.11 — Customer & Supplier card details
Set Up Inventory Items
Item ID C100 L100 M100
Name Children’s Shoes Ladies’ Shoes Men’s Shoes
I Buy/I Sell/I Inventory MMM MMM MM
Asset account 1-1321 1-1322 1-1323
Selling price (including GST) $90 $160 $180
Income account 4-1400 4-1400 4-1400
Cost of sales account 5-2000 5-2000 5-2000
Buying & Selling Unit of Measure Pair (1) Pair (1) Pair (1)
Tax Code when buying & selling GST GST GST
Minimum stock level 100 250 200
Default reorder quantity 100 250 200
On hand 370 492 394
Amount $16,875 $40,800 $37,260

TABLE 9.12 - Inventory items

Note: All the inventory items use the same sale and purchase accounts, but they are linked to separate
inventory asset accounts. No primary supplier has been used because the business buys equally from
both suppliers.
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No unit cost has been provided because MYOB will work this out for you when you enter the total
value of inventory on hand into the amount column, instead of entering a unit cost (see figure 9.44).

Adjust inventory
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FIGURE 9.44 - Opening inventory entry

Transactions

All selling prices include GST and buying prices exclude GST unless otherwise stated.

1/07/202_

3/07/202_

5/07/202_

9/07/202_

10/07/202_

15/07/202_

17/07/202_

22/07/202_

Credit sale to Best Shoes (Invoice no. 823) of 40 pairs of children’s shoes @ $90.00 per
pair, 70 pairs of ladies’ shoes @ $160.00 per pair and 60 pairs of men’s shoes @
$180.00 per pair. Customer order no. 7077.

Cash sale to new customer (Crown Shoes, Casino Shopping Centre, Falcon Street,
South Melbourne, VIC 3205), who will be given credit terms of net 30 days in the
future but are required to pay cash this time. Invoice no. 824 is for 200 pairs of ladies’
shoes @ $140 per pair, and 150 pairs of men’s shoes @ $160 per pair. The customer
paid by cheque, which was banked today.

Purchase order no. 1008 sent to Italian Imports for 250 pairs of ladies’ shoes @ $75.00
per pair and 200 pairs of men’s shoes @ $85.00 per pair.

Crown Shoes have returned 1 pair of men’s shoes that are faulty. They have
requested that a replacement pair be sent to them. Prepare an invoice that shows
the return of the shoes, and the replacement shoes. The total for this invoice will be
zero. The shoes will be returned to our supplier (Italian Imports) so you do not need
to write them off.

Received adjustment note no. 11120 from ltalian Imports for the pair of faulty men’s
shoes returned to them. These shoes were purchased in June at a cost of $80.00 (PO
no. 1001).

Received the goods ordered on purchase order no. 1008 from ltalian Imports with
invoice no. 11122 for $42,020.00 which includes a freight charge of $200. Prices have
risen, the ladies’ shoes cost $80.00 per pair and the men’s shoes $90.00 per pair.

Invoiced Kings Footwear for 120 pairs of children’s shoes @ $90.00 per pair. A freight
charge of $33.00 was added because they required urgent delivery by courier.
Customer order no. 3390.

Kate (the owner) has decided to increase the selling prices of all items due to the
increase in price by the suppliers. Adjust the prices to:

e Children’s shoes $95.00
e Ladies’ shoes $165.00
e Men’s shoes $185.00
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23/07/202_

24/07/202_

24/07/202_
29/07/202_

29/07/202_

30/07/202_

31/07/202_

Reports

e Inventory
e Purchases
e Sales

e Business
e Business

A heavy rainstorm caused the gutters to overflow into the warehouse. Some items
were not salvageable, and some were only slightly damaged. Kings Footwear has
agreed to take the slightly damaged items at heavily reduced prices, the remainder
must be written off.
a) Prepare an invoice for Kings Footwear for:

e 20 pairs of children’s shoes @ $40.00 per pair

e 38 pairs of ladies’ shoes @ $60.00 per pair
b) Write off:

e 11 pairs of ladies’ shoes

e 42 pairs of men’s shoes
Sent a purchase order to Brazilian Shoes for 100 pairs of children’s shoes @ $45.00
per pair, 80 pairs of ladies’ shoes @ $75.00 per pair, and 50 pairs of men’s shoes @
$85.00 per pair.

Purchase order sent to Italian Imports for 250 pairs of ladies’ shoes @ $85.00 per pair.

Credit sale to Crown Shoes (PO no. 3237) of 150 pairs of children’s shoes @ $95.00
per pair, 170 pairs of ladies’ shoes @ $165.00 per pair, and 180 pairs of men’s shoes
@ $185.00 per pair. The customer was given 5% discount on each of the items
because of the quantity purchased.

Receive a part delivery from Brazilian Shoes (PO no. 1011); the balance was put on
backorder to be delivered as soon as available. Invoice no. 5560 for $12,870.00 is for
70 pairs of children’s shoes @ $40.00 per pair, 80 pairs of ladies’ shoes @ $70.00 per
pair, and 40 pairs of men’s shoes @ $80.00 per pair. A freight charge of $100.00 was
added to the invoice. Prices are less than expected due to an improved exchange rate.

Received the goods ordered on purchase order no. 1012 from Italian Imports. Invoice
no. 11780 is for $23,485.00 and includes a freight charge of $100. Terms N30.

A physical stocktake done today found that there were 106 pairs of children’s shoes,
582 pairs of ladies’ shoes and 201 pairs of men’s shoes. Check the computer records
and adjust the inventory if necessary.

Stock on hand.

Unpaid bills — expanded (31/07/2_).
Sales register (1/07/2_to 31/07/2_).
Trial Balance (July).

GST report (July)

Boots n All
19 Roberts Road
Pakenham VIC 3810
8357 9990
Stock on hand report
Comumurod 0o
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FIGURE 9.45 - Stock on hand
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Boots n All

19 Roberts Road
Pakenham VIC 3810
8357 9990
Unpaid bills report
31 Jul 2022
Supplier name oo 0-30 31-80 61-90 90+ Total due ($)
Brazilian Shoes *None 12,870.00 15,200.00 0.00 0.00 o
e g Transaction date 0-30 31-60 61-90 90+ Total due ($)
1007 26/06/2022 0.00 15,200.00 0.00 0.00 15,200.00
00001013 29/07/2022 12,870.00 0.00 0.00 0.00 12,870.00
Total 12,870.00 15,200.00 0.00 0.00 28,070.00
Ageing percent 45.85% 54.15% 0.00% 0.00%
Italian Imports *None 65,505.00 24,612.00 0.00 0.00
S Transaction date 0-30 31-60 61-90 90+ Total due (5)
1001 05/06/2022 0.00 24,612.00 0.00 0.00 24,612.00
00001010 15/07/2022 42,020.00 0.00 0.00 0.00 42,020.00
00001015 30/07/2022 23,485.00 0.00 0.00 0.00 23,485.00
Total 65,505.00 24,612.00 0.00 0.00 90,117.00
Ageing percent 72.69% 2731% 0.00% 0.00%
Grand total 78,375.00 39,812.00 0.00 0.00 118,187.00
FIGURE 9.46 — Unpaid bills
Boots n All
19 Roberts Road
Pakenham VIC 3810
8357 9990
Sales register report
01 Jul 2022 - 31 Jul 2022
Date Invoice No. &:tomer " Customer name e m?s)‘ ambe dﬁ Status
01/07/2022 823 7077 Best Shoes 25,600.00 25600.00 Open
03/07/2022 824 Crown Shoes 52,000.00 000 Closed
09/07/2022 825 Crown Shoes 0.00 0.00 Cosed
17/07/2022 826 3390 Kings Footwear 10,833.00 10,833.00 Open
23/07/2022 827 Kings Footwear 3,080.00 3,080.00 Open
29/07/2022 828 3237 Crown Shoes 71,820.00 7182000 Open
Total 163,333.00 191,333.00

FIGURE 9.47 — Sales register
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Boots n All
19 Roberts Road
Pakenham VIC 3810
8357 9990
Trial balance report
Jul 2022
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
i-l 110 Business Bank Account 52,000.00 77,900.00 » )
1-1200 Accounts Receivable 111,333.00 157,433.00
1-1321 Inventory - Children's Shoes 1241883 445617
1-1322 Inventory - Ladies’ Shoes 6,556.91 47,356.91
11323 Inventory - Men's Shoes 1921243 18,04757
1-2110 Warehouse Equipment @ Cost 0.00 45,000.00
1-2120 Accum. Depr. Warehouse Equipment 0.00 17,200.00
2-1140 Accounts Payable 78.287.00 118,187.00
2-1212 GST 7.731.45 11.031.45
31000 Owimer's Capital 0.00 151,535.00
4-1400 Sales 14845455 14845455
4-5005 Freight Income 30.00 30.00
5-2000 Cost of Sales 90,826.40 90,826.40
5-3000 Freight Expense 400.00 400.00
5-4000 Inventory Adjustments 5,017.95 501795
Grand total 266,134.26 266,134.26 446,438.00 446,438.00
FIGURE 9.48 — Trial Balance
Boots n All
19 Roberts Road
Pakenham VIC 3810
8357 9990
GST report
Accrual mode
01 Jul 2022 - 31 jul 2022
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
GST Goods & Services Tax 10 163,333.00 14848455 14,848.45
Total sales and
income 163,333.00 148,484.55 14,848.45
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
GST Goods & Services Tax 10 78,287.00 71,170.00 7,117.00
Total purchases
and expenses 78,287.00 71,170.00 7,117.00
Net total 85,046.00 77,314.55 7,731.45

FIGURE 9.49 — GST report
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CHAPTER 10 - INTEGRATION

Integration brings together what you have learned in the Accounting, Banking, Sales, Purchases, and
Inventory modules, with a few new transactions and areas we have not visited before. The Payroll
and Job costing modules are treated more as standalone modules because they take time to set up
and are therefore not included in this integration chapter, and anyway you have already paid the
wages for June.

In these exercises you will be expected to start thinking like the accountant or bookkeeper that you
aim to be, so instructions will be kept to a minimum and most transactions will be narrations only.
You will be processing transactions for Carry On Camping that intertwine with the transactions
covered in previous chapters. There is an option to mark end of year adjustments as such so that they
can be identified easily and reversed. However, the adjustments we do are all the normal end of
period type adjustments, therefore we will not use this feature. Finally, we will get to check out some
of the features on the Dashboard.

Transactions

Notes:

1. The selling price (computer generated price) is to be used unless an alternative price is given. All
prices are GST exclusive unless otherwise stated.

2. Inthe payroll chapter the next cheque number in sequence at that time was used, therefore some
of the cheque numbers used here will duplicate ones that have already been used. That is OK we
will just pretend we are using two cheque books. Use the cheque number quoted.

3. Remove the tick from the box for ‘Send remittance advice’ when paying suppliers.

3/06/202_ Sent cheque #184 for $6,826.75 to Ozzie Trailblazers in payment of amounts owing to
them for April and May, less prompt payment discount where applicable. Their credit
terms are 5% 10/N30.

3/06/202_ Cash Sale of 1 x 0ZSTV2 @ $145.00 and 1 x ENFF38 @ $975.00 both prices include
GST. The customer paid by EFTPOS directly into our bank account.

3/06/202_ Paid Commercial Realty the amount owing to them with cheque #185.

3/06/202_ Transferred (electronically) $8,000.00 from the investment account to the business
bank account.

4/06/202_ Received invoice #435/6 from Commercial Realty for the June rent. Total amount
payable is $3,850.00 including GST.

4/06/202_ Received an order (PO #369) from Batavia Camping Gear of 16 Ocean Drive, Geraldton

WA 6530 for 2 x OZHIK2; 1 x GMFENG6; 1 x OZB9PT; 2 x BKWCSB; 1 x AIRBDS and 1 x
0ZSTV2 to be delivered by June 20.

5/06/202_ Received and paid the telephone/internet bill from Telstra for $592.70 including GST
with the Visa credit card.
8/06/202_ The owner cashed cheque #186 for $1,000.00 for his own personal use.

10/06/202_ Received a cheque for $4,768.00 from Woodbridge Primary School in part payment
of the amount owing by them. The cheque has not yet been banked.

10/06/202_ Check the ‘Reorder low stock items’ to see which items we need to order from Ozzie
Trailblazers, Sleepover and Spinifex Group, and create purchase orders to be sent to
them for the default reorder quantities. Remember the date on these purchase
orders is 10/06/202_, not the system date.
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11/06/202_

12/06/202_

13/06/202_

14/06/202_

14/06/202_

17/06/202_
17/06/202_

18/06/202_

18/06/202_

19/06/202_

21/06/202_

24/06/202_
24/06/202_

25/06/202_

25/06/202_

25/06/202_
26/06/202_

Received a cheque from Police Supply Dept for $3,641.00 in payment of May invoices.
The cheque has not yet been banked.

Purchase order sent to Gem Generators, 75 Foster St, Geelong VIC 3220 (ABN 72 377
259 303) for 5 x Cromtech 2.4kw generators (code for new item CROGEN) @ $585.00
each. Their terms are net 30 days. The generators will sell for $1,150.00 each. Link
to ‘other’ sales and cost of sales. Minimum level for restocking alert and default
reorder quantity is 5 for this item.

Cash sale of 1 x 0ZSTV2 @ $145.00 including GST. The customer paid with cash which
has not yet been banked. (Record the payment separately so that you can use the
undeposited funds account.)

Credit sale to Police Supply Dept (PO #113927) of 2 x 0Z12PT and 8 x BWCSB.

Purchased some postage stamps from Australia Post for $55.00 including GST. these
were paid from petty cash.

Deposited $8,554.00 in the business bank account.

The order for Batavia Camping Gear is ready. Invoice them for the items ordered and
add a freight charge of $100. Terms N14.

Received the 10 airbeds @ $28 each ordered from Spinifex together with their invoice
#729 for $330.00 including a freight charge of $20.00. Edit the contact information
for this supplier to include their address: 77 McCoy Street, Myaree, WA 6156, and
phone number: 9310 2289. Terms: net 14 days.

Received 3 of the Cromtech generators ordered from Gem Generators, the remainder
of the order will be delivered as soon as possible. Record the receipt of these
inventory items together with invoice #5562 for $2,062.50 including $120.00 freight.
Terms N30. Create a purchase order for the 2 on backorder.

Credit sale to Scout Shop (PO #631) of 6 x OZHIK2 @ $120.00 each, 1 x CROGEN @
$1,150.00 and 1 x GMFEN6 @ $900.00.

Received all the items ordered from Ozzie Trailblazers together with their invoice
#27524 for $990.00 including a freight charge of $50.00. The price of the OZtrail
Double Burner stove has increased to $85.00 each.

Received and banked a cheque for $4,171.00 from Kalbarri General Store.

Received the 20 Black Wolf Campsite sleeping bags @ $75 from Sleepover together
with their invoice #2260 for $1,650.00.

Scout Shop returned 1 x OZHIK2 from their PO #631 and our invoice #2248 because
someone misread a figure on the order and delivered one more than they ordered.
Issue an adjustment note.

Credit sale to Kangaroo Camping Gear (PO #773) of 6 x OZtrail Bungalow 9-Person
Tents, 2 x OZtrail 12-Person Tents, 2 x OZtrail Hiker Tents and 2 x Hiker Packs. The
customer was given a volume discount of 5% on this order, and a freight charge of
S80 was added. This sale will exceed the credit limit given to them, but they have
promised to electronically transfer $4,000 into our account tomorrow.

Received and banked a cheque for $5,018.75 from Adventure Tours.

Received the electricity bill from Synergy for $634.50 including GST, which the owner
paid immediately with cheque #187.
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26/06/202_

27/06/202_

28/06/202_

28/06/202_

28/06/202_

Received adjustment note #733 for $61.60 from Spinifex Group for 2 faulty single
airbeds @ $28.00 each, returned to them.

Received and banked a cheque for $5,541.25 from Scout Shop. Check the discount
availability.

The owner transferred $7,000 electronically from the business bank account to the
investment account.

The owner wrote cash cheque #188 for $2,055.00 for his own personal use and to
reimburse petty cash $55.00.

Received notification that Outback Touring Company has gone into liquidation. Write
the amount owing off as a bad debt using the allowance method and the services
layout. Record the transaction and then apply the credit against the amount owing.

Create invoice

Nttack Toung Company v

v M0N0

* 2W0TR0

208 Latascie Drive

prosczerag WA 027 B VISA @D N (= o~ Start getting pasd ontee (3
e © Tas inchusve
Tar exchusive
o
Description Accoumt * Amount ($)*  Job Tax code *
COmPIy 11 MEEIINON IO ArElor off 31 D) 348t 141201 Less Frovin far Deutith Detits v 325700 v 5T
- - v -
Save at detaun
> Subtotal $3.357.00
Freight (5) 000  G8Y
Tax 530518
Total $3.357.00
Amount paid {5) 0.00
Bacance due -$3,357.00
A P SRR NP —— SRR——— - |

FIGURE 10.1 — Write off bad debt

30/06/202_

30/06/202_

30/06/202_

Cheque #189 was used to purchase a new executive office desk from Morgan Office
Furniture for the owner. The new desk cost $2,200 and he received cash back of $150
for the old desk. Both prices include GST. Use the Banking menu to record the
purchase and sale of these assets. The cash has been put into petty cash. The old desk
cost $500 and had a written down value of $90 at the time of sale.

Cheque #190 for $1,463.00 was sent to Sleepover in payment of the amount owing to
them for May.

Received a bill dated 30/06/202_ from the Caltex Service Station, 610 Olga Road,
Maddington, WA 6109 for fuel purchases for the motor vehicle during May and June.
Total amount due on invoice 1009 is $758.60 including GST. The ABN for this new
supplier is 88 000 114 626 and the terms are net 10 days. Use the service layout for
the supplier.

Additional Information - 30/06/202_

e Another physical stock count at 30/06/202_ found that there was one OZHP65 missing and the
BKWCSB that was missing in the previous stocktake has been found.

e Record the interest charges (FRE) to account 6-1600 Interest Expense, for June on the business
loan account of $125.65.
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e Transfer the following prepaid expenses to their respective expense accounts for the period.
o Prepaid Insurance $444.00
o Prepaid Advertising $600.00.

e Record wages accrued at the end of June of $7,122.60

e Adjust the provision for doubtful debts to $524.00.

Recurring transactions

If you were able to save the recurring transaction entry, then go to the Accounting menu and select
Recurring transactions. The window shown in figure 10.2 will appear and on that you click Monthly
Depreciation.

Recurring transactions

Scheduie name - Transaction type * Frequency * Overdue * Last posted * L Amount () #

FIGURE 10.2 - Recurring transactions

If you need to amend the figures because of purchases or sales, you can do that here. The purchase
and sale of an asset took place on the last day of the month, so changes are required. Click [Record].

Maonthly Depreciation

Schedule delads

MG Iy Do o i e

Yoty

© Contrung moetvaety
Contrumng wtd ths date

Pt For ) thed pumtoes Of Wres

Account * Dot (5) Crodet (8] Quantity Oescrigton Jav Tan code *
61750 Depracawsion Frpamias 0 00
12100 Accum Doage Funmtune & Laupmant 105,00
12220 Accum Dege vgwovements nroo

12220 Accum. Depr. Motue Vehicies

¢ ¢ ¢ ¢ ¢
BEAE AL B
€ ¢ ¢ ¢ ¢

Totsl Getet  SI08 B0

TotM cregn  $300.00

Tox %000

Outof balance  $0.00

o o
FIGURE 10.3 — Record depreciation journal entry

If you were unable to save the depreciation entry as a recurring transaction back in chapter 3, then
record the following depreciation for the month:

o Furniture & equipment - $105.00

o Motor vehicles - $376.89

o Improvements - $117.00
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Bank Reconciliations

e Prepare end of month bank reconciliations for both these accounts.

BUSINESS BANK ACCOUNT STATEMENT (AS AT 30/06,/202_)

Date Particulars Debit Credit Balance
1/06/202_ Opening Balance 5,628.60 Cr
Cheque #181 598.00 5,030.60 Cr
EFT 264.00 5,294.60 Cr
3/06/202_ EFT 1,120.00 6,414.60 Cr
Transfer 8,000.00 14,414.60 Cr
6/06/202_ Cheque #184 6,826.75 7,587.85 Cr
Cheque #185 3,850.00 3,737.85 Cr
6/06/202_ EFT 957.00 4,694.85 Cr
7/06/202_ Cheque #191 679.98 4,014.87 Cr
8/06/202_ Cheque #186 1,000.00 3,014.87 Cr
9/06/202_ Cheque #184 2,114.55 900.32 Cr
Cheque #185 1,035.10 134.78 Dr
17/06/202_ Loan repayment 750.00 884.78 Dr
Deposit 8,554.00 7,669.22 Cr
23/06/202_ Cheque #186 2,056.20 5,613.02 Cr
Cheque #188 2,156.35 3,456.67 Cr
Cheque #190 1,545.30 1,911.37 Cr
24/06/202_ Cheque #187 996.00 915.37 Cr
Deposit 4,171.00 5,086.37 Cr
25/06/202_ Deposit 5,018.75 10,105.12 Cr
Cheque #189 2,201.70 7,903.42 Cr
26/06/202_ Kangaroo Camping 4,000.00 11,903.42 Cr
EFT 150.00 12,053.42 Cr
Cheque #187 634.50 11,418.92 Cr
27/06/202_ Deposit 5,541.25 16,960.17 Cr
EFT 1,265.00 18,225.17 Cr
28/06/202_ Cheque #188 2,055.00 16,170.17 Cr
Transfer 7,000.00 9,170.17 Cr
29/06/202_ EFT 150.00 9,020.17 Cr
30/06/202_ Bank Fees 40.00 8,980.17 Cr
Overdrawn interest 0.53 8,979.64 Cr
TABLE 10.1 — Business account bank statement
BUSINESS INVESTMENT ACCOUNT BANK STATEMENT (AS AT 30/06/202_)
Date Particulars Debit Credit Balance
1/06/202_ Opening Balance 15,039.80 Cr
3/06/202_ Transfer 8,000.00 7,039.80 Cr
30/06/202_ | Transfer 7,000.00 14,039.80 Cr
30/06/202_ | Interest 24.13 14,063.93 Cr

TABLE 10.2 - Investment account bank statement
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Reports
Display the following reports for June.
(In some reports you may have to click ‘Reset’ to get them to display as they should.)
e Purchases — Unpaid bills
e Sales — Unpaid invoices
e |nventory — Items List - Active items only
e Business — GST report
e Banking — Reconciliation Report
e Business — Profit & Loss (with % Sale analysis)
e Business — Balance Sheet
e Business — Trial Balance

Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999

Unpaid bills report

30Jun 2023

Supplier name 'Sluu;'pp“l::: 0-30 31-60 61-90 90+ Total due ($)
BP Drafting & Design *None 792.00 0.00 0.00 0.00 792.00
Caltex Service Station *None 758.60 0.00 0.00 0.00 758.60
Canvas Supply Co *Nane 2,750.00 0.00 0.00 0.00 2,750.00
Commercial Realty *None 3,850.00 0.00 0.00 0.00 3,850.00
Garmin & Co Australia *None 0.00 2,926.00 0.00 0.00 2,926.00
Gem Generators *None 2,06250 0.00 0.00 0.00 2.062.50
Image Products *None 550.00 0.00 0.00 0.00 550.00
Ozzie Trailblazers *None 6,479.00 0.00 0.00 0.00 6,479.00
Sleepover *None 3,168.00 0.00 0.00 0.00 3,168.00
Spinifex Group *None 268.40 0.00 0.00 0.00 268.40
Tiger Welders *None 1.045.00 0.00 0.00 0.00 1.045.00
Grand total 21,723.50 2,926.00 0.00 0.00 24,649.50

FIGURE 10.4 — Unpaid bills (Aged Payables)

Carry On Camping

1800 Albany Highway
Maddington WA 6109
9459 1999

Unpaid invoices report

30)Jun 2023

Customer name gmﬂ 0-30 31-60 61-90 90+ Total due ($)
Adventure Tours *None 110,00 0.00 0.00 0.00 110.00
Batavia Camping Gear *None 2,486.00 0.00 0.00 0.00 2,486.00
Down Under Tent Co *None 6,209.50 0.00 0.00 0.00 6,209.50
Kalbarri General Store *None 5‘.1 92.00 0.00 0.00 0.00 5,192.00
Kangarop Camping Gear *None 407730 0.00 0.00 0.00 4,077.30
Police Supply Dept *None 2,750.00 0.00 0.00 0.00 2,750.00
Scout Shop *None 385.00 0.00 0.00 0.00 385.00
Woodbridge Primary School 'N.one 0.00 S,OOO.ﬁO 0.00 0.00 5.000.00
Grand total 21,209.80 5,000.00 0.00 0.00 26,209.80

FIGURE 10.5 — Unpaid invoices (Aged Receivables)
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Carry On Camping
1800 Albany Highway
Maddington WA 6109

9459 1999

Item list report

Item number item name Supplier Units on hand Total value ($) Average cost ($)  Current price ($)
AIRBDS Single airbed Spinifex Group 8 224.00 28.00 50.00
BKWCSB Sleeping Bag Sleepover 27 1,993.85 73.85 130.00
CROGEN Generator Gem Generators 2 1,170.00 585.00 1,150.00
ENFF38 Fridge-Freezer Engel Aust Pty Ltd 3 1,590.00 530.00 970.00
GMFENG Smartwatch Garmin & Co Australia 2 1,120.00 560.00 990.00
0Z12PT Family Tent Ozzie Trailblazers 2 760.00 380.00 730.00
OZBIPT Bungalow Tent Ozzie Trailblazers 3 795.00 265.00 480.00
OZHIK2 Hiker Tent Ozzie Trailtblazers 3 195.00 65.00 120.00
OZHP&S Hike Pack Ozzie Trailblazers 6 588.00 98.00 180.00
QZsTV2 Stove Ozzie Trailblazers 16 1330.00 83.12 140.00
FIGURE 10.6 — Items List
Carry On Camping
1800 Albany Highway
Maddington WA 6109
9458 1999
GST report
Accrual mode
01 Jun 2023 - 30 Jun 2023
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
N-T Not Reportable 0 (1,629.64) (1,629.64) 0.00
GST Goods & Services Tax 10 33,860.80 30,782.54 3.078.26
ms Input Taxed Sales 0 2313 2413 0.00
Total sales and
income 32,255.29 29,177.03 3,078.26
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive {$) Tax paid ($)
N-T Not ﬁeportable 0 2,729.69 2,?29.69 0.00
GST Goods & Services Tax 10 2315145 21,0456,78 2,104.67
CAP Capital Acquisitions 10 2,200.00 2.060.00 . 200.00
FRE GST Free 0 166,18 166,18 0.00
Total purchases
and expenses 28,247.32 25,942.65 2,304.67
Net total 4,007.97 3,23438 773.59

FIGURE 10.7 — GST report
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Carry On Camping

1800 Albany Highway
Maddington WA 6109
9459 1999
Profit and loss report
Accrual mode
01 Jul 2022 - 30 Jun 2023
Total
Actual % Sales
Income
Sales Tents 145,240.00 49
Sales Sleeping Equipment 21,631.23 7
Sales Kitchen Equipment 57.250.00 19
Sales Other 66,192.00 22
Service Income 3,570.00 1
Freight income 1.630.00 1
Discount Received 568.50 0
Profit on sale of asset 86.36 0
Other income 254.55 0
Interest Income 63.93 0
Total income 296,526.57 100.00%
Cast Of Sales
Stock/Inventory Adjustments {1.544.85) -1
Cost of Sales Tents 50,874.60 17
Cast of Sales Skeeping Equipment 12,357.64 4
Cost of Sales Kitchen Equipment 30,220.00 10
Cast of Sales Other 34,019.00 1"
Freight Costs 1.200.00 o
Direct Labour 346032 1
Subcontractors 1,670.00 1
Discount Allowed 458.41 0
Total Cost Of Sales 132,715.12 44.76%
Gross Profit 163,811.45 55
Expenses
Accounting & Bookkeeping 900.00 0
Advertising & Marketing 5,100.00 2
Bad Debts 3,300.82 1
Bank Fees & Charges 250.00 o
Depreciation Expenses 4567.78 2
Electricity Expenses 2351.82 1
Insurance Expenses 5,340.00 2
Interest Expense 126.18 o
Motor Vehicle Expenses 4,800.04 2
Payroll Expenses
Payroll - Wages & Salaries 79.680.66 27
Payroll- Superannuation 745315 3
Total Payroll Expenses 87,133.81 29.38%
Postage & Stationery 683.45 o
Rent Expense 37,000.00 12
Repairs & Maintenance 1,160.00 0
Staff Amenities 245.41 0
Telephone & Internet 3458.82 1
Total Expenses 156,418.13 52.75%
Operating Profit 7,393.32 2
Net Profit 7,39332 2

FIGURE 10.9 - Profit & Loss (With % Sales)
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Balance sheet report
Accrual mode
30 Jun 2023
Total
Assets
Current Assets
Bank Accounts
Business Bank Account 531664
Business Investment Account 14,062.93
Petty Cash/Cash on Hand 250.00
Total Bank Accounts 18,630.57
Accounts Receivable 26,200.80
Less Prov'n for Doubtful Debts {524.00]
Imwentary 5,765 B85
Prepaid Advertising 3,000.00
Total Current Assets 58.082.22
MNon-Current Assets
Furniture & Equipment
Furniture & Equipment &t Cost 12,.500.00
Accum. Depr. Furniture & Equipment [4.2100001
Total Furniture & Equipment B,690.00
Improvements
Improvemeants At Cost 5.000.00
Accum. Depr. Improvements [4,064.00)
Total Improvements S36.00
Motor Vehicles
Motor Vehicles At Cost 18,090.91
Accum. Depr. Motor Vehicles. {753.78)
Total Motor Vehicles 17.337.13
Total Non-Current Assets 26,963.13
Total Assets. 85,045 35
Liabilities
Current Liabilities
Credit Cards
Viza 882 50
Total Credit Cards B822.50
Accounts Payable 24,649.50
GST Liabilities
G5T 72643
Total GST Liabilities T26.43
PAYG Withholding Payable 4,746,142
Superannuation Payable 212423
‘Wages & Salaries Payable 2260
Union Fees Payable 54.00
Health Fund Fayable B&0.00
Total Current Liabilities 41,165.38
MNon Current Liabilities
Business Loan 13.035.65
Total Non Current Liabilities 13,025.65
Total Liabilities 54,191.03
Met Assets 30,854.32
Equity
Crwmer's Capital 53,235.00
Onamer's Drawings {26.764.00)
Current Year ProfitdLass) 739332
Total Equity 30,854.32

FIGURE 10.10 — Balance Sheet
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Carry On Camping
1800 Albany Highway
Maddington WA 6109
9459 1999
Trial balance report
Jun2023
Account no Account name Debit ($) Credit (%) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 286.04 5316.64
1-1120 Business Investment Account 975.87 14,063.93
1-1121 Petty Cash/Cash on Hand 150.00 250.00
1-1200 Accounts Receivable 2,500.80 26,209.80
1-1201 Less Prov'n for Doubtful Debts 379.00 524.00
1-1300 Inventory 934.15 9,765.85
1-1310 Prepaid Insurance 444.00 0.00
1-1311 Prepaid Advertising £00.00 3,000.00
1-2110 Furniture & Equipment At Cost 1,500.00 12,900.00
1-2120 Accum. Depr. Furniture & Equipment 305.00 4,210.00
1-2210 Improvements At Cost 0.00 5.000.00
1-2220 Accum. Depr. Improvements 117.00 4,064.00
1-2310 Motor Vehicles At Cost 0.00 18,090.91
1-2320 Accum. Depr. Mator Vehicles 376.89 753.78
21110 Visa 592.70 882.50
2-1140 Accounts Payable 9410.50 24,649.50
2-1212 GST 77359 726.43
2-1350 PAYG Withholding Payable 3,130.12 4,746.12
2-1355 Superannuation Payahble 1.444.25 212423
2-1360 Wages & Salaries Payable 5446.60 7.122.60
2-1361 Union Fees Payable 54.00 54.00
2-1362 Health Fund Payabie 860.00 860.00
2-2105 Business Loan 62435 13,025.65
3-1000 Owner's Capital 0.00 53,225.00
3-2000 Owmer's Drawings 3,000.00 29,764.00
4-1400 Sales Tents 22,180.00 145,240.00
4-1500 Sales Sleeping Equipment 413850 21,631.23
4-1600 Sales Kitchen Equipment 2,160.00 57.290.00
4-1700 Sales Other 4.432.00 66,192.00
4-2100 Service Income 350.00 3,570.00
4-2200 Freight income 280.00 1,630.00
4-2300 Discount Received 157.50 568.50
4-5000 Profit on sale of asset 46.36 86.36
4-5005 Other Income 0.00 254.55
4-5006 Interest iIncome 2413 63.93
50500 Stock/inventory Adjustments 1,544.85 1,544 .85
5-1400 Cost of Sales Tents 9,824.60 50.874.60
5-1500 Cost of Sales Skeeping Equipment 2,324.00 12,357.64
5-1600 Cost of Sales Kitchen Equipment 1,300.00 30,220.00
51700 Cost of Sales Other 2,559.00 34,019.00
5-2000 Freight Costs 450.00 1,200.00
5-2130 Direct Labour 3,460.32 3,45032
5-2380 Subcontractors 1,670.00 1.670.00
5-3000 Discount Allowed 13250 458 .41
6-1110 Accounting & Bookkeeping 0.00 900.00
61120 Advertising & Marketing 600.00 5,100.00
6-1150 Bad Debts 3,430.82 3,300.82
61160 Bank Fees & Charges 40.00 250.00
6-1250 Depreciation Expenses 598.89 4,567.78
6-1300 Electricity Expenses 576.82 2,351.82
6-1500 Insurance Expenses 44400 5,340.00
6-1600 Interest Expense 126.18 126.18
6-1700 Motor Vehicle Expenses 600.04 4,800.04
64100 Payroll - Wages & Salaries 18,609.656 79,680.66
64200 Payroll- Superannuation 1,650.17 7.453.15
6-4280 Postage & Stationery 50.00 683.45
6-4300 Rent Expense 3,500.00 37,000.00
6-4320 Repairs & Maintenance 0.00 1,160.00
6-4400 Staff Amenities 0.00 24541
64460 Telephone & internet 53882 3,458.82
Grand total 60,852.01 60,852.01 415,039.23 415,039.23

FIGURE 10.11 - Trial Balance
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Prepare Business Activity Statement

Business Activity Statements are part of business reporting requirements for all businesses that are
registered for GST. As an accountant or bookkeeper, you will be required to either prepare or assist
in the preparation of this report.

This business being a sole trader is most likely to report GST, PAYG Instalments and PAYG Withholding
on a quarterly basis, but because we only started using MYOB in May we cannot produce a quarterly
report, so a monthly one will be used to demonstrate this feature. We will assume the owner is not
required to pay PAYG Instalments.

Go to the Reporting menu and click GST return report.

The window that will appear is the one displayed in figure 10.12. The date range should be from
01/06/202_to 30/06/202_. Select Report options and check that the radio buttons selected are for
GST inclusive and Cents.

GST return report
10062021 - o @ Acorus Memtmiy PAF Wakhakting () Pepert cptons

1 June 2023 to 30 June 2023 [

Total
Total aaes | Gt | 149
GST on sates m
il porchaem o 0
Nan capew purerna - "
GIT on parchanes | = | s
Tots saay waget s ofher ayreets [ v ] 16148
Total amounts withhald (W2 + W4 + W) | ws |
Net payememt o 1 etund 250170
Fayment

* STV setup st be COmietag 13 Show Lalaty nd wAOKING Srountl. W el G0 rot Wickade VORNLry wiNMGIING Biymests Of Deductions lor alary Sacnics

FIGURE 10.12 — GST return report

Check the figures shown in this report against the GST report you displayed or printed earlier, and the
payroll summary report. You will find that the amount at W2 agrees, but the amount shown at W1
differs from the report. The reason for the difference is the salary sacrifice super as this reduces the
gross wage figure.

To actually prepare the BAS you go to the Accounting menu and select Prepare BAS or IAS. The
window shown in figure 10.13 will appear.

Prepare BAS or IAS

WOl save you Lime propasing your next activity statement (BAS or IAS) by using the

Information in your business 1o 1ill in some of the detals q
-

Once youve filied in the required fields you can Idge oniing and get confemation

tom the ATO within seconds ‘ |

FIGURE 10.13 — Prepare BAS or IAS

We are not able to set up and lodge a BAS as the setup process involves providing the Australian
Taxation Office with certain information and involves more authorisation than we have.
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Dashboard

This feature in MYOB aims at providing the business owner quick access to useful information such as
- charts showing income and expenses for the current month (according to your system date), last
month, or the last 6 months. Another section provides information on the amount of GST the business

will have to pay, and another shows superannuation payable.

The last section, financial position, provides a graphic snapshot of how the business is tracking. Figure
10.14 is not very exciting, but it does provide quick access to information about the profitability of

Carry On Camping for the financial year.

FIGURE 10.14 - Financial position

MYOB are constantly updating this software and what you see may be different from what | saw when
writing this textbook. What is currently displaying is not as useful as what was displaying previously,
which was, quick access to overdue invoices and overdue bills for follow up.

Financial position al e

$7,393x

this financial yoor

. " oEpe .
income $206,520.57
Expenses $289,133.25
Net profit $7393.32
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REVISION EXERCISE 1

This business operates as a sole trader and buys and sells kitchen appliances. The owner has decided
to use a MYOB computerised accounting system so that they can maintain accurate stock records
using the perpetual inventory system that comes with MYOB.

You are required to:

e Create a new MYOB data file.
e Make changes to the Chart of accounts (add, edit & delete).
e Enter opening General Ledger balances.

Setup customer, supplier and inventory cards and enter opening balances.
Record transactions for the month.

e Print or display reports for the month.

Create a new data file
Business name:

The Kitchen Shop

ABN: 21 037 228 874
Address: 153 Wentworth Street
Sydney NSW 2000

Phone: 4682 3999

Current financial year: 202_

Last month of financial year:  June

Opening balance date: December

Industry: Retail

Set Up Chart of Accounts

Add Accounts
Account No. | Account Name Level Tax Code
1-2000 Non-Current Assets Header
1-2120 Accum. Depr. Motor Vehicles Detail N-T
1-2200 Office Equipment Header
1-2210 Office Equipment @ Cost Detail CAP
1-2220 Accum Depr. Office Equipment Detail N-T
1-2300 Shop Fittings Header
1-2310 Shop Fittings @ Cost Detail CAP
1-2320 Accum. Depr. Shop Fittings Detail N-T
1-1300 Inventory Detail N-T
4-1500 Sales Appliances Detail GST
4-2000 Freight Income Detail GST
4-3000 Discount Received Detail GST
5-3000 Cost of Sales Appliances Detail GST
5-4000 Discount Given Detail GST
5-5000 Freight Expense Detail GST
5-6000 Inventory Adjustments Detail N-T
6-1300 Depreciation Expenses Detail N-T
6-1500 Insurance Expenses Detail GST
6-4300 Rent Expenses Detail GST

TABLE 10.3 — Add accounts
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Edit Accounts

Account No. Old Name New Name Level Tax Code
1-1110 Bank Account 1 Westpac Cheque Account Detail N-T
1-1120 Bank Account 2 Petty Cash/Cash on Hand Detail N-T
1-2100 Property, Plant & Equipment Motor Vehicles Header

1-2110 Equipment.... Motor Vehicles @ cost Detail CAP
2-1110 Credit Card Mastercard Detail N-T
3-1000 Personal Income Owner’s Capital Detail N-T
3-2000 Personal Expenses Owner’s Drawings Detail N-T
4-1400 Sales Sales Whitegoods Detail GST
5-2000 Purchases Cost of Sales Whitegoods Detail GST
6-1470 Freight, Courier & Postage Electricity Expenses Detail GST
6-1640 Merchant Fees Interest Expense Detail FRE
6-4280 Printing & Stationery Printing, Postage & Stationery Detail GST

TABLE 10.4 - Edit accounts

Activation and Linking

e Activate and link the sales accounts Freight Income 4-2000 and Discount Given 5-4000.

e Activate and link the purchase accounts Freight Expense 5-5000 and Discount Received 4-3000.
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Enter opening balances

The Kitchen Shop
153 Wentworth Street
Sydney NSW 2000
4682 3999
Trial balance report
Nov 2022
Account no Account name Debit ($) Credit ($)
1-1110 Westpac Cheque Account 35,160.00
1-1120 Petty Cash/Cash on Hand 200.00
1-1200 Accounts Recelvable 5,605.00
1-1300 Inventory 16,760.00
12110 Motor Vehicles @ cost 25,000.00
12120 Accum. Depr. Motor Vehicles 18,350.00
12210 Office Equipment @ Cost 9,700.00
1-2220 Accum, Depr. Office Equipment 3,270.00
1-2310 Shop Fittings @ Cost 38,890.00
1-2320 Accum Depr. Shop Fittings 12,230.00
21110 Mastercard 650.00
21140 Accounts Payable 8,440.00
1212 GST 2,260.00
2-1350 PAYG Withholding Payable 2,360.00
2-1355 Superannuation Payable 675.00
22105 Business Loan 58,200.00
3-1000 Owner's Capital 34,315.00
32000 Owner's Drawings 10,000.00
4-1400 Sales Whitegoods 118,050.00
4-1500 Sales Appliances 33,980.00
4-2000 Freight income 200.00
4-3000 Discount Received 420.00
5-2000 Cost of Sales Whitegoods 61,380.00
5-3000 Cost of Sales Appliances 17,670.00
5-4000 Discount Given 275.00
55000 Freight Expense 850,00
5-6000 Inventory Adjustments 180.00
6-1120 Advertising & Marketing 2,640.00
61160 Bank Fees & Charges 50.00
61300 Depreciation Expenses 4,390.00
61470 Electricity Expenses 1.920.00
61500 Insurance Expenses 890.00
6-1640 Interest Expense 1,375.00
6-1700 Motor Vehicle Expenses 1,540.00
64100 Payroll - Wages & Salaries 39,000.00
6-4200 Payroll- Superannuation 4,095.00
6-4280 Printing, Postage & Stationery 160.00
64300 Rent Expenses 15,000.00
64460 Telephone & Internet 670.00
Grand total 293,400.00 293,400.00
FIGURE 10.15 - Opening Balances
Customers
Name Custom Design Park Village Bondi Resort Cash Sales
Address 23 Cooper Street 18 Stewart Street 277 Blair Street
Surry Hills NSW Moore Park NSW Bondi NSW 2026
2010 2021
Terms Net 30 days 5% 10/Net 30 days Net 30 days COD
Invoice number 2596 2625 2620
Date 21/10/202_ 29/11/202_ 26/11/202_
Amount Incl. GST $1,530 $2,790 $1,285

TABLE 10.5 — Customer cards
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Suppliers

Name Breville Ltd Fisher & Paykel Ltd Westinghouse Ltd
Address 76 King Street, 299 Maklin Street, 18 Lake Street,
Adelaide SA 5000 Surry Hills NSW 2010 Moorabbin VIC 3189
ABN 77 000 601 891 16 097 410 895 35099 240 328
Terms 5% 10/Net 30 days Net 30 days Net 30 days
Invoice No. 27058 (PO #6303) 3789 (PO #6301) 21823 (PO #6304)
Date 26/11/202_ 19/11/202_ 27/11/202_
Amount Incl. GST $3,829 $1,608 $3,003
TABLE 10.6 — Supplier cards
Inventory Items
Item ID BCM10 FPM25 FPR35 WHR80
Name Breville Coffee | Fisher & Paykel | Fisher & Paykel | Westinghouse
Machine Microwave Refrigerator Refrigerator
I Buy/I Sell/l Inventory MMM MMM MMM MMM
Cost of sales account 5-3000 5-2000 5-2000 5-2000
Income account 4-1500 4-1400 4-1400 4-1400
Asset account 1-1300 1-1300 1-1300 1-1300
Buying & Selling unit of measure Each (1) Each (1) Each (1) Each (1)
Tax Code when bought and sold GST GST GST GST
Minimum stock level 10 10 5 5
Primary supplier Breville Ltd Fisher & Paykel | Fisher & Paykel | Westinghouse
Default reorder quantity 20 20 10 10
Selling price (including GST) $399 S$749 $1,949 $899
Quantity on Hand 10 12 5 8
Unit cost (excluding GST) $222.20 $436 $1,030 $519.50
Value of Inventory on Hand $2,222 $5,232 $5,150 $4,156
TABLE 10.7 - Inventory items
Bank Reconciliation
(30/11/202 )
Debit balance per cashbook $35,160
Add Outstanding Cheque 1920 $1,675
Credit balance per bank statement $36,835

FIGURE 10.16 — Manual bank reconciliation

Transactions

Accept the computer-generated tax inclusive selling prices and tax exclusive purchase prices unless
advised otherwise. The business uses the ‘asset’ method to record prepayments.

1/12/202_ Traded-in the old motor vehicle for $9,000 (including GST) on a hew motor vehicle
costing $33,000 (including GST) from Major Motors. The difference between the two
was financed by extending the existing business loan. Record the resulting profit or

loss and create new accounts as required.

2/12/202_ Cheque #1923 paid Premium Insurance Group for business insurance. The amount of
the cheque is $2,440 and the insurance premium is made up of $2,200 (including GST)
and $240 (GST Free). The premium is for the period 1/12/202_ to 30/11/202_. (New

account 1-1960).
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3/12/202_

4/12/202_

5/12/202_

6/12/202_

6/12/202_

9/12/202_

10/12/202_

12/12/202_

13/12/202_

13/12/202_

16/12/202_

16/12/202_

17/12/202_
18/12/202_

19/12/202_

Credit sale to Bondi Resort (invoice #2627) 5 only Fisher & Paykel Microwaves @ $749
each and 2 only Fisher & Paykel Refrigerators @ $1949 each. Add a freight charge of
$110. Terms N30.

Cheque #1924 for $3,637.55 was sent to Breville Ltd in payment of the amount owing
to them for November.

Purchase order #6306 sent to Fisher & Paykel Ltd for 20 only Fisher & Paykel
Microwaves @ $436 each and 10 only Fisher & Paykel Refrigerators @ $1,030 each.

Received and banked a $2,650.50 cheque from Park Village in payment of their
November account balance less prompt payment discount.

Purchase order sent to Breville Ltd for 20 only Breville Coffee Machines @ $225 each,
20 only Breville Toasters @ $60 each (New Stock Item); 20 only Breville Food
Processors @ $175 each (New Stock Item) and 20 Breville Kettles @ $102 each (New
Stock Item). Create the new stock items — selling price for BRTR2 Breville Toaster is
$119 each; the BFP12 Breville Food Processor is $279 each, and the BRKT1 Breville
Kettle is $179 each. (Only the selling prices of these appliances are GST inclusive.)

Received order #1133 from Beachside Park Homes, 399 Ocean Drive, Tamarama, NSW
2026 for 10 only Fisher & Paykel Microwaves, 10 only Westinghouse Refrigerators, 10
only Breville Toasters, 10 Breville Kettles and 10 only Breville Coffee Makers. As this
is a new customer, they have agreed to pay a deposit of $5,000 which was deposited
via EFTPOS today. This order is to be delivered on 19/12/202_. Create a new account
2-1538 Customer Deposits and link it for sales.

Paid Snap Printing $286 including GST, by Mastercard. This was for printing business
cards.

Received the 20 only Fisher & Paykel Microwaves and 5 only Fisher & Paykel
Refrigerators ordered from Fisher & Paykel Ltd (PO #6306) at the expected prices. The
outstanding 5 only Fisher & Paykel Refrigerators have been put on backorder. A
freight charge of $150 has been added to their invoice #117 for $15,422.00.

Wrote a cash cheque (#1925) for $2,960 to pay the wages for the fortnight (gross
$3,550 less $590 PAYG Withholding).

Purchased from a new supplier (Victor Appliances, ABN 32 109 786 899). Invoice
#7530 is for 10 only Westinghouse Refrigerators @ $600 each so that the order from
Beachside Park Homes can be delivered on time. As a new customer, we were
required to pay for the goods on delivery. Cheque #1926 for $6,600.00 was used.

Received all the goods ordered from Breville Pty Ltd (PO #6307) together with invoice
#27863 for $12,639.00 including a freight charge of $250.00.

Credit sale to Park Village of 5 only Fisher & Paykel Refrigerators @ $1,949 each, 5
only Westinghouse Refrigerators @ $899, 10 only Fisher & Paykel Microwaves @ $749
each, 6 only Breville Kettles @ $179 each and 3 only Breville Coffee Machines @ $399
each. Add a freight charge of $110. The customer was given a 2.5% volume discount.

Paid Telstra $369.50, including GST, by Mastercard. This was for telephone expenses.

Sent cheque #1927 for $7,500 to Fisher & Paykel Ltd in part payment of amounts
owing.

Delivered all the items ordered by Beachside Park Homes today, as promised. Create
an invoice and add a freight charge of $110. Terms N14. Apply the deposit paid
against this invoice.
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19/12/202_ Sent cheque #1928 for $675.00 to Australian Super in payment of November

superannuation.

20/12/202_ Credit sale to Bondi Resort of 4 only Fisher & Paykel Microwaves @ $749 each, 4 only

Breville Coffee Machines @ $399 each and 3 only Breville Food Processors @ $249
each. Add a freight charge of $110. Terms N14.

23/12/202_ Received and banked a cheque for $22,335.44 from Park Village in payment of all

amounts owed by them.

24/12/202_ Cash sale of 1 only promotional Kitchen Starter Pack. The customer paid by EFTPOS.

The pack comprises: 1 only Westinghouse Fridge; 1 only Fisher & Paykel Microwave;
1 only Breville Coffee Maker; 1 only Breville Toaster; 1 only Breville Kettle and 1 only
Breville Food Processor. Its selling price is $2,430.40 including GST after a discount of
15% on all items.

27/12/202_  Wrote a cash cheque (#1929) for $5,460 to pay the wages for the fortnight (gross

$3,550 less $590 PAYG Withholding) and $2,500 drawings for the owner.

30/12/202_ An Adjustment Note was issued to Bondi Resort for 1 only Breville Food Processor

that was damaged beyond repair in transit. Write it off.

31/12/202_ Paid Westinghouse Ltd by cheque #1930 all amounts owing.

End of Month Adjustments

Shop Fittings are depreciated at 15% per annum and Office Equipment at 25% per annum, both
using the prime cost (straight line) method. Motor Vehicles are depreciated at 25% per annum
using the diminishing value (reducing balance) method. Calculate and journalise the depreciation
for the month, round all amounts to the nearest dollar.

Transfer 1 month’s insurance expense from prepaid insurance to the insurance expense account.
Record wages accrued for the month of $710.

Record superannuation payable for the month of $745.50.

The bank statement for the Westpac cheque account shows a closing balance of $36,843.79 and
includes bank charges of $10.00 (FRE) and a loan repayment of $1,250.00. Cheque #1930 has not
yet been presented at the bank.

The bank statement for the business loan account shows a balance of $81,326.75 and a charge of
$376.75 (FRE) for interest.

Custom Design has advised the owner that they have been declared bankrupt. The owner decides to
write off the balance owed by them as a bad debt. Use the ‘direct write-off method’.

A manual stock-take at the end of the month showed the following quantities of inventory on hand:

Item Quantity on Hand
BCM10 12
BFP12 16
BRKT1 2
BRTR2 9
FPM25 2
FPR35 3
WHR80 2

TABLE 10.8 — Stock on hand

CHAPTER 10 — INTEGRATION



Reports

Print or display the following reports for December.

Purchases - Payables reconciliation with tax
Sales - Receivables reconciliation with tax
Inventory — Stock on hand

Business — GST report

Business - Profit and loss

Business - Balance Sheet

The Kitchen Shop
153 Wentworth Street
Sydney NSW 2000
4682 3999
Payables reconciliation with tax report
31 Dec 2022
Name Amount outstanding (5) Tax outstanding ($)
Breville Ltd 12,639.00 1,149.00
Fisher & Paykel Ltd 9,530.00 86636
Total 22,169.00 2,015.36
Payables account 22,169.00
Out of balance amount 0.00
FIGURE 10.17 —Payables reconciliation with tax
The Kitchen Shop
153 Wentworth Street
Sydney NSW 2000
4682 3999
Receivables reconciliation with tax report
31 Dec 2022
Name Amount outstanding ($) Tax outstanding ($)
Beachside Park Homes 18,560.00 1,687.27
Bondi Resart 14,238.00 1,294.36
Total 32,798.00 2,981.63
Receivables account 32,798.00
Out of balance amount 0.00

FIGURE 10.18 —Receivables reconciliation with tax
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The Kitchen Shop

153 Wentworth Street
Sydney NSW 2000
4682 3999
Stock on hand report
Commmared to
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FIGURE 10.19 - Inventory Value Reconciliation
The Kitchen Shop
153 Wentworth Street
Sydney NSW 2000
4682 3999
GST report
Accrual mode
01 Dec 2022 - 31 Dec 2022
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive () Tax Collected ($)
NT Not Reportable 0 1,531.82 1531.82 0.00
GST Goods & Services Tax 10 62,445.84 56,768.96 5,676.88
Total sales and
income 63,977.66 58,300.78 5,676.88
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
NT Not Reportable 0 (10,824.93) (10,824.93) 0.00
cAP Capital Acquisitions 10 33,000.00 30,000.00 3,000.00
GST Goods & Services Tax 10 31,361.55 28510.50 2,851.05
FRE GST Free 0 626.75 626.75 0.00
Total purchases
and expenses 54,163.37 48,312.32 5,851.05
Net total 9,814.29 9,988.46 (174.17)

FIGURE 10.20 — GST report
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The Kitchen Shop

153 Wentworth Street
Sydney NSW 2000
4682 3999
Profit and loss report
Accrual mode
01 Jul 2021 - 31 Dec 2022
Total
Income
Sales Whitegoods 163,237.78
Sales Appliances 4498713
Freight Income 600.00
Discount Received 594.05
Profit on sale of asset 1,531.82
Total income 210,950.78
Cost Of Sales
Cost of Sales Whitegoods 90,697.55
Cost of Sales Appliances 2462221
Discount Given 1,470.50
Freight Expense 1,250.00
Inventory Adjustments 457.00
Total Cost Of Sales 118,497.26
Gross Profit 9245352
Expenses
Advertising & Marketing 2,640.00
Bad Debts 1,390.91
Bank Fees & Charges 60.00
Depreciation Expenses 5,703.00
Electricity Expenses 1,920.00
Insurance Expenses 1,076.67
Interest Expense 1,751.75
Motor Vehicle Expenses 1,540.00
Payroll Expenses
Payroll - Wages & Salaries 46,810.00
Payroll- Superannuation 4,840.50
Total Payroll Expenses 51,650.50
Printing, Postage & Stationery 420.00
Rent Expenses 15,000.00
Telephone & internet 1,005.91
Total Expenses 84,158.74
Operating Profit 8,294.78
Net Profit 8,294.78

FIGURE 10.21 - Profit and loss
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The Kitchen Shop

153 Wentworth Street
Sydney NSW 2000
4682 3999
Balance sheet report
Accrual mode
31 Dec 2022
Total
Assels
Current Assets
Bank Accounts
Westpac Cheque Account 33,840.79
Petty Cash/Cash on Hand 200.00
Total Bank Accounts 34.040.79
Arcounts Receivable 32,798.00
Inventory 1132324
Prepaid Expenses 205333
Total Current Assets 20,215.36
Non-Current Assets
Motor Vehicles
Mator Vehicles @ cost 30,000,000
Accum, Depr. Motor Vehicles (625.00)
Tatal Motor Vehicles 29,375.00
Office Equipment
Office Equipment & Cost 9,700.00
Accum, Depr. Office Equipment {3.472.000
Tatal Office Equipment 6,228.00
Shop Fittings
Shop Fittings @ Cost 38,890.00
Accum Depr. Shap Fitings (12716000
Total Shop Fittings 26,174.00
Total Non-Current Assets 61,777.00
Total Assets 141,992.36
Liabilities
Current Liabilities
Credit Cards
Mastercard 1,305.50
Total Credit Cards 130550
Arcounts Payable 22,169.00
GST Liabilities
GST 208583
Total GST Liabilities 208523
PAYG Withholding Payable 3,540.00
Superannuation Payable 74550
Wages & Salaries Payable 710,00
Total Current Liabilities 30,555.83
Non Current Liabilities
Business Loan B1,326.75
Total Non Current Liabilities 21,326.75
Total Liabilities 111,882.58
Net Assets 30,109.78
Equity
Owmer's Capital 34,315.00
Owmer's Drawings {12,500.00)
Current Year Profiti{Loss) 329478
Total Equity 30,109.78

FIGURE 10.22 - Balance sheet
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REVISION EXERCISE 2

This is a small business that buys, sells, and installs water features. The owner Dean Jones operates
as a sole trader and is registered for GST.
You are required to:

e Create a new MYOB data file.

e Make changes to the Chart of accounts.

e Enter opening General Ledger balances.

e Setup customer, supplier and inventory cards and enter opening balances.

e Record transactions for the month.

e Print or display reports for the month.

Create a new data file

Business name: Harmony Water Features
ABN: 54 791 778 335
Address: 59 Royal Street
Kenwick WA 6109
Phone: 9459 2295
Current financial year: 202_
Last month of financial year:  June
Opening balance date: January
Industry: Retail
Chart of accounts

Add/edit accounts based on the trial balance shown in figure 10.21.
Activate and link sales and purchases accounts for freight and discount.
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Enter opening balances

Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Trial balance report
Dec 2022
Account no Account name Debit ($) Credit ($)
-1110 Bankwest Cheque Account 15,710.00
11120 Cash Management Account 4,990.00
1-1130 Petty Cash/Cash on Hand 300.00
1-1200 Accounts Receivable 9,850.00
1-1300 inventory 10,740.00
1-1400 Prepaid Advertising 800.00
12110 Equipment @ Cost 59,820.00
1-2120 Accum. Depr. Equipment 20,180.00
12210 Motor Vehicles @ Cost 19,900.00
1-2220 Accum. Depe. Motor Vehidles 4,664.00
2-1110 Visa 2,320.00
2-1140 Accounts Payable 8,700.00
21212 GST 946.00
31000 Owner's Capital 85,473.00
3-2000 Owner's Drawings 10,400.00
4-1400 Sales Income 47,500.00
41500 Services Income 13,800.00
4-1600 Freight income 730.00
41700 Discount Received 145.00
45005 Interest income 77.00
S-2000 Cost of Sales 27,550.00
5-3000 Subcontractors 2,300.00
5-4000 Freight Expense 870.00
55000 Discount Given 45.00
56000 inventory Adjustments 320.00
61110 Accounting & Bookkeeping 1,000.00
61120 Advertising & Marketing 600.00
61160 Bank Fees & Charges 110.00
61210 Depreclation Expenses 6,662.00
61470 Electricity Expenses 713.00
61640 Insurance Expenses 1.170.00
6-1700 Motor Vehicle Expenses 865.00
64280 Postage & Stationery 140.00
64300 Rent Expenses 9,000.00
6-4320 Repairs & Maintenance 50.00
6-4460 Telephone & intemet 620.00
Grand total 184,535.00 184 535.00
FIGURE 10.23 - Opening Balances
Customers
Name Creative Magic Garden Supplies | Complete Building Cash Sales
Landscaping Services
Address 177 Armadale Rd 82 Garden St 140 Canning Hwy

Armadale WA 6112

Rockingham WA 6168

South Perth WA 6151

Credit terms Net 14 days Net 14 days Net 14 days COoD
Invoice number 1159 1162 1164

Invoice date 6/12/202_ 10/12/202_ 16/12/202_

Amount Incl. GST | $2,580 $3,110 $4,170

TABLE 10.9 — Customer cards
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Suppliers

Name Jade Importers Sparkling Stones May Agencies
Address 53 High Rd 77 Sunset St 1172 Nepean Hwy
Fremantle WA 6160 Canning Vale WA 6155 Cheltenham VIC 3192
ABN 41369248 116 33 401 303 208 90 505 644 554
Terms Net 30 days Net 30 days 5% 10 /net 30 days
Invoice number 3749 (PO #8196) 4323 (PO #8194) 10095 (PO #8198)
Invoice date 11/12/202_ 9/12/202_ 23/12/202_
Amount Incl. GST $7,190 $380 $1,130
TABLE 10.10 - Supplier cards
Inventory
Item ID CMPOT WWALL STONE PUMPS
Name Ceramic Pots Water Wall Polished Stones | Water Pump
I Buy, Sell & Inventory Items MMM MMM MMM MMM
Selling price (excl. GST) $140 $1,800 $70 $115
Asset account 1-1300 1-1300 1-1300 1-1300
Income account 4-1400 4-1400 4-1400 4-1400
Cost of sales account 5-2000 5-2000 5-2000 5-2000
Buying & Selling Unit of Measure | Each (1) Each (1) Bag (1) Each (1)
Tax code when bought & sold GST GST GST GST
Minimum stock level 50 10 100 10
Primary supplier Jade Importers | Jade Importers | Sparkling May Agencies
Stones
Default reorder quantity 100 20 200 20
Quantity on Hand 65 5 30 12
Unit Cost (excl. GST) S60 $S960 S40 $70
Value of Inventory on Hand $3,900 $4,800 $1,200 $840
TABLE 10.11 - Inventory items
Bank Reconciliation
(asat31/12/202 )
Debit balance per cash book $ 15,710.00
Add: Outstanding cheques
243 3,120.00
244 2,920.00 6,040.00
Credit balance per bank statement $21,750.00

FIGURE 10.24 — Manual bank reconciliation

Transactions

All unit costs/prices and freight charges are GST exclusive unless otherwise stated. The business uses
the ‘asset’ method for recording prepayments.

Check ‘Reorder low stock items’ to see which inventory item(s) require reordering and

then create purchase order(s) to the preferred supplier(s). Find the POs and change

3/01/202_

the date to 3/01/202_.
4/01/202_

paid by EFTPOS.
6/01/202_

owing.

Cash sale (Invoice #1170) of 2 ceramic pots @ $155 each including GST. The customer

Sent cheque #245 for $3,000.00 to Jade Importers in part payment of the amount
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6/01/202_

7/01/202_
7/01/202_

8/01/202_

10/01/202_

13/01/202_

13/01/202_

14/01/202_

14/01/202_
14/01/202_
15/01/202_

16/01/202_

18/01/202_

20/01/202_

20/01/202_
21/01/202_

Credit sale to Magic Garden Supplies of 1 water wall, 15 ceramic pots and 25 bags of
polished stones. Add a freight charge of $50.00.

Received and banked a cheque for $2,580.00 from Creative Landscaping.

A client purchased a water wall from us some time ago and is having a problem with
it leaking. An investigation revealed that the pond area required resealing. This task
has now been completed. Create an invoice for Julie Andrews of 6 Acorn Place,
Nedlands, WA, 6009 for 4 hours labour @ $120 per hours including GST. She has been
given terms of net 14 days. Set up a new item ‘Labour’ that is ‘sell’ only and linked to
the services income account.

Magic Garden Supplies returned 3 ceramic pots that were excess to their
requirements. Create an adjustment note for these. They have been returned to
inventory.

Received a bill from lan Jackson of 17 Falls Road, Lesmurdie WA 6076 the
subcontractor who did the work on Mrs Andrews’ water wall. His invoice #279 is for
$440.00 including GST. His ABN is 70 050 160 481. Terms net 10 days.

Received the 200 bags of polished stones ordered from Sparkling Stones together with
their invoice #4320 for $8,822.00. Price per bag is $40.00 and a freight charge of
$20.00 was included on the invoice.

Made a cash purchase from Plastic Industries of 52 Howe Street, Osborne Park, WA
6017 (ABN 22 131 722 599) of 1,000 metres of black PVC piping (new inventory code
BPVCP) at 60c per metre and 10 fibre glass moulded ponds (new inventory code
FGMP1) at $275.00 each. Set a reorder point of 100 for the PVC piping which will sell
for $1.00 per metre. Set a reorder point of 5 for the ponds which will sell for $490.00
each. Invoice #3772 for $3,685.00 was paid for with cheque #246.

Received the 20 water walls @ $960 each ordered from Jade Importers together with
their invoice #3767 for $21,208.00. A freight charge of $80 was added.

Sent a purchase order to May Agencies for 10 water pumps @ $70.00 each.
Sent a purchase order to Jade Importers for 100 ceramic pots @ $60 each.

Received and paid the rent bill for $1,650.00 including GST from Drake Real Estate
with cheque #247.

Received a cheque for $4,170.00 from Complete Building Services. This has not yet
been banked.

Cash sales to various customers of 10 ceramic pots. One customer paid by EFTPOS;
all the other customers paid with cash. The cash has not yet been banked.

Received all the pots ordered from Jade Importers on 14/01/202_ together with their
invoice #3817 for $7,238.00 including a freight charge of $80.00. The price of the
ceramic pots has increased to $65.00 each.

Banked $5,556.00.

A customer returned 1 ceramic pot that she has discovered has a flaw in it. She was
the one who paid by EFTPOS, so she was given a refund by EFTPOS. Write the pot off
as it cannot be sold.
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21/01/202_

22/01/202_

22/01/202_

23/01/202_

24/01/202_

24/01/202_
25/01/202
25/01/202_

27/01/202_

28/01/202_

29/01/202_

31/01/202_

31/01/202_
31/01/202_

Sent a purchase order to Jade Importers for 20 solar fountains (new inventory code
SOFNT) at $225.00 each and 20 natural rock fountains (new inventory code NRFNT)
at $270.00 each. These items will sell for $500.00 and $600.00 each, respectively. Set
a reorder point of 5 for the fountains.

Cash sale to Infinity Landscaping of the following special water feature deal:
6 ceramic pots, 2 fibre glass moulded pond, 2 water pump, 20 metres black PVC
piping, and 8 bags of polished stones.

The normal selling prices are reduced by 15% on all items. The customer paid by
cheque, which has not yet been banked.

Cash sale of 1 water wall to Charles Marlow to be installed by us at his residence.
Invoice him for the water wall, 15 metres of black PVC piping, 1 water pump and 5
hours of labour. (Create as tax inclusive to avoid a rounding problem with the labour
rate per hour) The customer paid with a cheque which has not yet been banked.

Purchase some stationery from Officeworks for $155.60 including GST. This was paid
for out of petty cash.

Received the 10 water pumps ordered from May Agencies together with their invoice
#10123 for $858.00 including a freight charge of $80.00.

Credit sale to Complete Building Services (PO #3427) of 10 ceramic pots.
Banked $5,182.05.

Purchased fuel for the vehicle to the value of $89.00 including GST from the Gull
Service Station and paid for it with Visa.

Received from Jade Importers 10 of the solar fountains ordered (the balance will be
delivered when available) and 20 natural rock fountains. Their invoice #3824 is for
$8,503.00 including a freight charge of $80.00.

Complete Building Services returned 1 ceramic pot that had broken in transit because
there was a fault in it. Issue an adjustment to the customer and then adjust inventory
to remove the item that is no longer saleable.

Cash sale of 1 solar fountain and 1 natural rock fountain which the customer paid for
by EFTPOS.

Purchased a new laser printer for the office (equipment) from Officeworks for $890.00
including GST. This was paid for with Visa.

Paid May Agencies with cheque #248 all amounts owing to them after discount.

$7,000 was transferred electronically from the cheque account to the cash
management account.

End of Month Adjustments - 31/01/202_

. A stocktake undertaken at the end of the month revealed that there were 2 bags of stones
missing. Adjust inventory for the missing items.
. Depreciation for the month is 25% pa on motor vehicles (diminishing value method) and 15%

pa on equipment (prime cost method). $2,176 has been recorded to date for motor vehicle
depreciation. Round to the nearest dollar.

. The balance remaining in prepaid advertising is for two months of advertising. Record the
amount to be expensed for January.
. Interest earned on the cash management account for the month is $14.55. The balance at

31/01/202_ was $12,004.55.
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° Reconcile the cheque account. The bank statement balance as at 31/01/202_ was $15,203.05.
o Bank fees were $10.00.
o Cheque #248 has not yet been presented.

Reports

Print or display the following reports for January:
e Purchases — Unpaid bills

e Sales — Unpaid invoices

Inventory — Item list

Business — GST report

Business — Trial Balance

e Banking — Banking reconciliation

Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Unpaid bills report
31 Jan 2023
Supplier
Supplier name number 0-30 31-60 61-90 90+ Total due ($)
lan Jackson *None 440,00 0.00 0.00 0.00 440.00
Jade Importers *None 36,940.00 4,190.00 0.00 0.00 41,139.00
Sparkling Stones *None 8,822.00 380.00 0.00 0.00 9,202.00
Grand total 46,211.00 4,570.00 0.00 0.00 50,781.00
FIGURE 10.25 - Unpaid bills
Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Unpaid invoices report
31 Jan 2023
Customer
Customer name number 0-30 31-60 61-90 90+ Total due ($)
Complete Building Services *None 1,386.00 0.00 0.00 0.00 1,386.00
Julie Andrews *None 480.00 0.00 0.00 0.00 480.00
Magic Garden Supplies *None 5,808.00 3,110.00 0.00 0.00 8.918.00
Grand total 7,674.00 3,110.00 0.00 0.00 10,784.00

FIGURE 10.26 — Unpaid invoices
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Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Item list report
item number Item name Supplier Units on hand Totalvalue (§) Averagecost($) Current price ($)
BPVCP PVC Piping Piastic Industries 965 579.00 0.60 1.00
CMPOT Ceramic Pots Jade Importers 125 794326 63.55 140.00
FGMP1 Ponds Plastic Industries 8 2,200.00 275.00 490.00
Labour Labour 0.00 120.00
NRFNT Natural Rock Fountain Jade Importers 19 5,130.00 270.00 600.00
PUMPS Water Pump May Agencies 19 1,330.00 70.00 115.00
SOFNT Solar Fountain Jade Importers 9 2,025.00 225.00 500.00
STONE Polished Stones Sparkling Stones 195 7,800.00 40.00 70.00
WWALL Water Wall Jade Importers 23 22,080.00 960.00 1,800.00
FIGURE 10.27 — Item list
Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
GST report
Accrual mode
01 Jan 2023 - 31 Jan 2023
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
GST Goods & Services Tax 10 15,804.95 14,368.13 1,436.82
s Input Taxed Sales 0 1455 14.55 0.00
Totalsalesand ’
income 15,819.50 14,382.68 1,436.82
Purchases and
expenses
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
NT Not Reportable 0 6,040.00 6,040.00 0.00
GST Goods & Services Tax 10 52,648.60 47,862.36 4,786.24
CAP Capital Acguisitions 10 890.00 809.09 80.91
FRE GST Free 0 10.00 10.00 0.00
Total purchases ) ) i i
and expenses 59,588.60 54,721.45 4,867.15
Net total (43,769.10) (40,338.77) (3,430.33)

FIGURE 10.28 — GST report
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Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Trial balance report
Jan 2023
Account no Account name Debit ($) Credit($) YTD Debit ($) YTD Credit ($)
—:1_{;0 Bankwest Cheque Account 245205 1325795
11120 Cash Management Account 7.01455 12,004.55
1130 Petty Cash/Cash on Hand 155.60 144.40
1-1200 Accounts Recelvahle 924.00 10,784.00
1-1300 inventory 38,347.26 49,087.26
1-1400 Prepaid Advertising 400.00 400.00
1-2110 Equipment @ Cost 809.09 60,629.09
1-2120 Accum. Depr. Equipment 748.00 20,928.00
1-2210 Motor Vehicles @ Cost 0.00 19,900.00
1-2220 Accum. Depe. Motor Vehicles 363.00 5,027.00
21110 Visa 979.00 3,299.00
2-1140 Accounts Payable 42,081.00 50,781.00
21212 GST 343033 248433
31000 Owner's Capital 0.00 85473.00
3-2000 Owner's Drawings 0.00 10,400.00
4-1400 Sales Income 13,297.32 60,797.32
41500 Services Income a81.81 14,781.81
4-1600 Freight income 50.00 780.00
4-1700 Discount Recelved 39.00 184.00
45005 interest Income 1455 9155
5-2000 Cost of Sales. 6,845.64 3439564
5-3000 Subcontractors 400.00 2,700.00
54000 Freight Expense 340.00 1,210.00
55000 Discount Given 0.00 45.00
56000 Inventory Adjustments 207.10 527.10
61110 Accounting & Bookkeeping 0.00 1,000.00
61120 Advertising & Marketing 400.00 1,000.00
6-1160 Bank Fees & Charges 10.00 120.00
&1210 Depreciation Expenses 1,111.00 7,773.00
61470 Electricity Expenses 0.00 713.00
61640 Insurance Expenses 0.00 1,170.00
6-1700 Motor Vehicle Expenses B0.91 94591
64280 Postage & Stationery 141.45 281.45
64300 Rent Expenses 1,500.00 10,500.00
6-4320 Repairs & Maintenance 0.00 50.00
6-4460 Telephone & Internat 0.00 620.00
Grand total 61,561.33 61,561.33 242,142.68 242,142,638

FIGURE 10.29 - Trial Balance
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Harmony Water Features
59 Royal Street
Kenwick WA 6109
9459 2295
Bank reconciliation
31 Jan 2023
Account number Account name Date last reconciled mm&; ba‘hg:e“g
11110 Bankwest Cheque Account 31/01/2023 15,203.05 13,257.95
Reconciliation Value ($)
Account balance on 31/01/2023 13,257.95
Add: Outstanding withdrawals 1,945.10
Subtotal 15,203.05
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 15,203.05
Outstanding withdrawals
ml;nbu - date . Description eposit($)  Withdrawal (S)
248 31/01/2023 Payment; May Agencies 1,945.10
Total 0.00 1,945.10
Reconciled withdrawals
m o rt:sam 5 Description Deposit ($) Withdrawal ($)
243 01/01/2023 Outstanding cheque 3,120.00
244 01/01/2023 Outstanding cheque 2,920.00
245 06/01/2023 Part payment 3,000.00
246 13/01/2023 Plastic Industries for 00008203 3,685.00
247 15/01/2023 Drake Real Estate 1,650.00
EFTPOS 21/01/2023 Cash Sales: Credit from 1175 154.00
TRODCO03 31/01/2023 Transfer to cash management account 7,000.00
Bank 31/0172023 Bank fees 10.00
Total 0.00 21,539.00
Reconciled deposits
Reference Transaction
number date Description Deposit ($) Withdrawal ($)
CROO0001 04/01/2023 Cash Sales for 11701170 310.00
CRO00002 07/01/2023 Payment; Creative Landscaping 2,580.00
CRO0O0004 18/01/2023 Cash Sales for 11741174 154.00
TRO000O1 20/01/2023 Banking 5,556.00
TRO00002 25/01/2023 Banking 5182.05
CRO0OD008 29/01/2023 Cash Sales for 11801180 1210.00
Total 14,992.05 0.00
1-1120 Cash Management Account 31/01/2023 12,004.55 12,004.55
Reconciliation Value ($)
Account balance on 31/01/2023 12,004.55
Add: Outstanding withdrawals 0.00
Subtotal 12,004.55
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 12,004.55
Reconciled deposits
m r&m" Description Deposit ($) Withdrawal ($)
TROOOO03 31/01/72023 Transfer to cash management account 7,000.00
CRO0O000Y 31/01/2023 Interest eamned for the month 1455
Total 7,014.55 0.00

FIGURE 10.30 — Reconciliation Report
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REVISION EXERCISE 3

Playtime is a small retail business owned by David Baxter, a sole trader, who buys and sells children’s
play equipment. There is one employee who is paid fortnightly, and tax deducted from his wages
(PAYG withholding tax) is remitted to the Australian Taxation Office (ATO) quarterly. The business is
registered for GST and the accrual basis is used for accounting and GST purposes. The asset method
is used for prepayments and the direct write off method for bad debts. All prices are GST exclusive
unless otherwise stated.

You are required to:
e Create a new MYOB data file.
e Make changes to the Chart of accounts.
e Change linked accounts as specified.
e Enter opening General Ledger balances.
e Setup customers, suppliers, and inventory and enter opening balances.
e Record a variety of transactions for the month.
e Print or display reports for the month.

Create a new data file

Business name: Playtime

ABN: 35971 407 964

Address: 93 Hector Street
Osborne Park WA 6017

Phone: 9377 2400

Current financial year: 202_

Last month of financial year:  June

Opening balance date: February

Industry: Retail

Chart of accounts

Add/edit accounts, based on the trial balance shown in figure 10.29.
Activate and link sales and purchases accounts for freight and discount.
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Enter opening balances

Playtime
93 Hector Street
Osborne Park WA 6017
9377 2400
Trial balance report
Jan 2023
Account no Account name Debit (5) Credit (5)
T * Business Bank Account 10,495.00 ——
1120 Cash Management Account 9,945.00
1-1130 Petty Cash/Cash on Hand 100.00
1-1200 Accounts Recelvable 5,307.00
1-1300 Inventory 14,650.00
1-1350 Prepaid Advertising 360,00
1-1360 Prepaid insurance 1.550.00
12110 Plant & Equipment @ Cost 28,000.00
12120 Accum. Depe. Plant & Equipment 9,280.00
12210 Motor Vehicles @ Cost 9,500.00
1-2220 Accum. Depr. Motor Vehicles 6510.00
2-1140 Accounts Payable 445500
21212 GST 2,695.00
21350 PAYG Withholding Payable 1,736.00
21355 Superannuation Payable 277.00
31000 Capital 69,280.00
3-2000 Drawings 15,000.00
4-1400 Sales 96,500.00
41500 Discount Recelved 224.00
4-1600 Freight income 120.00
41700 Interest income 17300
5-2000 Cost of Sales 53,075.00
52100 Discount Aflowed 175.00
52200 Freight Costs 580.00
61120 Advertising & Marketing 390.00
61160 Bank Fees & Charges 70.00
61210 Depreciation Expenses 2,506.00
61470 Electricity Expenses 786.00
6-1640 Insurance Expenses 221000
61700 Motor Vehicle Expenses 1,884.00
64100 Payralt - Wages & Salaries 20,980.00
64200 Payroll- Superannuation 2203.00
64300 Rent Expenses 10,500.00
6-4320 Repairs & Maintenance 120.00
64460 Telephone & internet 564.00
Grand total 191,250.00 191,250.00
FIGURE 10.31 - Opening Balances
Customers & opening balances
Designation Company Company Company Company
Name ABC Child Care Stirling City Jellybeans Child Cash Sales
Centres Council Care Centres
Customer terms Net 30 days Net 30 days 5% 10/Net 30 days | C.O.D.
Invoice number 1595 1619 1620
Date 29/11/202_ 28/01/202_ 29/01/202_
Amount (Incl. Tax) $537 $3,320 $1,450

TABLE 10.12 — Customer cards
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Suppliers & opening balances

Designation Company Company Company
Name The Cubby Company Kidspace The Imagination Company
ABN 49009 143 623 91128 237 303 41369248 116
Supplier terms Net 30 days 5% 10/Net 30 days Net 30 days
PO No. 978 980
Invoice number 11277 2552
Date 17/01/202_ 29/01/202_
Amount (Incl. Tax) $1,100 $3,355

TABLE 10.13 - Supplier cards

Inventory items & opening balances
Item ID CLIMB CuUBBY TRAMP SWING
Name Climbing Frame | Playhouse - Trampoline Swing Set

Plastic Outdoor
I Buy, Sell & Inventory Items MMM MMM MMM MMM
Asset account 1-1300 1-1300 1-1300 1-1300
Income account 4-1400 4-1400 4-1400 4-1400
Cost of sale account 5-2000 5-2000 5-2000 5-2000
Buying & Selling Unit of measure Each (1) Each (1) Each (1) Each (1)
Tax Code when bought & sold GST GST GST GST
Minimum stock level 5 5 5 5
Primary supplier Kidspace The Cubby The Imagination | The Imagination
Company Company Company

Default restock quantity 5 10 10 15
Selling price (excl. GST) $1,600 $815 $1,000 $320
Quantity on Hand 4 10 8 10
Unit cost (excl. GST) $900 S450 S600 $175
Value of inventory on Hand $3,600 $4,500 $4,800 $1,750

TABLE 10.14 - Inventory items

Transactions

1/02/202_

3/02/202_

3/02/202_

4/02/202_
4/02/202_

5/02/202_
6/02/202_

Traded-in the old motor vehicle for $4,400 (including GST) on a new motor vehicle
costing $19,990 (including GST) from Main Street Motors. The difference between
the two was financed with a business loan. Record the resulting profit or loss (a new
account will be required).

Cheque no. 1923 paid RAC Insurance for insurance on the new motor vehicle. The
amount of the cheque is $820, and the insurance premium is made up of $770
(including GST) and S50 (GST Free). The premium is for twelve months from
1/02/202_.

Credit sale to Stirling City Council (invoice no. 1622) 1 Climbing Frame and 1 Swing
Set.

Purchase order no. 981 sent to Kidspace for 5 climbing frames @ $900 each.

Received and banked a cheque for $1,377.50 from Jellybeans Child Care Centres in
payment of the account balance after discount.

Paid Optus $298.50 including GST, by credit card for the mobile phone bill.
Cheque no. 1924 for $3,187.25 was sent to Kidspace.
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7/02/202_

12/02/202_

13/02/202_

14/02/202_

17/02/202_

18/02/202_

19/02/202_
20/02/202_

20/02/202_

21/02/202_

21/02/202_

24/02/202_

24/02/202_

25/02/202_

25/02/202_

26/02/202_
27/02/202_
28/02/202_

Purchase order sent to The Cubby Company for 10 x Gourmet Kitchens @ $100 each
(New Item ID. KITCH). The selling price will be $180 plus GST.

Received the items ordered from Kidspace together with their invoice no. 2561 for
$5,005 which included a freight charge of $50.

Purchased a new item from a new supplier (Play & Grow, ABN 32 109 786 899).
Invoice no. 530 for $2681.25 is for 10 x Seesaws @ $40 each (This item (SESAW) will
be sold for $70 each) and 10 x Climb/slides @ $210 each (This item (SLIDE) will be sold
for $390 each). As a new customer, we were required to pay for the goods on delivery,
but we were given a 2.5% discount on these items. Cheque no. 1925 was used.

Drew a cash cheque (no. 1926) for $2,312 to pay the wages for the fortnight (gross
$1,560 less $248 PAYG Withholding) and drawings for the owner.

Received all the goods ordered from The Cubby Company on 7/02/202_ at the price
quoted. Their invoice no. 11301 for $1,188 included a freight charge of $80.

Credit sale to Kalgoorlie City Council, a new customer, of 5 x Climbing Frames, 5 x
Swing Sets and 5 x Seesaws. Add a freight charge of $200. Terms N14.

Paid Synergy $378.60, including GST, by credit card for the electricity bill.

Transferred $4,000 from the Cash Management Account to the Business Bank
Account.

Paid The Cubby Company the amount owing to them for January with cheque no.
1927.

Paid the December quarter BAS liability of $3,323 to the Australian Taxation Office by
cheque no. 1928 — PAYG withholding $1,302; GST $2,021.

Received purchase order no. 3976 from Treetop Child Care Centre for — 1 x Outdoor
Plastic Playhouse and 1 x Gourmet kitchen to be delivered on 3/03/202_.

Credit sale to Jellybeans Child Care Centres of 1 x Seesaw, 1 x Swing set, and 1 x
Climb/slide. Add a freight charge of $50.

Cash sale of 1 x Climbing frame for $1,700 (including GST). The customer paid by
EFTPOS.

An Adjustment Note was issued to Kalgoorlie City Council for 1 x Seesaw that was
damaged in transit and cannot be repaired. Write this item off.

Purchased stationery from Officeworks for $57.90 including GST. This was paid for
from petty cash.

Received and banked a cheque for $3,320 from Stirling City Council.
Cash sale of 1 x Trampoline. The customer paid by EFTPOS.

Cashed cheque no. 1929 for $2,369.90 to pay the wages for the fortnight (gross $1,560
less $248 PAYG Withholding), $1,000 drawings for the owner, and $57.90 to
reimburse petty cash.

End of Month Adjustments

Transfer the following prepayments to their respective expense accounts:

O
O
@)

1 month of the new motor vehicle insurance (motor vehicle expenses)
1 month of the opening balance (5 months) for prepaid insurance
All the remaining prepaid advertising.
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e Depreciation expense for the month of February (round to the nearest dollar):
o Plant & Equipment: 15% p.a. prime cost (straight line) method.
o Motor Vehicles: 25% p.a. diminishing value (reducing balance) method.
e Accrue superannuation payable for the month of $327.60.
e Interest charged to the business loan for the month was $71.45.
e Interest earned on the cash management account for the month was $25.55.
e ABC Child Care Centres has advised the owner that they have gone into liquidation. The owner
decides to write off the balance owed by them as a bad debt. Use the services layout.

e Stock-take Information: Item Qty on Hand
CLIMB 2
CUBBY 10
KITCH 9
SESAW 4
SLIDE 9
SWING 3
TRAMP 7

TABLE 10.15 - Inventory stocktake

Reports

Print or display the following reports for February:
e Payables reconciliation with tax

e Customer sales

e Stock on hand

e GST report

e Trial Balance

Playtime
93 Hector Street
Osborne Park WA 6017
9377 2400
Payables reconciliation with tax report
28 Feb 2023
Name Amount outstanding ($) Tax outstanding ($)
Kidspace 5,005.00 455.00
The Cubby Company 1,188.00 108.00
Total 6,193.00 563.00
Payables account 6,193.00
Out of balance amount 0.00

FIGURE 10.32 - Payables reconciliation with tax
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Playtime

93 Hector Street
Osborne Park WA 6017
9377 2400
Customer sales report
01 Feb 2023 - 28 Feb 2023
Customer
Customer name number Sale amount ($) Tax($) Current balance ($)
ABC Child Care Centres *None (488.18) (48.82) 0.00
Cash Sales *None 2,545.45 25455 0.00
Jellybeans Child Care Centres *None 714.09 7641 913.00
Kalgoorlie City Council *None 9,880.00 1,008.00 11,088.00
Stirling City Council *None 1,920.00 192.00 2,112.00
Grand total 14,571.36 1,482.14 14,113.00
FIGURE 10.33 — Customer sales
Playtime
93 Hector Street
Osbome Park WA 6017
9377 2400
Stock on hand report
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FIGURE 10.34 - Stock on hand
Playtime
93 Hector Street
Osborne Park WA 6017
9377 2400
GST report
Accrual mode
01 Feb 2023 - 28 Feb 2023
Sales and income
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
N-T Not Reportable (] (3.390.00) (3.390.00) 0.00
GST Goods & Services Tax 10 21,480.75 19,527.95 1,952.80
ms Input Taxed Sales (4] 2555 25.55 0.00
Total sales and
income 18,116.30 16,163.50 1,952.80
Purchases and
expenses.
Code Description Rate (%) Tax Inclusive () Tax Exclusive () Tax paid ($)
N-T Not Reportable o (11.046.55) (11,046.55) 0.00
GST Goods & Services Tax 10 10,988.75 9,989.77 998.98
cAP Capital Acquisitions 10 19.990.00 1817273 1.817.27
FRE GST Free o 121.45 121.45 0.00
Total purchases
and expenses 20,053.65 17,237.40 2,816.25
Net total (1,937.35) (1,073.90) {863.45)

FIGURE 10.35 - GST report
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Playtime
93 Hector Street
Osborne Park WA 6017
9377 2400
Trial balance report
Feb 2023
Account no Account name Debit ($) Credit ($) YTD Debit ($) YTD Credit ($)
1-1110 Business Bank Account 4,205.90 6,199.10
1-1120 Cash Management Account 3974.45 5,970.55
1-1130 Petty Cash/Cash on Hand 0.00 100.00
1-1200 Accounts Receivable 8,806.00 14,113.00
1-1300 Inventory 726.25 13,923.75
1-1350 Prepaid Advertising 360.00 0.00
1-1360 Prepaid Insurance 37750 1,927.50
1-2110 Plant & Equipment @ Cost 0.00 28,000.00
1-2120 Accum. Depr. Plant & Equipment 350.00 9,630.00
1-2210 Motor Vehicles @ Cost 867273 1817273
1-2220 Accum. Depr. Mator Vehicles 6,131.00 379.00
2-1110 Credit Card 677.10 677.10
2-1140 Accounts Payable 1,738.00 6,193.00
21212 GST 288445 189.45
21350 PAYG Withholding Payable 806.00 930.00
2-1355 Superannuation Payable 327.60 604.60
2-2105 Business Loan 15,661.45 15,661.45
3-1000 Capital 0.00 69,280.00
3-2000 Drawings 2,000.00 17,000.00
4-1400 Sales 15,125.45 111,625.45
4-1500 Discount Received 152.50 376.50
4-1600 freight Income 250.00 370.00
4-1700 Interest Income 2555 198.55
4-6000 Profit on sale of asset 1,010.00 1,010.00
5-2000 Cost of Sales 8,524.75 61,599.75
5-2100 Discount Allowed 65.91 24091
5-2200 Freight Costs 130.00 710.00
5-2300 Inventary Adjustments 139.00 139,00
61120 Advertising & Marketing 360.00 750.00
61150 Bad Debts 48318 488.18
61160 Bank Fees & Charges 0.00 70.00
61210 Depreciation Expenses 729.00 3,535.00
6-1470 Electricity Expenses 34418 1,130.18
6-1640 Insurance Expenses 310.00 2,520.00
6-1650 Interest Expense 71.45 71.45
61700 Motor Vehicle Expenses 6250 1,946.50
64100 Payroll - Wages & Salaries 3,120.00 24,100.00
6-4200 Payroll- Superannuation 327.60 2,530.60
6-4280 Postage & Stationery 5264 5264
64300 Rent Expenses 0.00 10,500.00
64320 Repairs & Maintenance 0.00 120.00
64460 Telephone & Internet 27136 83536
Grand total 4467425 4467425 216,935.65 216,935.65

FIGURE 10.36 — Trial Balance
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APPENDIX
Australian business numbers and the goods and services tax

A Goods and Services Tax (GST) of 10 per cent was introduced in Australia in 2000. It is a broad-based
tax levied on most supplies (sales) of goods and services (referred to as ‘taxable supplies’ in the GST
legislation).

All businesses (those who were genuinely in business with a view to making a profit) are required to
register with the Australian Business Register (ABR) and are given an Australian Business Number
(ABN), which is a unique 11-digit identification number. This number must be displayed on all official
documents, such as invoices. Businesses with a turnover of greater than $75,000 per annum are also
required to register with the Australian Taxation Office (ATO) for GST. Those with a turnover of less
than $75,000 per annum can choose whether to register for GST or not.

To avoid duplication of GST at the various levels of production and supply, businesses are allowed to
offset any GST paid on purchases (input tax credits) against the GST collected on sales. This is how the
goods and services tax works.

Business Activity Statement Tax Office
Timber merchant sells timber GST on sales $10
for $110, including $10 GST Less input tax credit SO0 $10 GST paid by timber merchant
GST to pay $10 to ATO
Furniture manufacturer sells GST on sales $20
table for $220, including $20 Less input tax credit S10 $10 GST paid by manufacturer to
GST GST to pay $10 ATO
Retailer sells table for $330, GST on sales $30
including $30 GST Less input tax credit $20
GST to pay $10 $10 GST paid by retailer to ATO
Consumer pays $330 to the retailer, including $30 GST $30 total GST paid

The GST collected less GST paid is remitted to the ATO on either a monthly, quarterly, or yearly basis,
depending on circumstances, along with other taxes such as tax instalments deducted from employee
wages and salaries (PAYG Withholding), income or company tax instalments (PAYG Instalments), and
Fringe Benefits Tax. These are reported to the ATO on a Business Activity Statement (BAS), either on
a cash basis or an accrual basis. Businesses with annual gross revenues of less than $20,000,000 can
use either basis, but those with annual gross revenues of more than $20,000,000 must use the accrual
basis. If GST paid is greater than GST collected in any given tax period, then the ATO will pay the
refund directly into the business’s bank account.

All supplies of goods and services are subject to GST unless they are either non-taxable or specifically
excluded from the tax. These are the types of supply:

1. Taxable supplies are those that include 10% GST in the price. The business is registered for GST
and charges its customers GST on all supplies of goods and services. It must remit the GST
collected to the ATO and is entitled to claim back any GST paid on business inputs.

2. GST-free supplies are those that do not include any GST in the price. GST-free supplies include
basic foods (such as fresh fruit, vegetables, meat, and bread), some educational courses, exports,
and some health services. An example of a type of business that is GST-free is a registered
childcare centre. These businesses do not charge GST but are entitled to claim back GST paid on
business inputs.
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3. Inputtaxed supplies are like GST-free supplies except that the business cannot claim back the GST
paid on business inputs. Input taxed supplies include financial supplies, such as lending money,
and residential rents.

Wages, salaries, and other employment related expenses, such as superannuation, are specifically

excluded from GST.

Non-current assets, such as plant and equipment, attract input credits when purchased, and GST when
sold. There was a requirement to report capital acquisitions separately on the BAS, therefore a special
code (CAP) is used for purchases of this type. However, with the introduction of a simplified BAS that
is no longer required, but that code is still used.

Source documents, such as the ‘tax invoice’, must be designed to include all the information required
under the GST legislation, and must be supplied for sales of goods or services over $82.50 including
GST, if requested. The invoice must show the ABN of the business issuing the invoice and either the
GST-inclusive price of the goods and services being sold, or the GST exclusive price of the goods or
services and the amount of GST.

Accounting for the GST using MYOB

It is essential that businesses maintain good accounting records from which, the information required
to be reported on the BAS, can be easily extracted. MYOB includes in the chart of accounts an account
for GST. In the desktop version there is an account for GST Collected and one for GST Paid, and you
can setup those accounts in the online version of the software, it is simpler to use just one account,
because although one is technically an asset and the other a liability, MYOB places them both in the
current liability classification, as is the GST account in the online software. As a rule, businesses owe
the ATO money, not the other way around.

The tax codes used by MYOB are shown in figure Al. To view this listing go to ‘Accounting’ on the
menu bar and select Tax codes.

Tax codes cortre oo ([
Tax code Descriptian Type Accoumt for tax colles ted Accomnt for Las pant Rate %)
ARN Yoo AN Wetrheading No ABNM/TFN 2 1385 ABN Winboidng 2 1365 ABN Withhokdng ©
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FIGURE Al - Tax Code List

MYOB uses the same code for sales and purchases, except when the transaction involves a capital
purchase. Itisimportant to use the correct code.

e The CAP code is used when a capital acquisition, usually of a fixed asset, costing more than $300
is made. Capital acquisitions are reported separately at G10 on the business activity statement;
that is why a separate code is used. Capital acquisitions are those items that will be written off
over their useful life.
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e The GST code is used on all supplies of goods and services to customers (sales, services, fees, and
the sale of a fixed asset) and goods and services purchased from suppliers.

e The FRE code is used for all GST-free sales and purchases made by the business. Types of
purchases include bank fees, interest paid, and staff amenities such as milk, tea, and coffee.

e ThelTS code is used for interest earned by the business, such as on interest bearing term deposits
or investment accounts.

Note: Bank charges and interest are input taxed sales for the financial institutions that charge them,
but they are GST-free supplies to the business that incurs the expense. There are some purchases,
such as insurance, where part of the charge will be GST and part FRE.

e The GNR code is used when the purchase is from a supplier who is not registered for GST,
therefore there is no GST in the transaction, but the supplier does have an ABN.

e The ABN code is used when the purchase is from a supplier who fails to provide their ABN. The
business is required to withhold 47% of the amount and remit it to the ATO.

e The N-T code is the one used when the transaction does not come within the scope of the goods
and services tax — such as wages, dividends, capital contributions, and internal adjustments like
depreciation.

Note: As a general rule of thumb —

(1) All assets (except for fixed assets at cost), all liability and all equity accounts use the N-T code
because they do not involve the supply of goods and services.
(2) Interest expense and bank charges are financial supplies (involving banks and finance

companies) and therefore the non-financial institution businesses use the FRE code for these
accounts. There are also some supplies (e.g., council rates, fresh food), which are exempt
from GST. Use the FRE code for these.

(3) Interest income accounts use the ITS code.

(4) When recording internal adjusting type entries (e.g., depreciation & prepayments) all the
accounts involved in the transaction use the N-T code. The GST would have been accounted
for when the expense was incurred.

(5) All other income and expense accounts, which are involved in the supply of goods and
services, use the GST code.

Lock date

To lock a period, go to the Main Menu and select Business settings. You may remember seeing this at
the bottom of the window when you were setting up a data file. Place a tick in the box and enter
whatever date is appropriate e.g., 30/06/202_.

Payroll

Most employees in Australia are employed under an award applicable to their trade, for example retail
employees’ award. These can be either State or Federal awards and they set out the minimum
conditions of employment about such things as hours of work, leave entitlements, and pay rates.
Other employment arrangements can include workplace agreements and individual contracts.

To assist students to understand some of the terminology used in these exercises a summary of the
most used terminology is provided.

Types of employment — The form of employment used in all these exercises is either:

e Full time - 38 hours per week in most of these exercises, but the number of hours may vary under
different award agreements.

e Part time - employed for an agreed number of hours or days per week, such as three days per
week or 20 hours per week.
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e Casual —employed for what could be a varying number of hours per week. These employees are
not entitled to be paid for annual leave or personal leave and are therefore paid a loading on the
normal hourly rate for that type of work.

e Permanent - they have completed any probationary period and are now a permanent staff
member.

Base Hourly — Payment for work performed during the standard working week at an hourly rate. In

most of these exercises the standard working week is 38 hours, the most common in Australia.

Base Salary — Payment for work performed for the pay period, which may be weekly, fortnightly, or
monthly. Salaried employees receive an annual salary package under which they are usually not
entitled to be paid overtime or annual leave loading. In other words, regardless of how many hours
they work in any given pay period they will receive the same amount.

Overtime — This is payment for work performed outside of the normal working week. The rates will
differ between awards, but generally time and a half (150% of the normal rate) is paid for the first two
or three hours and double time (200% of the normal rate) thereafter. For example, if an employee
worked 12.6 hours on a particular day, then he/she would be paid normal rates for 7.6 hours, then
time and a half for the next 3 hours and double time for the final 2 hours. If the normal working week
is Monday to Friday, then any weekend work is usually paid at overtime rates.

Allowances — These are payments related to events or qualifications. There are several types used in
these exercises, meal allowance, mileage or vehicle allowance and tool allowance.

e Meal allowance is payable when an employee works a set number of hours after their normal
finishing time on that day.

o Mileage, travel, or vehicle allowance is paid at a rate of a given number of cents per kilometre,
e.g., 70c per km, to compensate an employee for the use of their own vehicle on business related
travel.

e Tool allowance is paid to compensate employees for the cost of acquiring and replacing tools that
they supply and use in their trade.

e There are numerous other types of allowances, such as, laundry, travel & accommodation, or
qualifications.

Superannuation — There are three different types of superannuation contributions used in these
exercises and they differ in their application.

e Superannuation Guarantee is an amount an employer is required to pay into an approved
superannuation fund on behalf of their employees. The current rate is 10.5% (increasing by 0.5%
each year until it reaches 12%) and this is calculated on the normal weekly earnings of the
employee, which excludes such items as overtime, bonuses, and leave loading. This amount is an
employer expense as it is payable in addition to the wages and salaries paid to the employee.

e Salary Sacrifice Superannuation is where an employee agrees to have part of their wages or salary
paid directly into a superannuation fund. This form of superannuation, as the name suggests,
results in the employee receiving a lesser amount of gross salary. It is deducted before PAYG
withholding tax is calculated.

e Employee Additional Superannuation is an amount that an employee pays into a superannuation
fund out of his/her net (after tax) pay.

Leave Entitlements — This is time accrued because of the period of employment. For example, when
an employee has completed twelve months of service, they are entitled to four weeks annual leave.
There are several other types of leave entitlements that accrue in the same manner, and these are
personal leave and long service leave.

e Annual Leave when paid to an employee in Australia is actually paid at a higher rate (117.5%) than
their normal rate of pay. The other 17.5% is referred to as annual leave loading and is payable on
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most annual leave payments. There are exceptions, one being when an employee terminates
his/her employment. Leave loading is only paid on completed years of service, not part years.
The purpose of this leave loading is to compensate employees for such things as overtime and
shift penalty rates, which they have foregone by taking holidays. Any unused annual leave is paid
out when an employee terminates their employment.

e Personal Leave entitlements differ between awards, but in these exercises 76 hours (10 days) per
annum is used. When an employee is unable to attend work due to ill health or carer duties, they
are paid personal leave pay. Any unused personal leave is usually not paid out on termination.

e Long Service Leave is a reward of three months paid leave for staying with one employer for many
years. The number of years after which this entitlement is available varies, in government
organisations it can be as frequently as every seven years; in private enterprise it is longer. We
will not be maintaining records for this in any of the exercises.

PAYG (Pay As You Go) Withholding — Employers are required to deduct tax from an employee’s wages
and remit that amount to the Australian Taxation Office either monthly or quarterly. The amount to
be deducted is determined by reference to several different tax tables that the ATO provide and the
individual circumstances of the employee. Such as being an Australian resident for tax purposes, a
working holiday maker, a seasonal worker, having only one job or several jobs, or having a HELP
(Higher Education Loan Payment) debt that must be repaid. The amount deducted can be likened to
periodical payments of a debt in advance.

Deductions — These are amounts deducted from the net wage with the employee’s permission, and
remitted to their union, professional body, or health fund. Not all employers provide this bill payment
service to their employees.

Single Touch Payroll

Single Touch Payroll (STP) is an Australian Government initiative to reduce employers' reporting
burdens to government agencies. Businesses report employees' payroll information to the Australian
Taxation Office each time they pay their employees through STP-enabled software. Payroll
information includes:

e salaries and wages.

e pay as you go (PAYG) withholding.

e superannuation.
STP started on 1 July 2018 for employers with 20 or more employees and 1 July 2019 for employers
with 19 or fewer employees. From 1 July 2021 it became mandatory for all businesses with employees
to register and report using this software. STP Phase 2 is being rolled out and reporting via this will
be required for pays after 1 July 2023.

To setup for STP using MYOB you are required to:

o Install the latest version of MYOB software.

e  Make sure your company file is online.

e Set up payroll.

e Add your employees.

e Assign ATO reporting categories to your payroll categories.

o Notify the ATO that you are using MYOB to send your payroll information.
Once you have setup STP you will be prompted to send your employees’ payroll total to the ATO after
each pay run.

At the 30 June, or shortly thereafter:
e Employers correct any incorrect pays.
e Check that all pay runs have been accepted by the ATO.
e Check payroll reports to make sure they are correct.
e Send an update event to the ATO to let them know you are finalising your payroll year.
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