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Assessment instructions
Table 1 Assessment instructions
	Assessment details
	Instructions

	Assessment overview
	The objective of this assessment is to assess your knowledge as would be required to demonstrate an understanding of the requirements for working in the accounting and bookkeeping industry

	Assessment Event number
	1 of 2

	Instructions for this assessment
	This is a written assessment and it will be assessing you on your knowledge of the unit.
This assessment is in 1 part and includes assessment feedback:
1. Short answer tasks
Assessment feedback

	Submission instructions 
	Ensure you have written or typed your name at the bottom of each page of this assessment.
On completion of this assessment, you are required to upload it or hand it to your trainer for marking. 
It is important that you keep a copy of all electronic and hardcopy assessments submitted to TAFE and complete the assessment declaration when submitting the assessment.

	What do I need to do to achieve a satisfactory result?
	To achieve a satisfactory result for this assessment all questions must be answered at a satisfactory level.

	What do I need to provide?
	You will need access to a computer with working internet and a printer.

	Due date/time allowed
	Assessment must be handed in no later than Session 3 as per the Unit Assessment Guide. As a guide, this assessment should require 3.5 hours to complete.

	Assessment location
	Assessment is to be completed out of class.

	Supervision
	This is an unsupervised, take-home assessment. Your assessor will ask for additional evidence to verify the authenticity of your submission and confirm that the assessment task was completed by you. The evidence will include oral questioning and may also require comparison with in-class work samples, or observation.
Any additional questions asked must be recorded in the assessment feedback section.

	Assessment feedback, review or appeals
	Your Assessor will provide feedback no later than 10 days after all assessment activities have been conducted and you will be requested to acknowledge the outcome. 
If you would like to request a review of your results or if you have any concerns about your results, contact your Assessor or Head Teacher. 
You have three weeks from the date you receive your results in which to make an appeal and request a review. 
You will receive a response within ten days of the receipt of the request. 
Appeals are addressed in accordance with Assessment Guidelines for TAFE NSW.




Part 1: Short answer tasks
There are twenty (20) tasks that students need to provide short answers for. Students may type directly into the space provided or handwrite their response. Students may access any reference they choose to help them complete the questions, provided they translate the content into their own words.
Task 1
Give a brief description of the responsibilities for each of the following accounting and bookkeeping professions: 
Suggested word count: 70 to 80 words.
	Professions
	Description of Roles

	Management Accountant
	

	Cost Accountant
	

	Bookkeeper
	

	BAS agent
	





Task 2
The Tax Practitioners Board’s (TPB) Code of Professional Conduct (Code) regulates your personal and professional conduct as a registered BAS agent. It includes a set of ethical principles and practices that you, as a registered BAS agent, must adhere to.
	Scenario:
You are the owner of a bookkeeping firm, Abacus Bookkeeping Pty Ltd, you are also a registered BAS agent.
Your firm currently provides bookkeeping services to Pascal Ltd, a publicly listed building company. The services you provide to Pascal include analysing source documents and transaction and entering transactions into their accounting system. Your firm also prepares and lodges their monthly BAS statement. 
Another client of Abacus Bookkeeping is Pinsdale Architectural Services. The managing director of Pinsdale is a member of the same social club as you and approaches you one Saturday to discuss a matter concerning Pascal. Pinsdale is tendering for a contract with Pascal and would like some information about Pascal to help with the tender. The information Pinsdale wants is mostly already on the public record and the information that is not on the public record would not be able to be used to hurt Pascal.




a) Identify and list in the table below, which category and principle from the Code of Professional Conduct that would apply to this situation. Identify also your duty under the code as a result of this situation.
Refer to https://www.tpb.gov.au/code-professional-conduct-bas-agents   when preparing your answer.
Suggested word count: 30-50 words

	Category
	Principle
	Duty

	
	
	



b) List the steps you would take to discharge your duty as required by the Code of Professional Conduct in this situation:
Suggested word count: 120-150 words
	



Task 3
a) The following link will take you to the Journal of the Institute of Public Accountants 
https://www.publicaccountant.com.au/news 
The news page will display a list of recent articles published in the journal. Select one article that is relevant to taxation and click on it. Take a screen shot of the first page of the article including the URL and paste it in the space below.
	














b) You are required to subscribe to payroll tax updates from the Revenue NSW website to assist you in providing payroll services to clients. You will need to visit the website and provide your details for subscription. Upon application, you will receive a request to confirm your subscription. Once you have confirmed your subscription you will receive a confirmation email from Revenue NSW. Provide a screenshot of the confirmation email in the space provided.
	

























c) You are required to locate and access the ATO’s GST calculation software tool to assist you in your bookkeeping duties. Copy the URL link to the tool in the space below:
	 





d) You are required to access one (1) cloud based accounting software program that you can sign up for and try for free online. You may make up the details of a fictitious bookkeeping business in order to subscribe. Once you have access to the trial version, provide either a screenshot of the home page in the space below, or an email from the software provider confirming your free trial:

	
















[bookmark: _GoBack]Task 4
You would like to become a registered BAS agent and would like to identify compliance requirements and support materials for BAS agents. To do this you need to research legislative, statutory, regulatory, and industry requirements for carrying out BAS agent activities. You can search the Tax Practitioners Board’s website, to find answers to the following tasks:
1. The laws that governs the registration and activities of a BAS agent are contained in 4 acts and 1 set of regulations. Links to these regulations and acts can be found on the Tax Practitioners Board website. The 4 pieces of legislation and the regulations are listed below. For each of pieces of legislation write a short description of what each does.
Suggested total word count: 120-150 words, 25 to 30 words for each
i. Tax agent Services Act 2009





	
ii. Tax Agent Services Regulation 2009
	





iii. Tax Agent Services (Transitional Provisions and Consequential Amendments) Act 2009
	



iv. Tax Laws Amendment (2013 Measures No. 3) Act 2013
	



v. Tax agents Services (Specified BAS Services) Instrument 2016.

	





1. What five (5) other legislative instruments does the TPB identify as being relevant for BAS and tax agents:
Suggested word count: 50-100 words














c) Locate the Code of Professional Conduct for BAS agents.  List the five categories and explain the ethical principles and practices under each category. Give one example of how would you use each of the 5 categories in your role and responsibilities. 
Suggested word count: 100-150 words per category
	Category
	Ethical Principles and Practices
	How do/would you apply these ethical Principles and Practices?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Task 5
Assume that you are a member of the Association of Accounting Technicians (AAT). As a member of a professional body, you understand that there is an obligation on you to participate in continuing professional development (CPD) activities. This is to maintain the currency of your skills and knowledge. The following link takes you to the CPD requirements for the AAT Continuing Professional Development Requirements . 
a) Identify your CPD requirements for AAT to maintain your membership.
Suggested word count: 40-80 words
	







b) As a member of the AAT, identify three (3) types of activities or training you could undertake as part of your CPD requirements.
Suggested word count 25-50 words
	











Task 6
	Scenario:
You have recently completed a Diploma of Accounting through TAFE and have just commenced work with an accounting firm. You have been told by one of your friends that having a Diploma of Accounting qualification is sufficient to get a tax agent license and that anyone working in your company can sign tax declarations on your behalf which can make things easier for you.


a) To clarify what the requirements are for you to register as a tax agent, you go to the Tax Practitioner Board website and use the qualification assessment tool to self-assess your qualification.
List all the requirements you would still need to meet on top of your Diploma, in order to register as a tax agent:
Suggested word count: 50-80 words
	



b) To determine whether any tax agent in your company can sign tax declarations on your behalf you go to the Tax Practitioner Board website and research the requirements that apply to tax agents who are signing declarations.
Under what circumstances can a tax agent sign a declaration on your behalf?
Suggested word count: 80-120 words
	




Task 7
Based on the scenario and your answers in the Task 6, you have met with your manager and they have agreed to support you towards the goal of becoming a registered tax agent within 3 years.
Your manager asks you to search the Board approved courses requirements for tax agents and the Search for board approved courses information from the Tax Practitioners Board website to identify courses that are approved by the Board, which will allow you to meet your goal.

a) Take a screen shot of the details of all the board approved courses you will add to your professional development plan.  
For example:
	Screen shot of Board Approved Course
	Planned Start Date
	Planned Completion Date

	[image: ]
	October 2019
	March 2020



Enter as many rows as needed to meet your goal.
	Screen shot of Board Approved Course
	Planned Start Date
	Planned Completion Date

	
	
	

	
	
	

	
	
	

	
	
	





b) Explain why identifying courses on the TPB’s web site is an appropriate pathway to meet your goal of becoming a registered tax agent.
Suggested word count: 70 to 80 words
	







c) The Tax Practitioners Board requires all registered BAS agents to renew their registration and undertake continuing professional education activities on a regular basis. You need to show how you propose to meet these requirements. Complete the following table and list your action plan, considering that you started to hold a standard type of registration and it expires on 21st of May 2021.  You need to refer to the TPB’s website for information and make sure that your action plan reflects the TPB’s requirements. 
Suggested word count: 80-120 words
	Action
	By when

	
	

	
	

	
	

	
	

	
	

	
	


https://www.tpb.gov.au/renew-your-bas-agent-registration



Task 8
The agreement between a tax and BAS agent service provider and the client which sets out the agreed terms and conditions of the engagement, when presented in the form of a letter, is sometimes referred to as an 'engagement letter’.
	Scenario:
You are a newly recruited BAS agent for a small company called G & R Tax Agents and have found out that the company does not use an engagement letter when providing BAS agent services.
You are aware that the engagement letters are not a specific requirement, but you also understand that they can be of significant assistance to the business in establishing a clear understanding of the elements of the engagement.


a) Refer to the TPB Information Sheet TPB(I) 01/2011 – Engagement Letters, and identify and list 4 elements that an engagement letter should contain for registered BAS agents.
Suggested word count: 60-100 words
	
















b) To implement this requirement in your workplace for the lodgement of BAS returns, your manager asks you to design a simple engagement letter by referring to the TPB’s instructions contained in the TPB Information Sheet TPB(I) 01/2011 – Engagement Letters under the ‘What could an engagement letter contain’ section. 
Your engagement letter should include at least 3 of the following sections and an acknowledgement and confirmation section at the end.
· Scope of services to be provided
· Your (client’s) responsibilities
· Professional fees and payments
· Your (clients) rights and obligations
· Our (G & R Tax Agents’) obligation to comply with the law
You can use fictitious names and registration numbers in your engagement letter. The following websites include sample client engagement letters for your reference.
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.cpaaustralia.com.au%2F~%2Fmedia%2Fcorporate%2Fallfiles%2Fdocument%2Fprofessional-resources%2Fpractice-management%2Fterms-engagement-letter-without-psc.doc%3Fla%3Den 
http://www.bookkeepershub.com.au/wp-content/uploads/2014/10/Bookkeepers-Toolkit-Letter-of-Engagement.pdf

Suggested word count: 300 to 400 words
	





c) You have now been asked to design a Customer Satisfaction feedback form that seeks feedback on the range, type and quality of services your company provides.
You must use SurveyMonkey as a digital tool to develop the feedback form. You will need to go to the SurveyMonkey website and sign up for Free package by choosing ‘Basic $0 Free’ option.
· Answer the questions based on the scenario in Task 8 e.g. type of company you work for, your role, your job level, and select the option ‘Build it for me’ 
· Make sure that the company name is correct
· Add an appropriate logo for your company. This can be a fictitious logo or a picture
· Edit the questions according to the services provided by H & P Accountants
· Provide screenshots of all questions you developed
	



d) You have distributed the survey and now, after analysing and evaluating the responses, you noticed that a significant number of customers are concerned that there is a lack of out-of-hours support provided by your company.
Write an email to your manager, Mrs Fuller to outline the key findings from the feedback and suggest at least one (1) action that could be taken to act on this feedback. Explain what the risks are of not responding to the feedback.
	Suggested word count: 30-50 words
	













Task 9
You are newly registered BAS agent starting work at an accounting firm. 
You have received a request from your manager to document three (3) strategies that you will implement to maintain and enhance your own knowledge and skills in relation to Business Activity Statements.
List the three strategies in the table below, describe how you will implement the strategy, and what the benefits for you will be.
Suggested word count: 20-50 words per strategy.
	Strategy
	How
	Benefits

	
	
	

	
	
	

	
	
	




Task 10
The documentation of the workplace accounting policies and procedures should be easily available to all staff affected by the policies and procedures.
	Scenario:
You are a newly recruited Payroll Officer for the City of Prospect Council (SA) and have been informed by your manager to review all policies and procedures relevant to your role. Refer to the council’s organisational policies and procedures relevant to your role and summarise their application in your role by completing the following table.  
	

	Suggested word count: 20-80 words per task


	Tasks
	Procedure

	Maintaining records
	

	Paying salaries and wages
	

	Claims for over time 
	

	Leave entitlements
	

	Treatment of additional hours
	

	Allowed deductions
	





Task 11
a) Outline three (3) ways you can provide feedback to encourage and value an individual’s efforts and contributions. 
Suggested word count: 20-30 words.
	








b) List a four (4) steps you should take to support your team to identify and resolve problems. 
Suggested word count: 40-50 words.
	













c) A recent internal audit at your tax agency, has revealed increasing levels of compliance with 98% of lodgements being compliant. As a team leader, you are so proud of this result you decide to reward them with a morning tea to celebrate, and you draft an email to your team members to acknowledge their efforts and contributions.
	Suggested word count: 100 to 120 words
	





Task 12
Members of the Association of Accounting Technicians (AAT) have a responsibility to act in the public interest and comply with the fundamental principles of:
· integrity, 
· objectivity, 
· professional competence and due care, 
· confidentiality and 
· professional behaviour in all their dealings.
The link below takes you to the governance documents for the AAT. Click on this link and select the link to view the AAT’s code of ethics
ATT Code of ethics link
In the code of ethics you will find an explanation of each of the fundamental principles. Read the sections explaining the fundamental principles. 
In the spaces below write a passage explaining what each fundamental principal means.
Suggested word count: 140 to180 words
	















Task 13
One of the Australian accounting standards prescribes the concepts that guide the selection, application and disclosure of accounting policies and to require specific disclosures to be made in relation to the accounting policies adopted in the preparation and presentation of the financial report.
a) Identify which Australian Accounting Standard from the Australian Accounting Standards Board (AASB) prescribes the requirements for documenting accounting policies. You can refer to the Treasury’s publication of Making Transparency Transparent: An Australian Assessment.
	


b) List one of the circumstances when a change in the accounting policy must be made according to the standard you identified.
Suggested word count: 80 to 100 words
	














Task 14

	Scenario:
You are working as a BAS agent for a public practice, H & P Tax Affairs, with a large client base, approximately 200 clients. Three new tax agents have been recruited in the practice due to an increase in clients. As a team leader, you have been given a task to set up and maintain a client declaration system to meet compliance requirements set by the Australian Taxation Office (ATO).


You are required to develop a client declaration system in the form of instructions and guidelines to support all tax agents in the practice whose daily activity include lodgement of BAS & tax return forms on behalf of clients. You need to use Microsoft Word as a digital tool to complete this task. Your instructions should be in line with the ATO’s Client Declarations directions.  The following link will take you to the ATO site which has additional information on client declarations:
https://www.ato.gov.au/Tax-professionals/Prepare-and-lodge/Managing-your-lodgment-program/Client-declarations-and-lodgment-online/#Examples 
Your procedure should include:
A heading
Intended users
Date created
Date reviewed
Version number
Prepared by
Overview of compliance requirements set by ATO for client declarations
Instructions 
Guidelines
An example of a declaration
A note for the suggested review date.































Task 15
BAS Agent Lodgement Program 2019-20
The link above shows the lodgement program for BAS returns.

	Scenario:
You are a BAS agent working for a public practice that employs a team of 15 tax and BAS agents. In order to be compliant with taxation legislations, you were given a task to develop a system and guidelines for due dates for lodging BAS returns to be used by all BAS agents.
You must first analyse, evaluate and organise information stated on the ATO’s website for lodgement dates.


The guidelines that you develop should be for the lodgement of 
· Monthly BAS returns
· Quarterly BAS returns

a) Your guideline should be provided in the form of a table with relevant column headings and rows and must be easy to follow. Add as many rows as you need.
Suggested word count: 120 to 130 words
	Lodgement dates for 2019

	BAS Return
	Required Lodgement Date
	BAS Agent concessional lodgement dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


b) It is the taxpayer’s responsibility to meet their tax obligations, even if they use a tax agent. 
What if one of your small entity client fails to lodge their BAS for a period of 28 days? Briefly explain the failure to lodge on time penalty rules to your client. You can research the ATO’s web site to answer this question.
	Suggested word count: 30-80 words
	















Task 16
	Scenario:
You are working as an accountant in a public practice and some of your clients do not use cloud based accounting software that updates tax codes automatically. 
You need to develop a simple guideline for creating tax codes using MYOB accounting software. You are required to explain the steps and include a screenshot of the tax code information page in the guideline. You can access the MYOB software in your local TAFE campus or can talk to your assessor for further instructions. 
The table on the following page is the data that includes MYOB tax codes. You are only required to develop a guideline for the Goods and Services Tax code.   If you wish to use your own computer you must install the MYOB student edition. Double-click on the installation instructions below for support





Suggested word count: 50 to 100 words
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Task 17
The following activities listed in the table below, fall outside the roles and responsibilities of accountants and bookkeepers. 
a) For each activity, identify and list one business name and website, that you could refer a client requiring this service to.
Suggested word count: 5-20 words per activity.
Table 3 Roles & Responsibilities of Other Sectors
	Activity
	Business name and website 

	Auditing:
Verifying the accuracy of financial reports 
	

	Financial planning:
Advice on investments, superannuation, insurance and mortgages 
	

	Information Technology: 
Advice of system requirements and set up costs associated with purchase and installation of accounting software
	

	Banking:
Savings and business loan functions
	





b) You have a client who is seeking advice on investing in a managed fund. Draft an email referring them to a specialist service provider or network who can assist them.
Paste a screen shot of your email here:
	


c) Give three examples of avenues you would use to identify other professionals in the accounting and bookkeeping industry. 
Suggested word count: 50-100 words
	





Task 18
The responsibilities of a bookkeeper vary according to the size and nature of their employer, and may include:
· Preparing and sending invoices and receipts to debtors. 
· Processing payroll and maintaining employee records. 
· Carrying out bank reconciliations. 
· Reporting for preparation of a Business Activity Statement (BAS). 
· Representing and acting on behalf of clients in relation to their staff, customers or suppliers.
· Checking figures and reporting for accuracy. 
· Reporting any irregularities in data to management. 
· Producing balance sheets, income statements and other financial documents.
· Data entry of accounts payable/receivable.
· Sorting and filing documents.
· Managing queries and requests your clients.
· Providing coaching to other staff. 
· Managing schedules and workloads to meet client requirements and deadlines.
· Providing bookkeeping advice to clients.

As a bookkeeper, you would complete some of these tasks autonomously (on your own), whilst others would be completed in a team environment. 
a) From this list, choose three tasks that you would complete on your own, and explain why you would complete them autonomously:
Suggested word count: 50-100 words per reason.
	Task 1:

	Reason:

	Task 2:

	Reason:

	Task 3:

	Reason:



b) Now identify three tasks that you would complete in a team environment, and explain why you would complete them as part of a team:
Suggested word count: 50-100 words per reason.
	Task 1:

	Reason:

	Task 2:

	Reason:

	Task 3:

	Reason:








Task 19
a) You have noticed that recently, there has been an increase in the number of clients using a cloud-based software accounting package.
In order to establish and maintain effective relationships with clients using cloud base accounting software, you decided to review and adapt the guidelines you set up in Task 14 in line with the ATO’s requirements.
What additional instructions would you include for clients using cloud computing? 
Refer to the ATO’s website and provide an example of a client declaration that is compliant for clients using cloud-based accounting package.
Suggested word count: 120 to 150 words
	














b) You are using MYOB accounting software in your bookkeeping business and would like to purchase a software tool designed by MYOB to assist your business.
You are specifically interested in a tool that makes the gathering, storage, and processing of expenses as easy as possible. Visit MYOB’s Add-ons for MYOB in Tools for Accountants website.
1. Find and list a relevant tool for your business needs.
	


2. List two (2) options available on MYOB’s website to purchase your chosen software tool
	Suggested number of words: 20 to 30
	





Task 20
Scenario: Your workplace is getting ready for Single Touch Payroll (STP).
Single Touch Payroll (STP) is a change to the way you report payroll information to the ATO.  This is a change for your workplace from a manual reporting system to a digital reporting system. Review the Australian Taxation Office (ATO) website on what your workplace needs to do to get ready to adapt to the changes in technology and work organisation, within a timely manner.
a) Complete the table below, identifying the key procedures and timeframes that are required for your workplace to get ready to implement Single Touch Payroll within a 3 month timeframe. 

	Preparation for Single Touch Payroll

	No.
	Procedure
	Timeframe

	
	
	Start Date
	End Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



a) Why is it important to review your reporting systems to ensure they are compliant and up to date with current and relevant legislation and technologies? 
Suggested word count: 50-80 words
	


b) Give one example of how you can keep up date with changes required for Single Touch Payroll.
Suggested word count: 50-100 words
	





Assessment feedback
This section is to be completed by the assessor. Once feedback has been provided by the assessor you will be given the opportunity to respond.
Additional evidence for verification of assessments
Additional questions asked by assessor
Assessors will ask additional questions to clarify student understanding. List the details of the additional questions asked during this assessment event and the student response.









Student reponses to additional questions
Record the student responses to any additional questions that were asked during this assessment event.







NOTE: Make sure you have written your name at the bottom of each page of your submission before attaching the cover sheet and submitting to your assessor for marking.
Assessment Feedback
NOTE: This section must have the assessor signature and student signature to complete the feedback.
Assessment outcome
☐ Satisfactory
☐ Unsatisfactory
If the assessment outcome is Unsatisfactory please refer to the Unit Assessment Guide for this unit under Assessment feedback, review or appeals for the process you can follow.
Assessor Feedback
☐ Has the Assessment Declaration on page 1 been signed and dated by the student?
☐ Are you assured that the evidence presented for assessment is the student’s own work? 
☐ Was the assessment event successfully completed?
☐ If no, was the resubmission/re-assessment successfully completed?
☐ Was reasonable adjustment in place for this assessment event?
If yes, ensure it is detailed on the assessment document.
Comments:


Assessor name, signature and date:

Student acknowledgement of assessment outcome
Would you like to make any comments about this assessment?


Student name, signature and date
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System requirements 
 
 


Operating system 
 


• Microsoft Windows 7 (32-bit or 64-bit) 
• Microsoft Windows Vista Ultimate (SP1, 


32-bit or 64-bit) 
• Microsoft Windows XP Professional (SP3, 


32-bit only) 
• You can also install AccountRight Basics on Windows 


Server 2003 & 2008. 
 


Hardware 
 


• Pentium processor at 1GHz or faster 
• 1 GB RAM or higher (2 GB RAM preferred) 
• 2 GB free hard disk space 
• Screen resolution of at least 1024x768, 32-bit colour 


 
Software 


 
• Adobe Reader (minimum v7) 
• Internet Explorer (minimum v7) 


 
Microsoft Office (32-bit) 


 
• Microsoft Word 2003 to 2010 
• Microsoft Excel 2003 to 2010 
• Microsoft Outlook 2003 to 2010 (for 


card synchronisation) 
 


Internet 
 


A broadband internet connection will be required for processing 
activation and confirmation of client datafiles. This will also be a 
requirement for receiving automatic software updates and accessing 
help over the internet. 
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Installing the software 
 
 
 


1. Begin by accessing the MYOB student edition Download link forum. 
 


2. Select the link for the relevant MYOB student edition. 
 
For example: 


 


 
 


Note: The preferred browser for downloads is Google Chrome. Errors have 
been reported when IE has been used. 


 
3. Your file will start to download. You will see the download icon at the bottom of 
your screen. 


 


 
4. Once the download is completed, double click on the .exe file to install the 
program. 


 
5. Accept the licence agreement and terms of use. 


 
6. Click Install 


 


2 


3 


5 6 



https://community.myob.com/t5/AccountRight-Student-Edition/MYOB-Student-Edition-Download-links/td-p/402974
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7. Once the installation is completed press close. 


 


 
8. You will now see a shortcut on your desktop called AR. 


 
 


7 







 


 


 
 


Further help 
 
 


Lynda tutorials 
 


All Lynda.com tutorials require a login which is your TAFE NSW user id and 
password. Please contact your teacher if you need any assistance. 


 
• Navigating the AccountRight Command Centre 
• Using Help 


 


MYOB Online Training 
 


Access MYOB Online training to learn how to create quotes, orders and invoices, 
make adjustments, keep track of bills, pay suppliers, do the banking, reconcile, and 
more. Simply use the link to access the resources and complete each of the steps 
listed on the left tabs. 
Note: Use Internet Explorer, Edge or Firefox as your browser if the page does not 
open in Google Chrome. 
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https://www.lynda.com/

https://apac01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lynda.com%2FAccountRight-Live-tutorials%2FNavigating-MYOB-AccountRight-Command-Centre%2F158987%2F177848-4.html&amp;data=02%7C01%7C%7C5aa6bae336ae4275e63208d5db6af42d%7C1953722255d7458184fbc2da6e835c74%7C0%7C0%7C636656175531151412&amp;sdata=YwCRoXzuNsxuh3Cz228yeVIQ6QMbiD6edHUbSsihbK0%3D&amp;reserved=0

https://apac01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lynda.com%2FAccountRight-Live-tutorials%2FUsing-Help-Centre%2F158987%2F177850-4.html&amp;data=02%7C01%7C%7C5aa6bae336ae4275e63208d5db6af42d%7C1953722255d7458184fbc2da6e835c74%7C0%7C0%7C636656175531151412&amp;sdata=EqZJ1kMA2dDDVTfBrd1ATZ7VFvCOPJQAdN1SCAEZvRw%3D&amp;reserved=0

http://help.myob.com.au/teachme/using/



		System requirements

		Operating system

		• Microsoft Windows 7 (32-bit or 64-bit)

		• Microsoft Windows Vista Ultimate (SP1, 32-bit or 64-bit)

		• Microsoft Windows XP Professional (SP3, 32-bit only)

		• You can also install AccountRight Basics on Windows Server 2003 & 2008.



		Hardware

		• Pentium processor at 1GHz or faster

		• 1 GB RAM or higher (2 GB RAM preferred)

		• 2 GB free hard disk space

		• Screen resolution of at least 1024x768, 32-bit colour



		Software

		• Adobe Reader (minimum v7)

		• Internet Explorer (minimum v7)



		Microsoft Office (32-bit)

		• Microsoft Word 2003 to 2010

		• Microsoft Excel 2003 to 2010

		• Microsoft Outlook 2003 to 2010 (for card synchronisation)



		Internet

		A broadband internet connection will be required for processing activation and confirmation of client datafiles. This will also be a requirement for receiving automatic software updates and accessing help over the internet.
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		MYOB Online Training
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System requirements 
 
 


AccountEdge Pro For Mac 


Operating System: 
 


• Mac OS X 10.9 to 10.12 
• Sierra 10.12 Compatibility Statement 


 


Hardware: 
 


• Mac with 2 GB RAM or more 
• 250 MB available hard disk space for program 


installation 
• Minimum of 35 MB available hard disk space for each 


company file 
• Minimum screen resolution of 1152 by 720 


 
OfficeLink: 


 
• Office 2008 to 2016 for Mac 


 
Internet: 


 
• Internet access required for accessing program updates 


and Online Help 
 


Note: Hardware and software requirements will vary depending on 
your operating system. 
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Installing the software 
 
 
 


1. Quit any programs running on your Mac. 
 


2. AccountEdge is the program used on Mac. Use the MYOB Student Edition 
Download link to download the zip file for installation. 


 
3. Once the file has downloaded, navigate to the downloaded zip file (generally 
stored in the Downloads folder and double click on the file called: 
AccountEdge_Pro_EDU_V17.dmg.zip 


 
4. This will extract the necessary dmg file. Double click on the dmg file to launch 
the installer. Agree to the licence agreement. 
 


 
 
 


 
5. The installer window will open. Click on the AccountEdge on left and drag 



http://download.myob.com/au/AccountEdge/17.0.0/AccountEdge_Pro_EDU_v17.dmg.zip

http://download.myob.com/au/AccountEdge/17.0.0/AccountEdge_Pro_EDU_v17.dmg.zip

http://download.myob.com/au/AccountEdge/17.0.0/AccountEdge_Pro_EDU_v17.dmg.zip
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across to the Applications folder on the right. For example: 
        
 


6. This will install the program onto your Mac into the 
applications folder. 


 
7. To create a link on your desktop, right click on the AccountEdge app located in the 
Applications folder and select Make Alias. 


 
8. Click enter and drag the alias to your deskt
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Further help 
 


MYOB 
 


Now you’ve had a chance to test the sample file, take a moment to familiarise 
yourself with MYOB with the following help videos. 


 
Lynda tutorials 


 


All Lynda.com tutorials require a login. You can create a Lynda.com account at any 
time, with any email address. Please contact your teacher if you need any 
assistance. 


 
• Navigating the AccountRight Command Centre 
• MYOB Help function 


 


MYOB Online Training  
Access MYOB Online training to learn how to create quotes, orders and invoices, 
make adjustments, keep track of bills, pay suppliers, do the banking, reconcile, and 
more. Simply use the link to access the resources and complete each of the steps 
listed on the left tabs. 
Note: Use Internet Explorer, Edge or Firefox as your browser if the page does not 
open in Google Chrome. 



https://www.lynda.com/

https://www.lynda.com/AccountRight-Live-tutorials/Navigating-MYOB-AccountRight-Command-Centre/158987/177848-4.html?srchtrk=index%3a6%0alinktypeid%3a2%0aq%3amyov%2Baccount%2Bright%2B2013%0apage%3a1%0as%3arelevance%0asa%3atrue%0aproducttypeid%3a2

https://www.lynda.com/MYOB-tutorials/Using-Help-Centre/135420/144910-4.html?srchtrk=index%3a1%0alinktypeid%3a2%0aq%3amyob%2Bhelp%2Bfunction%0apage%3a1%0as%3arelevance%0asa%3atrue%0aproducttypeid%3a2

http://help.myob.com.au/teachme/using/
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		System requirements

		AccountEdge Pro For Mac

		Operating System:

		• Mac OS X 10.9 to 10.12

		• Sierra 10.12 Compatibility Statement



		Hardware:

		• Mac with 2 GB RAM or more

		• 250 MB available hard disk space for program installation

		• Minimum of 35 MB available hard disk space for each company file

		• Minimum screen resolution of 1152 by 720



		OfficeLink:

		• Office 2008 to 2016 for Mac



		Internet:

		• Internet access required for accessing program updates and Online Help

		Note: Hardware and software requirements will vary depending on your operating system.
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image5.png
Tax Code Description Tax Type Rate
E Exempt Sales Tax 0.000%
EXP GST - Free Exports Goods & Services Tax 0.000%
FRE GST Free Goods & Services Tax 0.000%
GCA GST on Capital Acquisitions Goods & Services Tax 10.000%
GN2 GST NR, payment withheld Voluntary Withholdings ~ (48.500%)
GNR GST (non-registered) Input Taxed 0.000%
GsT Goods & Services Tax Goods & Services Tax 10.000%
ow Consolidated WEG & WET Consolidated 41.900%
IMP Import Duty Import Duty 5.000%
INP Input Taxed Purchases Input Taxed 10.000%
s Input Taxed Sales Goods & Services Tax 0.000%
Lt Car Tax Luxury Car Tax 25.000%
N Non-taxable Sales Tax 0.000%
Not No Tax Goods & Services Tax 0.000%
Reportable

PRI GST Private Use Goods & Services Tax 10.000%
Q Quoted Sales Tax 0.000%
QUE GST Queries Goods & Services Tax 10.000%
s Taxable - 22% Sales Tax 22.000%
VWH Voluntary Withholdings Voluntary Withholdings ~ (20.000%)
WEG GST on Wine Equalisation Tax ~ Goods & Services Tax 12.900%
WET Wine Equalisation Tax Sales Tax 29.000%
wsT Wholesale Sales Tax Sales Tax 22.000%
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