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Assessment instructions
Table 1 Assessment instructions
	Assessment details
	Instructions

	Instructions for the trainer and assessor
	This is a skills based assessment and will be assessing the student on their skills as would be required to:
· Enter financial data and source documents in a computerised accounting system
· Process and verify business transactions using a computerised accounting system
· Produce reports in a computerised accounting system
This assessment is in 1 part and contains Assessment Feedback:
1. Practical Tasks
Task 1
Task 2
Task 3
Task 4
Model reports based on MYOB software for each task is provided below. 
Use these to support your judgement when determining a satisfactory result. Record your judgement on the Assessor Checklist at the end of this document.
The student’s reports and data file for each task must contain the information indicated in this marking guide in order for their task to be correct. However, if a student provides information other than indicated below, and in the professional opinion of the assessor it is appropriate and meets the intent of the question, it may be considered correct.
Complete the assessment feedback to the student and ensure you have taken a copy of the assessment prior to it being returned to the student.

	
	The Assessment Feedback page must be signed by both the student and the assessor so the student displays that they have received, understood and accepted the feedback.
Ensure the students name appears on the bottom of each page of the submitted assessment.

	Assessment location
	Assessment can be completed out of class.

	Supervision
	This is an unsupervised, take-home assessment. 
If you are unable to verify the authenticity of the student’s submission you will need to gather additional evidence to confirm that the assessment task was completed by the student. This may include oral questioning, comparison with in-class work samples, or observation.
Any additional questions asked must be recorded in the
assessment feedback section.

	About this marking guide
	Assessors will need to make a judgement call as to whether each response meets the criteria based upon the:
· Rules of Evidence:
· Validity – does the answer address the skill required and does the evidence reflect the four dimensions of competency? 
· Sufficiency – is the task or activity sufficient in terms of length and depth?
· Currency – has the work been done so recently as to be current?
· Authenticity – is this work the student’s own authentic work?
· Principles of Assessment 
· Fairness – individual student’s needs are considered in the assessment process
· Flexibility – assessment is flexible to the individual student 
· Validity – any assessment decision is justified, based on the evidence of performance of the student
· Reliability – evidence presented for assessment is consistently interpreted and assessment results are comparable irrespective of the assessor conducting the assessment
· Dimensions of competency
· Task skills
· Task Management Skills
· Contingency Planning Skills
· Job Role Environment Skills

	Student must provide
	· Calculator, pens
· Access to computerised accounting software (or assessor to provide in a face to face environment)

	Assessor must provide
	Computer with the latest edition of MYOB and a printer. 
MYOB files which are located in the Learning Bank:
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	Due date
Time allowed
	Enter date of assessment on page 4 of the assessment for your cohort 
Allow 3 hours for this assessment


Specific task instructions
The instructions and the criteria in the tasks and activities below will be used by the assessor to determine whether the tasks and activities have been satisfactorily completed. Use these instructions and criteria to ensure you demonstrate the required skills and knowledge.
Marking Criteria
All tasks must be attempted, and completed correctly in order to be competent in this assessment event. 

	Task
	Topic
	‘S’ Satisfactory or ‘US’ Unsatisfactory

	1
	Enter Cash Receipts and Cash Payments
	

	2
	Accounts Receivable for a Service Company
	

	3
	Accounts Receivable and Payable with Inventory
	

	4
	Bank reconciliation and reports
	


For unsatisfactory tasks, you can add specific comments on MYOB reports where the error has been identified and add a note to comments box on page 23 on the assessment paper on which report/s or task/s to review.
If all tasks are satisfactory, provide feedback in the comments box on page 23 of the assessment paper.

Part 1: Practical Tasks
To complete this assessment, you will be required to complete four (4) practical tasks to demonstrate your skills in this unit.
You will need access to a computer with the student edition of MYOB 2018.3. Each task will specify any files you require for the task. If you have not already been provided your files, please ask your teacher where they can be located.
These practical tasks will be will be assessed by reviewing submitted reports as evidence. It is important that you make sure all required reports are submitted correctly. Failure to do so could result in a resubmission being requested.
Once completed you will need to submit this assessment and the reports you are required to print to your assessor for marking.
Scenario
You are working for All That BAS, a boutique bookkeeping firm. It is your responsibility in your role as a bookkeeper to provide timely and accurate processing of client information into a computerised accounting system. 
Each client has their own computer data file and provides you with all the necessary information to enter their business activities into the system. All clients are registered for GST. 
When working on client files the following procedures are to be followed:
All That BAS - Procedures
1. When allocated a client to work on, restore the backup of the data file and add to your library. 
2. Add your name to the company address by going to Company Information under the Setup menu. 
3. A contact card is to be created for each transaction 
4. Existing transactions in files should not be deleted.
5. GST is to be checked on each transaction against the source information.  
6. All reports are to be checked for accuracy and any detected errors are to be rectified. 
7. Any discrepancies should be reported to your supervisor. 
8. Once all transactions are processed, a list of reports for each client is required to be produced and a backup of the data file to your USB. 
[bookmark: _Hlk516510522]Task 1 - Enter Cash Receipts and Cash Payments
Flowers with Flair 
Dan D Lyon is a sole trader who operates Flowers with Flair. Dan has provided you with his receipts and payments for the week to enter in the computerised accounting system.
Dan only accepts cash payments. The cash is kept in a safe and banked once a week.  
Dan pays his bills using internet banking or with his debit card which is linked to the bank account. 
For this task use the day provided and the current month and year you are completing the assessment. 

1. Open the MYOB file FNSACC304_AE_Sk_2of2_SR1 as provided by your assessor.
2. Add your name to the company address by going to Company Information under the Setup menu.
Task 1.1 Enter Cash and Cheque Receipts:
Cash Receipts:
Confirm the following 5 source documents are cash receipts and verify the information is correct. Once verified, enter these receipts into the system.

	Daily Summary of Cash Receipts
	
	Daily Summary of Cash Receipts

	Flowers with Flair 
	
	Flowers with Flair 

	 
	
	Date:
	3/month/year
	
	 
	
	Date:
	4/month/year

	 
	
	
	 
	
	 
	
	
	 

	Cash Sales
	
	
	 $      495.00 
	
	Cash Sales
	
	
	 $ 660.00 

	Eftpos
	
	
	 $               -   
	
	Eftpos
	
	
	 $            -   

	Total incl GST
	
	 $      495.00 
	
	Total incl GST
	
	 $ 660.00 

	GST  
	 
	 
	 $        45.00 
	
	GST  
	 
	 
	 $    60.00 

	
	
	
	
	
	
	
	
	




	Daily Summary of Cash Receipts
	
	Daily Summary of Cash Receipts

	Flowers with Flair 
	
	Flowers with Flair 

	 
	
	Date:
	5/month/year
	
	 
	
	Date:
	6/month/year

	 
	
	
	 
	
	 
	
	
	 

	Cash Sales
	
	
	 $      770.00 
	
	Cash Sales
	
	
	 $ 165.00 

	Eftpos
	
	
	 $               -   
	
	Eftpos
	
	
	 $            -   

	Total incl GST
	
	 $      770.00 
	
	Total incl GST
	
	 $ 165.00 

	GST  
	 
	 
	 $        70.00 
	
	GST 
	 
	 
	 $    15.00 

	
	
	
	
	
	
	
	
	

	Daily Summary of Cash Receipts
	
	
	
	
	

	Flowers with Flair 
	
	
	
	
	

	 
	
	Date:
	7/month/year
	
	
	
	
	

	Cash Sales
	
	
	 $ 1,320.00 
	
	
	
	
	

	Eftpos
	
	
	 $               -   
	
	
	
	
	

	Total incl GST
	
	 $ 1,320.00 
	
	
	
	
	

	GST  
	 
	 
	 $    120.00 
	
	
	
	
	



Cheque Receipt:
Dan D Lyon has drawn a cheque from his personal bank account to be deposited into the business cheque account with the weekly takings. Confirm the chart of accounts number is correct and then enter this cheque into the system.
Date: 7/month/year 
Amount: $2,000 
Account – 3-1000 Capital Dan D Lyon  
The details of the cheque are as follows: 
BSB 012-566
Account name: Dan D Lyon
Account No: 987654
Chq No: 001245 


Task 1.2 - Bank Deposit 
Prepare the bank deposit dated 7/month/year for the money collected in task 1.1. 
The total should be $5,410.00 
Task 1.3 - Enter Cash payments 
Enter the following payments made using spend money from the bank account. 
	Cheque #
	Date
	Amount including GST 
	Payee/Card
	For

	Direct Debit
	1/month/year
	165.00
	Rick's Real Estate
	Rent

	Bpay
	5/month/year
	80.00
	Techno Telephone Co
	Telephone & Internet

	EFT
	5/month/year
	1023.00
	Fresh Flowers
	Flower Purchases

	EFT
	6/month/year
	275.00
	Awesome Advertising
	Advertising



Task 1.4 - Petty Cash payments
Enter the following payments made from the petty cash account using the cheque number as CASH. 

		Nigel’s Newsagency
ABN: 12 745 856 854
TAX INVOICE
7/month/year

	Stationery item: 
Cash:
Change:
GST Amount:
	8.80
10.00
1.20
0.80



	
		Offisworx
ABN: 67 158 987 136
TAX INVOICE
7/month/year

	Office Supplies 
Cash:
Change:
GST Amount:
	11.55
15.00
3.45
1.05






Task 1.5 - Reports and Back up 
Check your name is in in the address field of the company information then generate the following reports. All reports should be reviewed for accuracy. (See notes below) 
	TASK 1 CHECKLIST 

	Tick as completed 
	Report
	Date Range 

	☐
	Cash Receipts Journal 
	01/month/year – 
Last day/month/year

	☐
	Cash Disbursements Journal 
	01/month/year – 
Last day/month/year

	☐
	Back up of data file  
	n/a 


· Cash receipts journal should contain all the daily receipts, the money contributed by Dan D Lyon and the bank deposit. 
· Cash disbursements journal should contain all the payments made from the bank and petty cash accounts. Hint: manually add these payments up and check your report comes to the same total.  
Task 1 Solution -  No errors in the process are allowed, however assessor may use their discretion on other minor errors, such as ID numbers. 

NOTE: The student has been instructed to use the current month and year, so month and year of dates on reports will vary from the provided solutions.
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Task 2 - Accounts Receivable for a Service Company 
Nix Pix
Nic runs a successful photography business. He requires your assistance to keep track of his customers, issue invoices to customers and keep the customer payment information up to date. 
Nic has provided you with the following information to be entered into the computerised accounting system for the month. 
For this task use the day provided and the current month and year that you complete the assessment. 
1. Open the MYOB file FNSACC304_AE_Sk_2of2_SR2 as provided by your assessor.
2. Add your name to the company address by going to Company Information under the Setup menu.
Task 2.1 - Customer Sales Invoices 
Confirm the following 4 source documents are tax invoices and verify the information is correct. Once verified, confirm the sales accounts noted on the tax invoices exist in the system and enter these credit sales into the system.

	TAX INVOICE
	 
	#1814
	
	TAX INVOICE
	 
	#1815

	 
	
	
	 
	
	 
	
	
	 

	To:
	
	Date 
	1/mth/year
	
	To:
	Real Estate Dot Com
	Date 
	9/mth/year

	Henry & Rachel Windsor
	
	 
	
	 
	
	
	 

	 
	
	
	 
	
	 
	
	
	 

	For 
	Wedding pix 
	Amount
	5,500.00
	
	For 
	Corporate Staff pix
	Amount
	7,500.00

	 
	
	GST 
	550.00
	
	 
	
	GST 
	750.00

	 
	
	
	 
	
	 
	
	
	 

	 
	
	Total
	6,050.00
	
	 
	
	Total
	8,250.00

	 
	 
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	




	TAX INVOICE
	 
	#1816
	
	TAX INVOICE
	 
	#1817

	 
	
	
	 
	
	 
	
	
	 

	To:
	Smith Family**
	Date 
	15/mth/year
	
	To:
	Real Estate Dot Com
	Date 
	21/mth/year

	  
	
	 
	
	 
	
	 

	 
	
	
	 
	
	 
	
	
	 

	For 
	Family Pix
	Amount
	1,250.00
	
	For 
	House Pix 
	Amount
	4,000.00

	 
	
	GST 
	125.00
	
	 
	
	GST 
	400.00

	 
	
	
	 
	
	 
	
	
	 

	 
	
	Total
	1,375.00
	
	 
	
	Total
	4,400.00

	 
	 
	 
	 
	
	 
	 
	 
	 


**Smith Family are a new customer. Nic has asked you to set their details up in the system with just their name Smith Family and address which is 15 Jones Street Sydney NSW 2000. 
Task 2.2 - Quote accepted 
In January 2019, Nic issued a quote to Alecia Moore and Alecia has now accepted the quote.   
Nic has requested to change this quote into an invoice dated 25/mth/year. 
The quote should retain the same number 1810.  

Task 2.3 - Credit Note 
Henry and Rachel were overcharged on their Wedding Pix Package. 
Create a credit/adjustment note for $110.00 (including GST) and apply this to invoice 1814. 
The date of the credit should be 01/month/year and the invoice number will be CN1814. 
The credit note should also be applied to the invoice on 01/month/year. 



Task 2.4 - Customer Payments
Nic has provided the following information regarding payments received this month. 
Payments are received by Direct Deposit into the Main Bank Account. 
	Date
	Customer
	Amount
	Invoice 

	3/month/year 
	Avion Aerial Arts
	 $1,540.00
	1811

	9/month/year
	Real Estate Dot Com
	$2,750.00
	1812

	15/month/year
	Henry & Rachel Windsor 
	$5,940.00
	1814

	28/month/year
	Jones Family
	$2,216.50
	1813



Task 2.5 - Reports and Back up 
Check your name is in in the address field of the company information then generate the following reports and submit to your assessor. All reports should be reviewed for accuracy. 
	TASK 2 CHECKLIST 

	Tick as completed 
	Report
	Date Range 

	☐
	Aged Receivables Reconciliation Detail
	Last day/month/year

	☐
	Sales and Receivable Journal 
	01/month/year – 
Last day/month/year

	☐
	GST Detail Cash Report 
	01/month/year – 
Last day/month/year

	☐
	Cash Receipts
	01/month/year – 
Last day/month/year

	☐
	Back up of data file  
	n/a 



Task 2 Solution -  No errors in the process are allowed, however assessor may use their discretion on other minor errors, such as ID numbers. 

NOTE: The student has been instructed to use the current month and year, so month and year of dates on reports will vary from the provided solutions.
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Task 3 - Accounts Receivable and Payable with Inventory 
Yoga & Pilates with Phoebe
Phoebe is a popular Yoga & Pilates instructor and holds classes in a few local gyms. 
The current gyms Phoebe holds classes at are: 
· Amanda’s Abs of Steel
· Gerry’s Gym 
· Wendy’s Workout World

Phoebe invoices the gym for her time. The invoices are always raised on the 15th of the month and payment is required by 20th of the following month. 
In the agreement Phoebe also supplies a yoga mat, yoga bag and yoga shoes for each new attendee. 
The current supplier for the yoga mats, yoga bags and yoga shoes is Yogalicious. 



The Items are set up as follows:
	Item Number
	 Item Name 
	Sale Price (ex GST)
	Cost Price (ex GST)

	IF100
	Instructor Fee
	100.00
	n/a

	YB100
	Yoga Bag
	5.00
	2.50

	YM100
	Yoga Mat
	10.00
	5.00

	YS100
	Yoga Shoes
	10.00
	5.00


All the above amounts do NOT include GST. 
1. Open the MYOB file FNSACC304_AE_Sk_2of2_SR3 as provided by your assessor.
2.  Add your name to the company address by going to Company Information under the Setup menu.
Task 3.1 - Enter Purchases 
Phoebe has provided you with the following purchase invoice from Yogalicious to enter: 
[bookmark: _Hlk517812420]

  TAX INVOICE					Invoice Date   		Yogalicious 
								4/month/year		54 Mountain Road 
								Invoice Number	 	BLACKTOWN NSW 2148								Y1040 
		Yoga & Pilates with Phoebe                            		ABN                                    
		PO BOX 16					11 111 111 138 
		YOUR TOWN NSW 2222




  Description 					Quantity     	Unit Price	GST      Amount 
  Yoga Mat					100.00		5.00		10%	500.00
  Yoga Bag					100.00		2.50 		10%	250.00
										Subtotal		750.00	
									    TOTAL GST 10%	  75.00
									    TOTAL INC GST		825.00	
Task 3.2 - Enter purchase returns
1. Enter the following credit/adjustment note for returned items to Yogalicious. 


  CREDIT NOTE					Invoice Date   		Yogalicious 
								10/month/year		54 Mountain Road 
								Invoice Number	 	BLACKTOWN NSW 2148								CN1040 
		Yoga & Pilates with Phoebe                            		ABN                                    
		PO BOX 16					11 111 111 138 
		YOUR TOWN NSW 2222




Description 					Quantity     	Unit Price	GST	Amount 
Yoga Mat					5.00		5.00		10%	    25.00
Yoga Bag					5.00		2.50 		10%  	    12.50
										Subtotal		    37.50	
									    TOTAL GST 10%	      3.75 
									    TOTAL INC GST		    41.25	

2. Apply the credit to purchase invoice Y1040 on 10/month/year. 


Task 3.3 - Enter payments to suppliers 
Phoebe has received a statement of her account from Yogalicious.  Check the statement against the purchase register and record the payment to Yogalicious. The payment should be dated the last day of the month. Cheque # EFT 


STATEMENT - Activity							Yogalicious 
									 		54 Mountain Road 
											BLACKTOWN NSW 2148								 
		Yoga & Pilates with Phoebe                            		ABN                                    
		PO BOX 16					11 111 111 138 
		YOUR TOWN NSW 2222




Date		Activity 			Reference 	Invoice Amount 	   Payments	 Balance
			Opening Balance 	    	  0.00
04/month	Invoice # Y1040				           825.00			  825.00
10/month	Credit Note # CN1040 	Y1040		           (41.25)			  783.75	
										BALANCE DUE	  783.75	
									    



Task 3.4 - Enter New supplier and purchase invoice 
Phoebe has found a new supplier for the Yoga shoes as Yogalicious is unable to continue supply these items. 
1. Enter the new supplier into the system for the following fields only. 
	Field 
	Detail 

	Card Type 
	Supplier 

	Designation 
	Company 

	Name
	Cindy’s Shoes 

	Address
	159 Lace Street

	City
	Sydney

	State
	NSW

	Postcode 
	2000

	ABN
	63 681 305 035





2. Enter the following purchase invoice received from Cindy’s Shoes: 

  TAX INVOICE					
								Invoice Date   		Cindy’s Shoes
								15/month/year		159 Lace Street
								Invoice Number	 	SYDNEY NSW 2000								CS852 
		Yoga & Pilates with Phoebe                            		ABN                                         
		PO BOX 16					63 681 305 035
		YOUR TOWN NSW 2222


  Description 					Quantity     	Unit Price	GST      Amount 
  Yoga Shoes					100.00		5.00		10%	500.00
  										Subtotal		500.00	
									    TOTAL GST 10%	  50.00
									    TOTAL INC GST		550.00	

Task 3.5 - Enter Sales
Phoebe has advised of the following sales to be entered. All sales are dated 15/month/year. 
	Customer
	Invoice Number
	Item
	Quantity 
	Invoice total including GST 

	
Amanda’s Abs of Steel
	 988
	IF100  
YB100 
YM100
 YS100
	10
15
15
15
	$1,512.50

	Gerry’s Gym 
	989 
	IF100
	16
	$1,760.00

	Wendy’s Workout World 
	 990
	IF100  
YB100 
YM100
 YS100 
	4 
35
35
35
	$1,402.50


Task 3.6 - Enter Payments received from customers 
Enter the following payments have been received from customers. The amounts are deposited directly to the bank account and all customers pay by EFTPOS. 

	Date
	Customer
	Amount Received
	Invoice Number

	[bookmark: _Hlk516511838]15/month/year 
	Amanda’s Abs of Steel
	  $1,210.00
	985 

	19/month/year
	Gerry’s Gym 
	 $2,475.00
	986 

	20/month/year
	Wendy’s Workout World 
	$1,650.00 
	987



Task 3.7 - Enter an Adjustment/credit note 
Wendy’s Workout World has requested a credit/adjustment note as they were charged for 5 extra items of YM100 they did not receive. 
Raise a credit/adjustment note as follows:  
	Date
	Customer
	Amount of credit 
	Invoice Number

	20/month/year 
	Wendy’s Workout World
	-$55.00 (-5 x YM100)
	CN987


Apply the credit note to invoice 987 on 20/month/year 



Task 3.8 - Reports and Back up 
Check your name is in in the address field of the company information then generate the follow reports. All reports should be reviewed for accuracy. 
	TASK 3 CHECKLIST 

	Tick as completed
	Report
	Date Range 

	☐
	· [bookmark: _Hlk516608976]Receivables Reconciliation Detail
	Last Day/month/year

	☐
	· Item Register Detail  
	01/month/year – 
Last day /month/year

	☐
	· Payables Reconciliation Detail
	Last Day/month/year

	☐
	· Bank Register   
	01/month/year – 
Last day /month/year

	☐
	· All Journals
	01/month/year – 
Last day /month/year

	☐
	· Back up of data file  
	n/a 



Task 3 Solution -  No errors in the process are allowed, however assessor may use their discretion on other minor errors, such as ID numbers. 

NOTE: The student has been instructed to use the current month and year, so month and year of dates on reports will vary from the provided solutions.
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Task 4 - Bank reconciliation and reports 
Barista Sista’s Café 

Kourtney and Khloe run a café and their sister Kim attends to their bookkeeping. 
Kim is away overseas in Paris, and it is the end of the month, so Kourtney and Khloe need the bank reconciled and some reports for the bank as they are planning to obtain finance to extend their operations.


Kourtney has provided you with the bank statement as at 31.12.18 below. 
	Best Bank 
	 
	 
	 
	Bank Statement
	 

	123 Main Street
	
	
	18-Dec-18
	 

	Melbourne VIC 3000
	
	
	31-Dec-18
	 

	 
	
	
	
	
	 

	Barista Sista's Café
	
	
	
	 

	Business Cheque Account 
	
	
	
	 

	Account # 874 532 487
	
	
	
	 

	Date
	Transaction Details
	Debit
	Credit
	Balance
	 

	18/12/2018
	Brought Forward 
	
	
	6,870.00
	Cr

	18/12/2018
	EFTPOS
	
	478.50
	7,348.50
	Cr

	19/12/2018
	EFTPOS
	
	347.25
	7,695.75
	Cr

	20/12/2018
	EFTPOS
	
	1,975.45
	9,671.20
	Cr

	21/12/2018
	Internet withdrawal loan pay
	500.00
	
	9,171.20
	Cr

	23/12/2018
	001478
	55.00
	
	9,116.20
	Cr

	24/12/2018
	Transfer to other Khloe
	600.00
	
	8,516.20
	Cr

	24/12/2018
	Transfer to other Kourtney
	600.00
	
	7,916.20
	Cr

	24/12/2018
	Internet withdrawal Plumber
	110.00
	
	7,806.20
	Cr

	24/12/2018
	Internet withdrawal Website
	555.00
	
	7,251.20
	Cr

	24/12/2018
	Internet withdrawal Kris 
	750.00
	
	6,501.20
	Cr

	27/12/2018
	Payment by authority Rent
	1,100.00
	
	5,401.20
	Cr

	27/12/2018
	EFTPOS
	
	5,500.00
	10,901.20
	Cr

	27/12/2018
	Bpay Exo Energy
	425.00
	
	10,476.20
	Cr

	27/12/2018
	Internet withdrawal Florist
	66.00
	
	10,410.20
	Cr

	27/12/2018
	Offisworx 
	139.00
	
	10,271.20
	Cr

	28/12/2018
	EFTPOS
	
	127.50
	10,398.70
	Cr

	28/12/2018
	Cheque Deposit
	
	2,000.00
	12,398.70
	Cr

	31/12/2018
	Interest
	
	12.18
	12,410.88
	Cr

	31/12/2018
	Bank Fee
	10.00
	
	12,400.88
	Cr

	 
	
	
	
	
	 

	31/12/2018
	Closing Balance
	 
	 
	12,400.88
	Cr



1. Open the MYOB file FNSACC304_AE_Sk_2of2_SR4 as provided by your assessor.
2.  Add your name to the company address by going to Company Information under the Setup menu.
Task 4.1 - Reconcile the bank account
1. Use the bank statement to reconcile the bank account.
2. Enter any bank fees or interest on the bank statement if they are not already in the system.
Task 4.2 - Reports and Back up 
Check your name is in the address field of the company information then generate the following reports and submit to your assessor.

	TASK 4 CHECKLIST

	Tick as completed
	Report
	Date Range 

	☐
	· Bank Reconciliation
	As at 31/12/18 

	☐
	· Profit and Loss Statement 
	01/07/18 – 31/12/18

	☐
	· Balance Sheet
	As at 31/12/18

	☐
	· GST Summary Cash 
	01/10/18 – 31/12/18  

	☐
	· Back up of data file  
	n/a





Task 4 Solution - No errors in the process are allowed, however assessor may use their discretion on other minor errors. 
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1D No. AccountNo. Account Name Debit Credit Job No.
D 1/07/2018  Ricks Real Estate
oD 11100 Business Cheque Account $165.00
oD 63000 Rent $15000
oD 23030 GST Paid $15.00
D 5/07/2018  Techno Telephone Co
Bpay 11100 Business Cheque Account 58000
Bpay 64000 Telephone and Intemet $7273
Bpay 23030 GST Paid §1.27
D 5/07/2018  Fresh Flowers
T 11100 Business Cheque Account $102300
il 51000 Flower Purchases 93000
T 23030 GST paid $93.00
D 6/07/2018  Awesome Advertising
T 11100 Business Cheque Account 27500
il 61000 Advertising 525000
T 23030 GST Paid $25.00
D 7/07/2018  Nigel's Newsagency
CAsH 1110 Petty Cash $880
CAsH 62500 Printing & Stationery $800
CasH 23030 GST Paid 5080
D 7/07/2018  Offisworx
CAsH 1110 Petty Cash
CAsH 62000 Office Supplies
CAsH 23030 GST Paid

Grand Totak:
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Cash Disbursements Journal
1/07/2018 To 31/07/2018
1D No. Account No. Account Name Debit Credit Job No.

D 1/07/2018  Ricks Real Estate

oD 11100 Business Cheque Account $165.00
DD 6-3000 Rent $150.00

DD 2-3030 GST Paid $15.00

D 5/07/2018  Techno Telephone Co

Bpay 11100 Business Cheque Account $80.00
Bpay 6-4000 Telephone and Intemet. $7273

Bpay 2-3030 GST Paid s7.21

D 5/07/2018  Fresh Flowers

BT 11100 Business Cheque Account $1,023.00
EFT 5-1000 Flower Purchases $930.00

EFT 2-3030 GST Paid $93.00

D 6/07/2018 _ Awesome Advertising

BT 11100 Business Cheque Account $275.00
BT 61000 Advertising $25000

EFT 2-3030 GST Paid $25.00

D 7/07/2018 _ Nigels Newsagency
CASH 11110 Petty Cash 5880
CASH 62500 Printing & Stationery 5800
CASH 2-3030 GST Paid $0.80

@ /0772018 Offisworx
CASH 11110 Petty Cash $1155
CASH 6-2000 Office Supplies $1050
CASH 2-3030 GST Paid $1.05

Grand Totak: $1563.35 $1563.35
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As of 31/08/2018
1D No. Date  Total Due 0-30 31-60 61-90 50+
Alecia Moore
“None.
00001810 _25/08/2018 $1320000 $1320000 5000 5000 5000
Total: 1320000 $13,20000 5000 5000 5000
Real Estate Dot Com
*None.
00001815 9/08/2018 $825000 5825000 5000 5000 5000
00001817 _21/08/2018 $4,400.00 $4,40000 5000 5000 5000
Total: $12650.00 $12,65000 5000 5000 5000
Smith Family
*None.
00001816 _15/08/2018 $1375.00 $1375.00 5000 5000 5000
Total: $1.375.00 $1.375.00 5000 5000 5000
Grand Total: 52722500 2722500 5000 5000 5000
Ageing Percent: 100.0% 0.0% 00% 00%
Receivables Account: 52722500
Out of Balance Amount: $50.00
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Sales & Receivables Journal

1/08/2018 To 31/08/2018

1D No. Account No. Account Name Debit Credit Job No.
SJ  1/08/2018 Sale; Henry & Rachel Windsor

00001814 1-2000 Accounts Receivable $6,050.00

00001814 4-1000 Wedding Pix $5,500.00

00001814 2-3010 GST Collected $550.00
SJ  1/08/2018 Sale; Henry & Rachel Windsor

CN1814 1-2000 Accounts Receivable $110.00

CN1814 4-1000 Wedding Pix $100.00

CN1814 2-3010 GST Collected $10.00
SJ  1/08/2018 Henry & Rachel Windsor: Credit from CN1814

'SJ000001 1-2000 Accounts Receivable $110.00

'$J000001 1-2000 Accounts Receivable $110.00
S)  9/08/2018 Sale; Real Estate Dot Com

00001815 1-2000 Accounts Receivable $8,250.00

00001815 4-2000 Corporate Pix $7,500.00

00001815 2-3010 GST Collected $750.00
SJ  15/08/2018  Sale; Smith Family

00001816 1-2000 Accounts Receivable $1,375.00

00001816 4-3000 Family Pix $1,250.00

00001816 2-3010 GST Collected $125.00
SJ  21/08/2018  Sale; Real Estate Dot Com

00001817 1-2000 Accounts Receivable $4.400.00

00001817 4-4000 House Pix $4,000.00

00001817 2-3010 GST Collected $400.00
S)  25/08/2018  Sale; Alecia Moore

00001810 1-2000 Accounts Receivable $13,200.00

00001810 4-6000 Concert Pix $12,000.00

00001810 2-3010 GST Collected $1,200.00

$33,495.00 $33,495.00
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GST [Detail - Cash]

August 2018
Date ID No. Name Rate Sale Value Purchase Value Tax Collected Tax Paid
GST  Goods & Services Tax
1/08/2018  $J000001 Henry & Rachel Wi  10.00%  -$110.00 -$10.00
1/08/2018  $J000001  Henry & Rachel Wi  10.00% $110.00 $10.00
3/08/2018  CRO0000T Avion Aerial Arts ~ 10.00%  $1,540.00 $140.00
9/08/2018  CR000002 Real Estate Dot Cor  10.00%  $2,750.00 $250.00
15/08/2018 CRO00003 Henry & Rachel Wi  10.00%  $5,940.00 $540.00
28/08/2018 _ CR000004 _Jones Family 10.00% _ $2216.50 $201.50
Total: _$12.446.50 $0.00 $1,131.50 $0.00

Grand Total: $1,131.50 $0.00
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Cash Receipts Journal

1/08/2018 To 31/08/2018
1D No. Account No. Account Name
CR  3/08/2018  Payment; Avion Aerial Arts
CR000001 1-1100 Main Bank Account
CR000001 1-2000 Accounts Receivable
CR  9/08/2018  Payment; Real Estate Dot Com
CR000002 1-1100 Main Bank Account
CR000002 1-2000 Accounts Receivable
CR  15/08/2018  Payment; Henry & Rachel Windsor
CR000003 1-1100 Main Bank Account
CR000003 1-2000 Accounts Receivable
CR  28/08/2018  Payment; Jones Family
CR000004 1-1100 Main Bank Account
CR000004 1-2000 Accounts Receivable

Grand Total:

Debit

$1,540.00

$2,750.00

$5,940.00

$2.216.50

$12,446.50

Credit Job No.

$1,540.00

$2,750.00

$5,940.00

$2,216.50
$12,446.50

Nix Pix
Marking Guide
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Receivables Reconciliation [Detail]

As of 31/08/2018
1D No. Date  Total Due 0-30 31-60 61-90 50+
Amanda’s Abs of Steel
“None.
00000988 15/08/2018 $1512.50 $151250 5000 5000 5000
Total: $1512.50 $151250 5000 5000 5000
Gerry’s Gym
*None
00000989 _15/08/2018 $1.760.00 $1,76000 5000 5000 5000
Total: $1.760.00 $1.76000 5000 5000 5000
Wendy's Workout World
*None
00000990 _15/08/2018 $1402.50 $1402.50 5000 5000 5000
Total: $1.402.50 $1.402.50 5000 5000 5000
Grand Total: $4675.00 $4,675.00 5000 5000 5000
Ageing Percent: 100.0% 0.0% 00% 00%
Receivables Account: $4675.00

Out of Balance Amount $0.00
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Items Register [Detail]

1/08/2018 To 31/08/2018
Date Src ID No. Memo Starting Qty Qty Changed Amount On Hand Current Value
YB100 Yoga Bag
4/08/2018 P) 00000002 Purchase; Yoga 45 100 $250.00 145 $362.50
10/08/2018 P) 00000003 Purchase; Yoga 145 -5 -$1250 140 $350.00
15/08/2018 SJ 00000988  Sale; Amanda's 140 -15 -$37.50 125 $312.50
15/08/2018 S) 00000990 _Sale; Wendy's \ 125 235 -$87.50 90 $225.00
Yoga Bag Tota 45 $11250
YM100 Yoga Mat
4/08/2018 P) 00000002 Purchase; Yoga 40 100 $500.00 140 $700.00
10/08/2018 P) 00000003 Purchase; Yoga 140 -5 -$25.00 135 $675.00
15/08/2018 SJ 00000988 Sale; Amanda's 135 -15 -$75.00 120 $600.00
15/08/2018 SJ 00000990  Sale; Wendy's \ 120 -35 -$175.00 85 $425.00
20/08/2018 SJ CN987 __Sale; Wendy's\ 85 5 $2500 90 $450.00
Yoga Mat Tota 50 $250.00
Y5100 Yoga Shoes
15/08/2018 SJ 00000988 Sale; Amanda's 35 -15 -$75.00 20 $100.00
15/08/2018 SJ 00000990  Sale; Wendy's \ 20 -35  -$175.00 15 -$75.00
15/08/2018 PJ 00000004 Purchase; Cind- 15 100 $500.00 85 $425.00

Yoga Shoes To 50  $250.00





image11.png
Payables Reconciliation [Detail]
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As of 31/08/2018
1D No. Date Total Due 0-30 31-60 61-90 90+
Cindy's Shoes
*None
00000004 15/08/2018 $550.00 $550.00 $0.00 $0.00 $0.00
Total: $550.00 $550.00 $0.00 $0.00 $0.00
Grand Total: $550.00 $550.00 $0.00 $0.00 $0.00
Ageing Percent: 100.0% 0.0% 0.0% 0.0%
Payables Account: $550.00
Out of Balance Amount: $0.00




image12.png
Created: 10/09/2018 10:54 AM Yoga & Pilates With Phoebe
Marking Guide

Bank Register
August 2018
ID No. Src Date Memo/Payee Deposit Withdrawal Balance
1-1100 General Cheque Account
CRO00001 CR  15/08/2018 Payment; Amanda's Abs ¢ $1,210.00 $10,921.25
CR000002 CR  19/08/2018 Payment; Gerry's Gym $2,475.00 $13,396.25
CRO00003 CR  20/08/2018  Payment; Wendy's Worko $1,650.00 $15,046.25
EFT CD_31/08/2018  Yogalicious $783.75 $14,262.50

$5,335.00 $783.75
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All Journals
1/08/2018 To 31/08/2018
ID No. Account No. Account Name Debit Credit Job No.
4/08/2018 Purchase; Yogalicious

00000002 2-2000 Accounts Payable $825.00
00000002 1-3000 Inventory $750.00
00000002 2-3030 GST Paid $75.00

10/08/2018  Purchase; Yogalicious

00000003 2-2000 Accounts Payable 54125
00000003 1-3000 Inventory $37.50
00000003 2-3030 GST Paid $3.75

PJ  10/08/2018  Yogalicious: Debit from 00000003
PI00000T 2-2000 Accounts Payable 54125
PI00000T 2-2000 Accounts Payable $4125

PJ  15/08/2018  Purchase; Cindy's Shoes
00000004 2-2000 Accounts Payable $550.00
00000004 1-3000 Inventory $500.00
00000004 2-3030 GST Paid $50.00

SJ  15/08/2018  Sale; Amanda’s Abs of Steel
00000988 1-2000 Accounts Receivable $1,512.50
00000988 4-0500 Class Fees. $1,000.00
00000988 4-2000 Yoga Bags $75.00
00000988 4-1000 Yoga Mats $150.00
00000988 4-3000 Yoga Shoes $150.00
00000988 2-3010 GST Collected $137.50
00000988 1-3000 Inventory $187.50
00000988 5-2000 Yoga Bags $37.50
00000988 5-1000 Yoga Mats $75.00
00000988 53000 Yoga Shoes. $75.00

S)  15/08/2018  Sale: Gerry's Gym
00000989 1-2000 Accounts Receivable $1,760.00
00000989 4-0500 Class Fees. $1,600.00
00000989 2-3010 GST Collected $160.00
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S) 15/08/2018  Sale; Wendy's Workout World

00000090 1-2000 ‘Accounts Receivable $1.40250

00000090 4-0500 Class Fees $40000
00000090 4-2000 Yoga Bags $175.00
00000090 4-1000 Yoga Mats $35000
00000090 4-3000 Yoga shoes $35000
00000090 2-3010 GST Collected $127.50
00000090 1-3000 Inventory $437.50
00000990 52000 Yoga Bags $87.50

00000990 5-1000 Yoga Mats $175.00

00000990 ___5-3000 Yoga shoes $175.00
CR15/08/2018 _ Payment; Amanda's Abs of Steel

CRO0000T  1-1100 ‘General Cheque Account $121000

CRO0000T __1-2000 Accounts Receivable $121000
CR 19/08/2018  Payment; Gerry's Gym

CRO00002  1-1100 ‘General Cheque Account $2475.00

CRO00002 ___1-2000 Accounts Receivable $2475.00

) 20/08/2018 Sale; Wendy's Workout World

CNos7 1-2000 ‘Accounts Receivable $5500
CNos7 41000 Yoga Mats $5000

CNos7 23010 GST Collected $5.00
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All Journals
1/08/2018 To 31/08/2018
1D No. Account No. Account Name Debit Credit Job No.
CcNosT 1-3000 Inventory $25.00

CNosT 5-1000 Yoga Mats $25.00

CR  20/08/2018  Payment; Wendy's Workout World

CR000003 1-1100 ‘General Cheque Account $1,650.00

(CRO00003 1-2000 Accounts Receivable $1,650.00

SJ  20/08/2018  Wendy's Workout World: Credit from CN987
'SJ000001 1-2000 Accounts Receivable $55.00
'$J000001 1-2000 Accounts Receivable $55.00

CD 31/08/2018  Yogalicious 54 Mountain Road Blacktown NSW 2148
EFT 1-1100 ‘General Cheque Account $78375
EFT. 2-2000 Accounts Payable $783.75

Grand Total: $13011.25 $13011.25
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1D No. Date MemorPayee Deposit Withdrawal
Account: 11110 Best Bank Cheque Account
Date Of Bak Statement: 31122018
Last Recondiled: 311272018
Last Reconciled Balance: $1240088
Reconcied Chaques
o078 181272018 Window Cieaner sss00
o 21/1272018 Loan Payment 550000
E 24/12/2018 Knioe Drawings 560000
E 24/1272018 Kouriney Dravings 560000
E 24/12/2018  Repayment to i s75000
E 24/12/2018 Paut Pumbing s11000
B 24/1272018 Wid Websives ssss00
o3y 2771272018 B0 Eneray sa2500
oD 2771272018 e’ RealEstce s110000
E 2771272018  Fiona's owers ss600
ETe0s. 2771272018 Offsworx s13000
sz 31/12/2018_sank Fee. s1000
Tour 90 _sasiom
Reconciled Deposits
croooooz 181272018 EFTROS. sa7850
croooons 1971272018 EFTPOS. 530725
crooooos 2071272018 EFTPOS siosas
crooooos 2771272018 EFTPOS 550000
crooooos 2571272018 EFTPOS $12750
croogoor 2871272018 £ Clare 200000
[ 31/12/2018_intrest income siz18
Tout_s0208 om0
Outstanding Cheques.
oozo 27/12/2018_pest sank Loan App Fee s1s000
Tout o0 siso
Reconciizton
AccoundRight Baance On 31/12/2015: s1225088
A6 Oustancing Cheques $15000
SubTorat 240088
Desuct Outstancing Deposit: so00
Expectac Bsiance On Stztement: 1240088
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Profit & Loss Statement

Juy 2018 To December 2018

Incame.
Saer
Sals. Food & Dink sviesias

Tou sses Ssiesist
Tota ncome Ssisiser

ComOr sl
Cost OfSales. Food 59745800
CostOf Sales - Beverage siopsass

Total Cost Of sales Siasssass
Gross ot 16952626

Epenses
Ganers & Acminisustve Bxp
Accouncng Fees 5100000
Bank Charges 21000
Geaning 55000
Postage s28400
Offic Supptes sisss1

Tota| Geners) & Acminizratne B S1700%0

Marketing Expenses
Agvertsing sss0ass

Toral Marketing Expenses s

Operating Expenses
Kichen Utensis siss273
Supples sssiss

Total Operating Experses Si0ses35

Occupancy Costs
Eecrncry s3s630
Property Insurance s15000
Repairs & Maintenance $10000
Rent 5500000

Total Occupancy Costs ssissse
Toua Expenses 526008 17
Opersting Profc 1391809

Coner ncome
Incerest ncome 1218

Tota Oer Income Sz

Toral Ot Expenses 000

et ProveLoss) 1333027
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Balance Sheet

s of December 2018

.
Cument Asate
Cazn On Hang
Best Bank Cheque Account s1225088
Total Cash On Hang s1225088

Total Current Asses Sizzs08s

Torm Aczer
i
Current Uisble:
GST Libiiies
ST Colletes ssiesia
GsTais “s7s0328
Total G5T Lisilies souisset
Tora Currens Labiit EET]
Long Term Liabiites
BankLoans 52450000
Losn from ks 51470000
Total Long Term Lsbites 3920000

Si2zs0es

Tota Lbirves sss3sser
e ez
Equny
Ouner/snarshicr Equy
Dravings Kourtey 5580000
Dravings Khioe 5560000
Total Ouner/Sharehier Equry. 51120000
Retained Earnings ET
Cument Year arings suz03027
Toua Equiy S0

St
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GST [Summary - Cash]

October 2018 To December 2018

Code  Description Rate Sale Value Purchase Value  Tax Collected Tax Paid
FRE GST Free 0.00% $12.18 $97,668.00

GST Goods & Services Tax 10.00 % $348,280.70 $82,536.00 $31,661.89 $7,503.28
N-T Not Reportable 0.00% $12,450.00

Total: $31,661.89 $7,503.28
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