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[bookmark: _Toc24546930]Icon legends
	Icon
	Description
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	Practice activity
Learning activities help you to gain a clear understanding of the content in this resource.  It is important for you to complete these activities, as they will enhance your learning. The activities will prepare you for assessments.
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	Collaboration
You will have opportunities to collaborate with others during your study. This could involve group activities such as mini projects or discussions that will enable you to explore and expand your understanding of the content.  

	[image: ]
	Self-check
An activity that allows you to check your learning progress. The self-check activity gives you the opportunity to identify areas of learning where you could improve. If you identify these, you could review the relevant content or activities.
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	Resources (required and suggested)
Additional resources throughout this workbook such as chapters from textbooks, online articles, videos etc. These are supplementary resources, which will enhance your learning experience and may help you complete the unit.
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	Assessment task
At different stages throughout the workbook, after you have completed the readings and activities, you may be prompted to complete one or more of your assessment tasks.

	[image: ]
	Video
Videos will give you a deeper insight into the content covered in this workbook. If you are working from a printed version, you will need to look these up using the URL provided.


[bookmark: _Toc24546931]Getting started 
[bookmark: _Toc24546932]What will I learn by completing this workbook?
This workbook has been developed for the unit of competency FNSACC416 Set up and operate a computerised accounting system. 
In this unit, you will learn the skills and knowledge required to 
· establish,
· operate, and 
· modify an integrated computerised accounting system.
This training program assumes the student will be responsible for processing transactions in a computerised accounting system. Additional tasks would include maintaining the system, producing reports, and ensuring system integrity.
There are a large number of computerised accounting systems available in Australia. This student workbook will be based on MYOB 2018.3. Other versions of MYOB are very similar and should be able to be used with this workbook. Due to changes in things like tax rates some answers to problems will vary between versions of the program.
Successfully completing this unit of competency will give you the skills and knowledge to set up and use the MYOB computerised accounting software package.
In this workbook, you will learn how to:
· Implement an accounting system for a business, including setting up the system for a business. This would involve creating company records, bank accounts, details of suppliers and customers.
· Process accounting transactions such as coding and classifying transactions, posting transactions and fixing errors.
· Maintain the systems, including updating records, changing details of customers and suppliers, chart of accounts and inventory records.
· Reconcile key accounts such as the bank account and the subsidiary accounts receivable and payable ledgers with their control accounts. Production of a range of reports such as GST, bank reconciliations, profit and loss and balance sheets.
Each topic includes opportunities to check your progress and understanding as well as activities that will help you to complete the formal assessments. To make the most of your time working on this unit, you should attempt all of the practice exercises.
[bookmark: _Hlk10115583]There are 12 topics to complete within this workbook. They are: 
· Topic 1: Introduction to BAS.
· Topic 2: Creating a company file and accounts list.
· Topic 3: Spending and receiving money.
· Topic 4: Journal entries and petty cash.
· Topic 5: Service income.
· Topic 6: Trading income.
· Topic 7: Purchasing goods and services.
· Topic 8: Setting up MYOB for an existing business.
· Topic 9: Integration 1—sales and purchases.
· Topic 10: Customer management.
· Topic 11: Integration 2—advanced inventory.
· Topic 12: Financial year-end and reporting.
It is assumed that the student has some knowledge of basic accounting and bookkeeping. This knowledge might have been gained from previously completed bookkeeping or accounting studies, or by working in a job that deals with bookkeeping and accounting.


MYOB files
During this unit, you will be working with MYOB data files. Sometimes when you open an MYOB data file (files with myox at the end of the name) they will say that the file is read-only. You need to convert this file to an active file by following the steps listed below:
· Select the file you need and open it.
· MYOB will tell you if it is read-only, if it is, click on OK.
[image: ]
Figure 1 MYOB dialog box.
· When the command centre opens go to the top help menu and click on it.
· From the drop-down menu select the option ‘Confirm your company file’, see below image.
[image: ]
Figure 2 MYOB command centre screenshot.
· The next screen will have a couple of options for you, make sure the first option is selected with the confirmation option ‘Confirm online’ in the dialogue box.
[image: ]
Figure 3 MYOB confirmation assistant dialog box screenshot.
· Click next.
· MYOB will convert the file and tell you that you now have access to the company file.
· You should now be able to edit the company file and complete the set tasks.
Recommended text
The recommended textbook for this unit is. Pazmandy, G., 2019, Computerised accounting using MYOB 2018.3, 10th edition, Learn Now Publications. ISBN 978 1 76073 070 3.
[image: https://cdn2.shopify.com/s/files/1/2662/6166/products/978-1-76073-070-3_1024x1024@2x.jpg?v=1562128144]
Figure 4 Computer Accounting By Greg Pazmandy.
In this workbook, you will be referred to sections of this textbook to read about particular topics and to complete practice exercises.
When you are being referred to this textbook the workbook will denote this by writing the abbreviation ”Pazmandy” and the topic name and section number in this workbook


Supplementary texts
There is a range of other texts that you can refer to, some of these are in the below table.
Table 1 Text titles and abbreviations.
	Text
	Abbreviation

	De Losa, B., 2013, The power of MYOB, De Losa Publishing. ISBN9781922131577
	De Losa

	Curtis, V., 2012, Making the most of MYOB AccountRight, 9th Edition, Woodslane Press. ISBN 9781922131485 
	Curtis

	Neish, G., & Kahwati, G., 2015, Computer accounting using MYOB business software, 14th Edition, McGraw Hill ISBN 9781743077474
	Neish

	Frost, M., & Sutherland, E., 2018, Computerised accounting, Cengage. ISBN 9780170371650
	Frost

	Ring, J., 2917, MYOB – A live data approach, 20th Edition, One Stop Business Solutions. ISBN 978 1 876795 86 0
	Ring

	Sutherland, E., Computer accounting – a systematic approach, Version 19.8, Pearson Education Australia. ISBN 9781486003952
	Sutherland
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[bookmark: _Toc11228372][bookmark: _Toc24546933]Topic 1: Introduction to computerised accounting system
 


[bookmark: _Toc24546934]Accounting principles
In this chapter, you will be introduced to:
basic accounting principles
overview of MYOB.
Accounting is about managing information and data, specifically:
· Collecting information from a source document (invoices, receipts, credit notes, bank statements etc).
· Analysing the information from the source document to determine what sort of transaction occurred.
· Preparing summaries of the transactions through the use of journals
· Posting journals to ledgers.
· Creating reports for users of accounting information (Income statements, balance sheets, cash flow statements etc).
· Communicating and explaining the content of accounting reports to users of accounting information.
In Australia, there is a broad-based consumption tax levied on the supply of most goods and services. This tax is known as the GST (Goods and services tax). This tax is levied at the rate of 10%. For nearly all transactions that are processed, there will be consideration given to the impact of the GST, even if that consideration is that the tax will not apply to a particular transaction.


	[image: ]	Resources
[bookmark: _Toc24546935]Required reading
Pazmandy:
· Section 1.1 Accounting Principles.
	[image: ] 	Practice activity
[bookmark: _Toc24546936]Activity 1.1: Accounting principles
1. Complete Pazmandy —End of chapter 1 exercises: Exercise 1 pp 23.
2. Conduct some research on other computerised accounting software packages and answer the following questions:
a. List 5 other packages that are available.
b. Which ones are cloud-based?
c. What are the advantages of a cloud-based system?
d. What are the disadvantages of a cloud-based system?

e. What sort of factors will determine which software package business will buy as its accounting software?
	[image: ]	Resources
[bookmark: _Toc24546937]Additional resources
Neish—Chapter 2 GST Basics:
· GST basic concepts.
· Value added tax in a supply chain.
· GST and ledger accounts.
Sutherland—Chapter 3 Basic accounting background.
De Losa—General Information—Goods and Services Tax.


[bookmark: _Toc24546938]Computer accounting systems and MYOB
There are a number of different computer accounting software packages available, some are: 
· Cloud-based, where the software and data files are kept on a remote server. The entity that is using the software logs into another entities server to access their data and process their transactions.
· PC based system, where the software and data are loaded onto a local PC and the software and data are managed by the user.
For this workbook, we will be using MYOB, the non-cloud-based version (2018.3). You will need access to the software to complete the activities in this book. TAFE NSW has a license for MYOB and the software should be available on computers in TAFE libraries and computer laboratory rooms used by accounting students. 
The software is also called “AccountRight”. You can access the software by either:
Clicking on the link on the opening screen of your computer when you first log in.
[image: ]
Figure 5 NSW TAFE NSW desktop screenshot.


Selecting the MYOB software on the list of software found when you open the windows icon on the bottom left-hand side of the opening screen of your computer.
[image: ]
Figure 6 NSW TAFE NSW desktop screenshot.
If you are unable to locate the link to the software, please talk to your trainer.
Your copy of Pazmandy’s book will also give you instructions on how to download the software and sample data files that are used in the practice questions in the text.


MYOB has a significant help function attached to the program. It can be accessed by using the F1 key or selecting Help from the menu, see below.
[image: ]
Figure 7 MYOB command centre window.
Should you find you are unable to solve a problem with the MYOB software, speak to your trainer about the problem. Before you approach your trainer to identify exactly which part of the program you are experiencing difficulties with and the exact nature of the problem you are having.


	[image: ]	Resources
[bookmark: _Toc24546939]Required reading
Pazmandy:
· Section 1.2 Computerised Accounting.
· Section 1.3 MYOB.
· Section 1.4 Privacy and Information Security.
[image: ] 	Practice activity
[bookmark: _Toc24546940]Activity 1.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 18.
2. End of chapter 1 Exercise 2 pp 24.
	[image: ]	Resources
[bookmark: _Toc24546941]Additional resources
Neish—Chapter 1 Introduction to MYOB:
· Backing up a file.
Neish—Chapter 12 MYOB Help.
Frost—Chapter 2 Introduction to MYOB.
Sutherland—Chapter 1 System Overview.
De Losa—Getting to know your MYOB Software.
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[bookmark: _Toc24546942]Topic 2: Create a company file and accounts list
 


[bookmark: _Toc24546943]Creating a company file and an accounts list
Before any transactions can be entered into MYOB a company file must be created. This file will include the following:
· Basic information such as company name, contact details, ABN, address etc.
· A list of accounts for assets, liabilities, owners’ equity, revenues and expenses
It is very important that this task is carried out with care and thought. Think about the business file you are creating:
· What sort of transactions will it have?
· What assets will it purchase?
· How will it finance its operations?
· What sort of information will the users of the accounting reports want to see? 
	[image: ]	Resources
[bookmark: _Toc24546944]Required reading
Pazmandy:
· Section 2.1 Creating a company file.
· Section 2.2 The accounts list.
	[image: ] 	Practice activity
[bookmark: _Toc24546945]Activity 2.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 32 and 33.
2. End of chapter 2 Exercise 1, part 1 – 24.
3. End of chapter 2 Exercise 2 part 1 -18.
	[image: ]	Resources
[bookmark: _Toc24546946]Additional resources
Frost—Chapter 2 Introduction to MYOB. 
Curtis—Chapter 1 Getting Started:
· Creating your first file.
· Setting up your accounts.
· Activating your company file.
Curtis—Chapter 2 Working with lists - your accounts and cards:
· Setting up your accounts list.
· Setting up your cards list.
Sutherland—Chapter 2 Data file creation.
[image: ]
Figure 8 Books on shelves.


[bookmark: _Toc24546947]Security and backing up files
Once you have created a company file or added transactions to an existing company file, it is critical that the information is saved. Think about where you will be saving your data to. What options do you have? Select the option that will provide the most convenience and security for your data. 
When you have decided where and how you will save your files then think about backing up your files. It is a very common occurrence for data that has been saved to devices such as a USB to find that when it comes time to use the data, it is unavailable as it has been corrupted. In many instances, students have to re-enter large numbers of transactions a second time to submit an assessment because a USB is missing or corrupt. 
Make it a habit to back up your files regularly. 
	[image: ]	Resources
[bookmark: _Toc24546948]Required reading
Pazmandy:
· Section 2.3 Backing up the company file.
	[image: ]	Resources
[bookmark: _Toc24546949]Additional resources
Neish—Chapter 1 Introduction to MYOB:
· Backing up a file.
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[bookmark: _Toc24546950]Topic 3: Spending and receiving money
 


[bookmark: _Toc24546951]Spending money
In the Banking Command Centre, there is an option called Spend Money. This is where a business can record payments to third parties that are not payments arising from an invoice. Payments for accounts payable (invoices) are handled differently to these payments.
The spend money function would be used to pay bills that are not part of accounts payable such as utilities (electricity, water, gas etc) bills.
	[image: ]	Resources
[bookmark: _Toc24546952]Required reading
Pazmandy:
· Section 3.1 Opening an existing data file.
· Section 3.2 Spending money
	[image: ] 	Practice activity
[bookmark: _Toc877353][bookmark: _Toc11228380][bookmark: _Toc24546953]Activity 3.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 53 and 54.


	[image: ]	Resources
[bookmark: _Toc11228378][bookmark: _Toc24546954]Additional resources
Neish—Chapter 4 Cash transactions:
· GST.
· Banking command centre.
· Cash payments.
Frost—Chapter 5 Cash accounting. 
Curtis—Chapter 5 Spending and receiving money:
· Spending money.
· Credit cards.
· Changing entries.
Sutherland—Chapter 3 Cash accounting:
· Record cash receipts.
· Record cash payments.


[bookmark: _Toc24546955]Receiving money
Receiving money is part of the Banking Command Centre. It is for transactions that increase the balance of the bank account, except for payments received from accounts receivable.
Amounts received for things like interest income and proceeds from loans would be dealt with here.
	[image: ]	Resources
[bookmark: _Toc24546956]Required reading
Pazmandy:
· Section 3.3 Receiving money.
	[image: ] 	Practice activity
[bookmark: _Toc24546957]Activity 3.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 55.
2. End of chapter 3 Exercise 1, part 1—6.
3. End of chapter 3 Exercise 2 part 1—7.


	[image: ]	Resources
[bookmark: _Toc24546958]Additional resources
Neish—Chapter 4 Cash transactions:
· GST.
· Banking command centre.
· Recording money received.
Frost—Chapter 5 Cash accounting. 
Curtis—Chapter 5 Spending and receiving money:
· Receiving and transferring money.
· Credit cards.
· Changing entries.
Sutherland—Chapter 3 Cash accounting:
· Group receipts for banking.


[bookmark: _Toc24546959]Bank reconciliation
The preparation of a bank reconciliation achieves a number of important tasks:
· Allows for the gathering of information on cash transactions such as interest received, bank fees and dishonoured cheques.
· Checks the businesses records with an outside entity (the bank), this is an important audit function as fraud and mistakes can be detected.
MYOB automates parts of the bank reconciliation process.
	[image: ]	Resources
[bookmark: _Toc24546960]Required reading
Pazmandy:
· Section 3.4 Bank Reconciliation.
	[image: ] 	Practice activity
[bookmark: _Toc24546961]Activity 3.3: Pazmandy exercises
Complete the following activities:
1. End of chapter 3 Exercise 3, part 1 – 17.
2. End of chapter 3 Exercise 4 part 1 – 7.
3. End of chapter 3 Exercise 6 part 1—15.


	[image: ]	Resources
[bookmark: _Toc24546962]Additional resources
Neish—Chapter 4 Cash transactions:
· Bank Reconciliations.
· Electronic transactions
Frost—Chapter 5 Cash accounting:
· Using the Banking Module.
Curtis—Chapter 6 Reconciling bank accounts.
Sutherland—Chapter 3 Cash accounting:
· Bank reconciliation.
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[bookmark: _Toc24546963]Topic 4: Journal entries and petty cash
 


[bookmark: _Toc24546964]Transaction journals
On occasions, transactions will arise that do not fit into the regular pattern of transactions that usually flow through MYOB. For these transactions, we need to use the general journal to record them.
	[image: ]	Resources
[bookmark: _Toc24546965]Required reading
Pazmandy:
· Section 4.1 Using the transaction journal.
	[image: ] 	Practice activity
[bookmark: _Toc24546966]Activity 4.1: Pazmandy exercises
Complete the following activities:
· In text exercise pp 79 and 80.


	[image: ]	Resources
[bookmark: _Toc24546967]Additional resources
Neish—Chapter 3 General ledger:
· Recording general journal entries.
· Balance day adjustments.
· Providing for doubtful debts.
· Depreciation.
Frost—Chapter 10 General ledger.
Curtis—Chapter 16 Making journals and adjustments.
Sutherland—Chapter 7 General ledger:
· Balance day adjustments.
· Accrued expenses.
· Prepayments.
· Depreciation.
· Bad debts.
· Drawings.


[bookmark: _Toc24546968]Petty cash
Many businesses will maintain a petty cash system to pay for minor expenses. Generally, an imprest system is used. To allow this in MYOB a petty cash account needs to be established.
	[image: ]	Resources
[bookmark: _Toc24546969]Required reading
Pazmandy:
· Section 4.2 Establishing a petty cash system.
· Section 4.3 Purchases with petty cash.

	[image: ] 	Practice activity
[bookmark: _Toc24546970]Activity 4.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 85 and 86.
2. End of chapter 4 Exercise 1 part 1 – 9.
3. End of chapter 4 Exercise 2 part 1 – 12.


	[image: ]	Resources
[bookmark: _Toc24546971]Additional resources
Neish—Chapter 4 Cash transactions:
· Using petty cash.
· Petty cash reimbursement.
Frost—Chapter 5 Cash accounting:
· Petty cash.
Curtis—Chapter 5 Spending and receiving money:
· Petty cash.
Sutherland—Chapter 3 Cash accounting:
· Exercise 3.6 Petty cash.
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[bookmark: _Toc24546972]Topic 5: Service income
 


[bookmark: _Toc24546973]Service income, credit and cash
Service income is income derived from the provision of a service to a customer, rather than a physical product. Some examples of businesses that earn income through the provision of services are doctors, accountants, tutors, architects and so on. Fee income can be billed as either a cash sale or a credit sale.
In MYOB the recording of cash receipts from credit sales will be done in the Sales Command Centre. 
	[image: ]	Resources
[bookmark: _Toc24546974]Required reading
Pazmandy:
· Section 5.1 Service income (credit sales).
· Section 5.2 Service income (cash sales).
	[image: ] 	Practice activity
[bookmark: _Toc24546975]Activity 5.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 102.


	[image: ]	Resources
[bookmark: _Toc24546976]Additional resources
Neish—Chapter 5 Accounts receivable:
· Recording a sale on credit. 
· Credits sales invoices.
Frost—Chapter 8 Accounts receivable.
· Sales and receipts.
· Produce reports.
Curtis—Chapter 3 Invoicing with style (the whole chapter).


[bookmark: _Toc24546977]Cash receipts refunds and credit notes
Revenue generation from sales is only one step in the process of creating a profitable business. It is equally important to collect the revenue from those sales. The collections of revenue may not occur at the same time as the sale was made. In MYOB there is a distinction between credit sales and cash sales, they are handled quite differently. 
On occasions, after a sale has been made, an adjustment needs to be made to the original sale transaction. This would include the issuing of credit notes and refunds.
	[image: ]	Resources
[bookmark: _Toc24546978]Required reading
Pazmandy:
· Section 5.3 Depositing cash into the bank account.
· Section 5.4 Cash refunds.
· Section 5.5 Receipt of payments from debtors.
· Section 5.6 Issuing a credit note.

	[image: ] 	Practice activity
[bookmark: _Toc24546979]Activity 5.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 107, 108 and 109.
2. End of chapter 5 Exercise 1 part 1 – 3.
3. End of chapter 5 Exercise 2 part 1 – 3.


	[image: ]	Resources
[bookmark: _Toc24546980]Additional resources
Neish—Chapter 4 Cash transactions:
· Recording money received.
· Cash payments.
Neish—Chapter 5 Accounts receivable:
· Credits to customer accounts.
Frost—Chapter 5 Cash accounting:
· Receive money. 
· Produce reports. 
Curtis—Chapter 4 Pulling the money.
Curtis—Chapter 5 Spending and receiving money
Sutherland—Chapter 3 Cash accounting:
· Record cash receipts.
Sutherland—Chapter 5 Accounts receivable:
· Receive payment.
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[bookmark: _Toc24546981]Topic 6: Trading income
 


[bookmark: _Toc24546982]Cash and credit sales
Trading income is usually derived from the selling of a product. The product will need to be purchased from a supplier, held as inventory and then sold to customers. This means the methods for recording sales will be different to the recording of income derived from the provision of services. 
Additional accounting entries will be required to record the cost of goods sold and the holding of inventory.
	[image: ]	Resources
[bookmark: _Toc24546983]Required reading
Pazmandy:
· Section 6.1 Cash sales of stock.
· Section 6.2 Credit sales of stock.
	[image: ] 	Practice activity
[bookmark: _Toc24546984]Activity 6.1: Pazmandy exercises
1. In text exercise pp 123 and 126


	[image: ]	Resources
[bookmark: _Toc24546985]Additional resources
Neish—Chapter 5 Accounts receivable:
· Recording a sale on credit.
· Credits sales.
· Trading terms.
· Maintaining a customer card.
· Credit sales invoices.
· Credits to customer accounts.
Frost—Chapter 8 Accounts receivable:
· Sales and receipts.
· Produce reports.
Curtis—Chapter 3 Invoicing with style. 
Sutherland—Chapter 5 Accounts receivable:
· Change order to an invoice. 


[bookmark: _Toc24546986]Receive payments from customers
Sales are made as either a credit or cash sale. No matter how the sale is made at some point in time the cash needs to be collected for that sale. For credit sales, the cash can be collected quite sometime after the sale has been made. 
It is essential for businesses to keep an accurate record of credit sales made and when payments have been made. 
	[image: ]	Resources
[bookmark: _Toc24546987]Required reading
Pazmandy:
· Section 6.3 Receive payments from customers.
· Section 6.4 Prepare bank deposit.
· Section 6.5 Bank reconciliation
	[image: ] 	Practice activity
[bookmark: _Toc24546988]Activity 6.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 126 and 129.
2. End of chapter 6 Exercise 1 part 1 – 4.
3. End of chapter 6 Exercise 2 part 1 – 8.


	[image: ]	Resources
[bookmark: _Toc24546989]Additional resources
Neish—Chapter 4 Cash transactions:
· Recording money received. 
· Cash payments.
· Bank reconciliation.
· Electronic transactions and reconciliations.
Frost—Chapter 5 Cash accounting:
· Receive money.
· Produce reports. 
Frost—Chapter 8 Accounts receivable:
· Sales and receipts.
· Produce reports.
Curtis—Chapter 4 Pulling the money.
Curtis—Chapter 5 Spending and receiving money. 
Sutherland—Chapter 3 Cash accounting:
· Record cash receipts.
· Bank reconciliation procedure.
Sutherland—Chapter 5 Accounts receivable:
· Receive payment.
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[bookmark: _Toc24546990]Topic 7: Purchasing goods and services
 


[bookmark: _Toc24546991]Purchasing products and services
In this topic, you will be given an overview of the purchasing functions in MYOB. The purchases may be for trading stock or they might be for the goods and services necessary to keep the business operations going. 
This topic will overlap with topics around accounts payable and inventory.
	[image: ]	Resources
[bookmark: _Toc24546992]Required reading
Pazmandy: 
· Section 7.1 Reviewing purchase transactions.
· Section 7.2 Checking invoices received from suppliers.
· Section 7.3 Recording purchase transactions.
· Section 7.4 Adding a new supplier.
	[image: ] 	Practice activity
[bookmark: _Toc24546993]Activity 7.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 144.


	[image: ]	Resources
[bookmark: _Toc24546994]Additional resources
Neish—Chapter 6 Accounts payable:
· Recording a purchase on credit.
· Credits purchases.
· Trading terms
· Maintaining a customer card.
· Credit purchase invoices.
Frost—Chapter 7 Accounts payable:
· Purchases and payments.
· Produce reports.
Curtis—Chapter 7 Painless purchasing. 
Curtis—Chapter 5 Spending and receiving money.


[bookmark: _Toc24546995]Modifying purchase transactions
Frequently after a sale has been completed some type of adjustment needs to be created. These adjustments might be for a return of stock, an adjustment to price, or the quantities might need to be altered.
MYOB has a number of ways the original invoice or sale can be adjusted.
	[image: ]	Resources
[bookmark: _Toc24546996]Required reading
Pazmandy:
· Section 7.5 Return of inventory.
· Section 7.6 Modifying purchase transactions.
· Section 7.7 Generating and printing common supplier reports.
	[image: ] 	Practice activity
[bookmark: _Toc24546997]Activity 7.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 150.


	[image: ]	Resources
[bookmark: _Toc24546998]Additional resources
Neish—Chapter 6 Accounts payable:
· Recording contra receipts and payments.
Curtis—Chapter 3 Invoicing with style. 
Sutherland—Chapter 4 Accounts payable:
· Adjustment notes
· Pay bills.
[image: ]
Figure 9 Books on shelves.


[bookmark: _Toc24546999]Paying suppliers
After the invoice has been received, the purchase of supplies needs to be paid for.
Adjustments can also be made to the inventory records such as adding new items of stock.
	[image: ]	Resources
[bookmark: _Toc24547000]Required reading
Pazmandy:
· Section 7.7 Generating and printing common supplier reports.
· Section 7.8 Paying suppliers.
· Section 7.9 Adding new inventory items.
	[image: ] 	Practice activity
[bookmark: _Toc24547001]Activity 7.3: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 156, 157 and 159.
2. End of chapter 7 Exercise 1 part a – h.


	[image: ]	Resources
[bookmark: _Toc24547002]Additional resources
Neish—Chapter 4 Cash transactions:
· Recording money received.
· Cash payments.
· Bank reconciliation.
· Electronic transactions and reconciliations.
Frost—Chapter 5 Cash accounting:
· Spend money.
· Produce reports.
Curtis—Chapter 4 Pulling the money.
Curtis—Chapter 5 Spending and receiving money.
Sutherland—Chapter 3 Cash accounting:
· Record cash payments.
· Bank reconciliation procedure.
Sutherland—Chapter 4 Accounts payable:
· Pay bills.
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[bookmark: _Toc24547003]Topic 8: Setting up MYOB for an existing business
 


[bookmark: _Toc24547004]New company file
When a new or existing business decides to use MYOB as their accounting software package a new company file needs to be set up in MYOB. There are several steps in establishing a company file including:
· entering basic company data, such as address and contact details
· creating a chart of accounts
· entering bank account details
· establishing lists of customers and suppliers.
In many instances, you will be asked to set up an MYOB file for an existing business. There will be balances in accounts, existing customers and suppliers and existing stock of inventory. All this information will need to be entered into MYOB.
In this topic, you will learn how to set up an MYOB file for an existing business.
	[image: ]	Resources
[bookmark: _Toc24547005]Required reading
Pazmandy:
· Section 8.1 The new company file assistant.
· Section 8.2 The accounts easy setup assistant.
· Section 8.3 Customise easy setup assistant.
· Section 8.4 Using the setup menu to change preferences.
· Section 8.5 The sales easy setup assistant.
· Section 8.6 The purchase easy setup assistant.


	[image: ] 	Practice activity
[bookmark: _Toc24547006]Activity 8.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 176, 177, 178, 185, 187 and 194.
2. End of chapter 8 Exercises, Jimmy Buzzwell pp203- 210.
	[image: ]	Resources
[bookmark: _Toc24547007]Additional resources
Neish—Chapter 1 Business details.
Neish—Chapter 2 BAS Information for GST.
Neish—Chapter 3 General ledger:
· Set up and edit account information.
· Enter existing balances
Neish—Chapter 5 Accounts receivable:
· Set up and edit customer files.
· Edit tax codes.
· Maintain a customer card.
· Opening customer balances.
Neish—Chapter 6 Accounts payable:
· Set up and edit supplier information.
· Supplier trade terms.
· Opening supplier balances.


Neish—Chapter 8 Payroll:
· Set up the payroll system.
· Setting up payroll categories.
· Using the easy setup assistant.
· Setting up employee records.
Frost—Chapter 3 Creating a new company file.
Curtis—Chapter 1 Getting started:
· Setting up accounts.
· Sales.
· Purchases.
Curtis—Chapter 2 Working with lists — your accounts and cards:
· Setting up your accounts lists.
· Setting up your cards.
Sutherland—Chapter 2 Data file creation.
Sutherland—Chapter 4 Accounts payable:
· Supplier cards.
Sutherland—Chapter 5 Accounts receivable.
· Customer cards.


[bookmark: _Toc24547008]Accounting for opening stock
An inventory system needs to be established for a business, this includes the creation of:
· inventory lists
· inputting opening stock levels
· entering prices for inventory.
	[image: ]	Resources
[bookmark: _Toc24547009]Required reading
Pazmandy:
· Section 8.7 Accounting for opening stock.
	[image: ] 	Practice activity
[bookmark: _Toc24547010]Activity 8.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 197.


	[image: ]	Resources
[bookmark: _Toc24547011]Additional resources
Neish—Chapter 7 Inventory and integration:
· Item list
· Setting up items
· Maintaining
· Entering an initial inventory count.
Frost—Chapter 3 Creating a new company file.
Sutherland—Chapter 6 Inventory:
· Inventory cards.
Sutherland—Chapter 10 Maintain asset and inventory records.
· Edit accounts.
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[bookmark: _Toc24547012]Topic 9: Integration one—sales and purchases
 


[bookmark: _Toc24547013]Sales and purchases
In this chapter, we will use the information and data that has been created for Wendy’s Wines to prepare sales and purchase transaction in MYOB. It will be a simulation of how everyday transactions will be processed. A months’ worth of transactions will be entered.
At the end of the month, bank reconciliation and the depreciation charges for the month will be calculated and entered into MYOB. Interim reports will be prepared and printed.
	[image: ]	Resources
[bookmark: _Toc24547014]Required reading
Pazmandy:
· Section 9.1 Purchase transactions.
· Section 9.2 Sales transactions.
	[image: ] 	Practice activity
[bookmark: _Toc24547015]Activity 9.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 212, 213, 214, 216, 218 and 220.
2. End of chapter 9 exercises, exercise 1 and 2.


	[image: ]	Resources
[bookmark: _Toc24547016]Additional resources
Neish—Chapter 5 Accounts receivable:
· Recording a sale on credit.
· Credit sales invoices. 
Neish—Chapter 6 Accounts payable:
· Recording a purchase on credit.
· Opening supplier balances.
· Credit purchases.
Neish—Chapter 9 Categories and jobs:
· Printing reports.
Frost — Chapter 7 Accounts payable.
Frost—Chapter 8 Accounts receivable.
Curtis—Chapter 3 Invoicing with style:
· Creating invoices.
· Billing for GST.
Sutherland—Chapter 4 Accounts payable.
Sutherland—Chapter 5 Accounts receivable.
Sutherland—Chapter 7 General ledger.


[bookmark: _Toc24547017] Cash receipts, payments and banking
After the purchase and sales transactions have been processed then the cash receipts and payments associated with those transactions will also need to be processed. 
For cash receipts, an additional step of banking may have to be arranged if payment is by cash or cheque.
	[image: ]	Resources
[bookmark: _Toc24547018]Required reading
Pazmandy:
· Section 9.3 Receipts.
· Section 9.4 Payments.
· Section 9.5 Bank reconciliation.
· Section 9.6 Month end adjustments
	[image: ] 	Practice activity
[bookmark: _Toc24547019]Activity 9.2: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 221, 222, 223 and 224.


	[image: ]	Resources
[bookmark: _Toc24547020]Additional resources
Neish—Chapter 4 Cash transactions:
· Recording money received.
· Cash payments.
· Bank reconciliation.
Neish—Chapter 6 Accounts payable:
· Payments to suppliers.
Neish—Chapter 9 Categories and jobs:
· Printing reports.
Frost — Chapter 5 Cash accounting.
Curtis—Chapter 4 Pulling the money:
· Recording customer payments.
· Customer statements.
Curtis—Chapter 5 Spending and receiving money:
· Outgoings and incomings.
· Bank reconciliations.
Curtis—Chapter 6 Reconciling bank accounts.
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[bookmark: _Toc24547021]Topic 10: Customer management
 


[bookmark: _Toc24547022]Invoices, statements and other forms
MYOB gives the user several tools which can be used to improve the management of customers considerably. MYOB provides users with the opportunity to improve areas such as:
· customer invoicing
· internal credit policy
· communication with customers
· ageing of accounts receivable.
The management of customers is a crucial part of successful business management.
In this topic, we look at how you can create and distribute a range of forms for customers and suppliers.
	[image: ]	Resources
[bookmark: _Toc24547023]Required reading
Pazmandy:
· Section 10.1 Customising forms.
· Section 10.2 Printing and emailing invoices.
· Section 10.3 Printing and emailing statements.
	[image: ] 	Practice activity
[bookmark: _Toc24547024]Activity 10.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 240, 221, 242, 246, 248 and 250.


	[image: ]	Resources
[bookmark: _Toc24547025]Additional resources
Neish—Chapter 1 Introduction to MYOB:
· Print financial statements.
Neish—Chapter 5 Accounts receivable:
· Printing or emailing invoices.
· Printing accounts receivable ageing reports.
· Customer transaction detail.
Neish—Chapter 6 Accounts payable:
· Printing a purchase order
· Supplier transaction detail
Neish—Chapter 9 Categories and jobs:
· Printing reports.
Frost—Chapter 5 Cash accounting.
Frost—Chapter 7 Accounts payable.
Frost—Chapter 8 Accounts receivable.
Curtis—Chapter 3 Invoicing with style:
· Creating invoices.
· Billing for GST.
Curtis—Chapter 4 Pulling the money:
· Recording customer payments.
· Customer statements.
Curtis—Chapter 5 Spending and receiving money:
· Outgoings and incomings.

Sutherland—Chapter 4 Accounts payable.
Sutherland—Chapter 5 Accounts receivable.
Sutherland—Chapter 7 General ledger.
[image: ]
Figure 10 Books on shelves.


[bookmark: _Toc24547026]Accounts receivable management
Careful management of accounts receivable is crucial to business success. Management of accounts receivable includes:
· Establishment and implementation of an effective credit policy, one that encourages sales but minimises bad debts.
· Effective monitoring and management of accounts receivable. The monitoring of overdue accounts and the implementation of steps designed to recover the outstanding monies are crucial to minimising the level of bad debts. 
	[image: ]	Resources
[bookmark: _Toc24547027]Required reading
Pazmandy:
· Section 10.4 Debtor management.
· Section 10.5 Bad and doubtful debts.
· Section 10.6 Dishonoured cheques.
	[image: ] 	Practice activity
[bookmark: _Toc24547028]Activity 10.2: Pazmandy exercises
Complete the following activities: 
1. In text exercise pp 252, 255 and 260.


	[image: ]	Resources
[bookmark: _Toc24547029]Additional resources
Neish—Chapter 5 Accounts receivable:
· Trading terms
· Dishonoured and pre-presented cheques
· Payments to suppliers.
Neish—Chapter 9 Categories and jobs:
· Printing reports.
Frost—Chapter 8 Accounts receivable.
Curtis—Chapter 4 Pulling the money.
· Customer statements.
· Chasing money
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[bookmark: _Toc24547030]Topic 11: Integration two—advanced inventory
 


[bookmark: _Toc24547031]Inventory management
In this topic, you will be learning about how MYOB manages the inventory systems of business including: 
· purchasing inventory
· selling inventory
· stocktake
· reporting
	[image: ]	Resources
[bookmark: _Toc24547032]Required reading
Pazmandy:
· Section 11.1 Managing inventory with MYOB.
· Section 11.2 Creating inventory items.
· Section 11.3 Building items.
· Section 11.4 Processing inventory transactions.
· Section 11.5 Processing customer refunds.
· Section 11.6 Returning damaged items to the supplier.
· Section 11.7 Stocktake


	[image: ] 	Practice activity
[bookmark: _Toc24547033]Activity 11.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 264, 266, 272, 274, 277, 280, 282, 283, 286, 290, 296, 300, 302 and 307.
2. End of chapter 11 Exercises, Part A, Part B and Part C.
	[image: ]	Resources
[bookmark: _Toc24547034]Additional resources
Neish—Chapter 1:
· Purchase of inventory.
· Sale of inventory.
Neish—Chapter 7 Inventory and integration.
Frost—Chapter 9 Inventory.
Curtis—Chapter 9 Taking stock. 
Sutherland—Chapter 6 Inventory
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[bookmark: _Toc24547035]Topic 12: Financial year-end and reporting
 


[bookmark: _Toc24547036]End of year reporting
In this topic, you will learn how to process balance day adjustment in MYOB, (Prepayments, accruals, provisions and depreciation charges).
How to prepare financial reports such as the income statement and balance sheet.
How MYOB handles the closing of the revenue and expense accounts in preparation for the rollover to the new financial year.
	[image: ]	Resources
[bookmark: _Toc24547037]Required reading
Pazmandy:
· Section 11.1 Roles of bookkeeper and accountant.
· Section 11.2 End of year adjustments.
· Section 11.3 Closing a financial year.
· Section 11.4 Reversing journal entries.
	[image: ] 	Practice activity
[bookmark: _Toc24547038]Activity 12.1: Pazmandy exercises
Complete the following activities:
1. In text exercise pp 322, 325, 327, 329 and 333.
2. End of chapter 12 Exercises, Exercise 1.


	[image: ]	Resources
[bookmark: _Toc24547039]Additional resources
Neish—Chapter 9:
· Printing reports. 
Frost—Chapter 10 General ledger:
· Accrued expenses.
· Prepayments.
· Accrued revenue.
· Reversing entries.
· Produce reports.
Curtis—Chapter 14 Reporting for results.
Curtis—Chapter 16 Understanding your financial reports.
Curtis—Chapter 18 Getting everything just right.
Curtis—Chapter 19 Starting a new year.
Sutherland—Chapter General ledger:
· Accrued expenses.
· Prepayments.
· Depreciation.
· Reversing entries.


[bookmark: _Toc24547040][bookmark: _Hlk10184735]Appendices
[bookmark: _Toc24547041]Appendix 1
For additional practice in using MYOB you can complete the two practice exercise tasks in Pazmandy:
1. Practice Exercise 1 pp 163.
2. Practice Exercise 2 pp 339.
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Use this checklist when creating resources using TAFE NSW templates for delivery either as electronic files (PDF or docx) or for printed documents.

Do not remove this checklist.
These tables will be removed after QA is approved, before the resource goes onto the Learning Bank.

Formatting text
# 	When formatting the text in this document, I have:	Done
	Structured the content logically using section headings, headings, paragraphs, tables, bullet lists and table of contents.	☒
	Nested the heading styles in order, for example H1, H2, H3.	☒
	Avoided manual styling, for example coloured text and different fonts.	☒
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	Ensured tables and forms have not been inserted as images. 	☒

Using Word
# 	When preparing this resource using Microsoft Word, I have:	Done
	Used the most recent TAFE Digital document template as downloaded from the Learning Bank. 	☒
	Styled each text element using the Word styles built into template. For example, use ‘strong’ style instead of bold.	☒
	Used the Quick Parts menu to insert new topics and components. 	☒
	Pasted imported text using the Text only setting, with no style. 	☒
	Not imported styles from other documents. 	☒
	Used Page Breaks to move headings to the next page (Layout tab in the Page Setup group under Breaks), rather than lots of paragraph returns.	☒
	Checked the footers include the correct information. For example, page number, file name, copyright statement, student name, etc.	☒
	Deleted the template guide text and instructions when finished. 	☒
	Named documents correctly using TAFE file naming conventions
.	☒

Inserting images
# 	When inserting images in this document, I have:	Done
	Inserted images using the image single or image double quick part. 	☒
	Ensured the image quality is good quality, using images that are between 500 and 2000 pixels wide and are not blurry or jagged. 	☒
	Reduced the size of large images of more than 1MB before inserting into documents.	☒
	Not ‘squeezed’ images when resizing (e.g. maintaining image aspect).	☒
	Ensured all images are kept Inline with Text.	☒
	Used only images with permission. For example, Creative Commons (CC), ©Copyright, written permission, license purchase.	☒
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I	Obtained written permission to use photos of TAFE students, usually with a release form signed by student. (N/A)	☐

Writing content
# 	Before and during the writing of content, I have:	Done
	Downloaded and referred to the TAFE NSW Writing Style Guide.	☒
	Used direct language and common words with simple sentence structures. For example, ‘use’ not ‘utilise’, ‘begin’ not ‘commence’.	☒
	Used language that is appropriate to the student’s level.	☒
	Written the full description of acronyms on first use. For example, Workplace Health and Safety (WHS). 	☒
	Used words to write the numbers 0-9 in words and all other numbers as numerals. (N/A)	☐
	Used meaningful text for hyperlinks that describes the destination of the link. Don’t use ‘click here’ for links. URLs can be used for print. 	☒
	Used inclusive, gender neutral and culturally appropriate language. For example, salesperson, firefighter, ‘they’ rather than he or she.	☒

Accessibility
# 	To ensure the accessibility of this resource, I have:	Done
	Used Word styles to format text and to structure your document.	☒
	Not used images for decorative text or headings or tables. 	☒
	Provided long descriptions for images with important text such as graphs or infographics or process diagrams.	☒
	Used the Word Accessibility Checker on the document and addressed issues where possible. Where concerned I have referred to the Accessibility checklists. 	☒
	Re-checked the accessibility in PDF format (where the final format is PDF). Where concerned I have referred to the Accessibility checklists. 	☐

Copyright
# 	To ensure correct copyright of the material in this resource, I have:	Done
	Not plagiarised text or used third party text without permission.	☒
	Used content from third party only within National Copyright Guidelines. For example, 10% or one chapter of a printed work. (N/A)	☐
	Correctly acknowledged original text sources even if they are not directly quoted. Provide full references using a consistent referencing style (e.g. Harvard or APA).	☒

Cultural protocol
# 	To observe appropriate cultural protocols in this resource, I have:	Done
	Ensure that the Acknowledgment of Country is at the front of the document. This is included in the document templates.	☒
	Ensure that appropriate Aboriginal and Torres Strait Islander language and referencing protocols are used throughout	☒
	Check that images identified as Aboriginal or Torres Strait Islander are authentic and the use of the work has been negotiated with the owner(s) using appropriate protocols (N/A)	☐
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