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Assessment instructions
Table 1 Assessment instructions
	Assessment details
	Instructions

	Instructions for the trainer and assessor
	This is a written assessment and will be assessing the student on their knowledge of the unit.
This assessment is in 1 part and includes assessment feedback:
1. Short answer tasks
Assessment feedback
Model answers, sample responses or a criteria for each question are provided below. Use these to support your judgement when determining a satisfactory result.
The student’s response to each question must contain the information indicated in this marking guide in order for their response 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.
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.
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.
Ensure the student’s name appears on the bottom of each page of the submitted assessment.
As this is a take home assessment you must ask for additional evidence to verify the authenticity of the student submission to confirm that the assessment task was completed by them. The evidence will include oral questioning and may also include comparison with in-class work samples, or observation.
Refer to additional questions on the last page of this document. 
The questions asked and student responses must be recorded in the assessment feedback section of the student’s assessment event document.

	Assessment location
	Assessment is to be completed out of class.

	Student must provide
	Students will need access to a computer with working internet and a printer.

	Assessor must provide
	An electronic copy of the assessment, 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 hours to complete.

	Reasonable Adjustment Instructions
	If a student has a permanent or temporary condition that may prevent them from successfully completing the assessment event(s) in the way described, the student will approach you to request ‘reasonable adjustment’ for the assessment.  As this is an out of class assessment, you may grant an extension to the submission date or offer to combine this activity with verbal questioning depending on the condition of the student. Any reasonable adjustments offered, must be recorded in the feedback section of the assessment instrument.

	About this marking guide
	The student’s response to each question must contain the information indicated in this marking guide in order for their response to be correct.
All tasks must be answered correctly in order to satisfactorily complete this assessment event.
Assessors will need to make a judgement call as to whether each answer/response meets the criteria based upon the:
· Rules of Evidence:
· Validity – does the answer address the assessment question and does the evidence reflect the four dimensions of competency?
· Sufficiency – is the answer 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





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.
Answers may vary but must cover the elements listed below:
	Professions
	Description of Roles

	Management Accountant
	Assists managerial planning and commercial decision-making tasks by providing appropriate financial information and undertaking related accounts administration.

	Cost Accountant
	Is accountable for the ongoing analysis of process constraints, target projects, margin analysis, and tracing expenditure back to underlying activities. 

	Bookkeeper
	Processes and records everyday transactions for business and produces financial statements.

	BAS agent
	Is authorised to prepare and lodge business activity statements and can provide advice on GST and PAYG.





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 Code of Professional Conduct applies 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

	Category 3: Confidentiality
	Principle 6: Unless you have a legal duty to do so, you must not disclose any information relating to a client’s affairs to a third party without your client’s permission.
	You have a duty not to disclose any information about your clients to others, unless they give you permission to do so.



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
Answers should cover the following:
The owner of Abacus must not disclose any information about Pascal to anyone from Pinsdale. The manager of Abacus should inform the person from Pinsdale that they have an obligation not to disclose information about a client to a third party and Pinsdale will need to use other sources of information to find out about Pascal.

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 with 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.
Assessor please note the screen shot below will be different per student. If the URL cannot be seen on the students screen shot, access the site at the time of the assessment and check it is an article.

[image: cid:image001.jpg@01D56984.AF173170]

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.

[image: ]


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:
	https://www.ato.gov.au/assets/0/104/694/815/bc3893a5-0d8c-4ed6-84f4-6af8fbcb9d12.pdf 



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:
Sample answer below. Answers may vary but could be either a confirmation email or screenshot of the home page of any valid online accounting software such as Xero, MYOB, Quickbooks, Zoho or Reckon.
	[image: ]




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 how they relate to your role.what each does.
Suggested total word count: 120-150 words, 25 to 30 words for each
i. Tax agent Services Act 2009
Tax Agent Services Act 2009 (TASA) – establishes the Tax Practitioners Board and provides for the registration and regulation of tax agents, BAS agents, and tax (financial) advisers.
	
ii. Tax Agent Services Regulation 2009
	Tax Agent Services Regulations 2009 (TASR) – contains the qualifications and experience requirements for registration as a tax agent, BAS agent, and tax (financial) adviser, the application fees payable and the requirements to become a recognised tax agent, BAS agent and tax (financial) adviser association.



iii. Tax Agent Services (Transitional Provisions and Consequential Amendments) Act 2009
	Tax Agent Services (Transitional Provisions and Consequential Amendments) Act 2009 – contains the transitional and consequential matters arising from the enactment of the TASA.





iv. Tax Laws Amendment (2013 Measures No. 3) Act 2013
	Tax Laws Amendment (2013 Measures No. 3) Act 2013 – creates a regulatory framework for tax (financial) advice services and contains the transitional provisions for registration as a tax (financial) adviser



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

	Tax agents Services (Specified BAS Services) Instrument 2016. — This instrument's effect is to allow registered BAS agents to provide certain services, that they would otherwise be unable to lawfully provide, without the requirement to be a registered tax agent




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
Students must identify all five elements below:
1. Taxation Administration Act 1953 (TAA) – the administration of certain Acts relating to taxation.
2. Corporations Act 2001 – the laws relating to corporations.
3. Criminal Code Act 1995 – the laws relating to Australian criminal law.
4. Freedom of Information Act 1982 – the public rights of access to official documents of the Government of the Commonwealth and of its agencies under the Information Publication Scheme.
5. Privacy Act 1988 – regulates information privacy.
e) Locate the Code of Professional Conduct for tax agents, BAS agents and tax (financial) advisers. 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
As a minimum response should include:
	How do/would you apply these ethical Principles and Practices?
Assessor to use professional judgement to determine if response is acceptable. Some sample responses provided.

	Honesty and integrity
	· Acts honestly
· Acts with integrity
· Comply with taxation laws for personal affairs
· Provide information to the client on money or property held on behalf of a client
	· Keeping personal or business funds separate from any trust money, most preferably through the use of a separate bank account
· Keeping accurate and up-to-date records of any dealings in relation to the money or other property held on trust
· Seeking prompt instructions from clients about how and where to pay money or other property received on their behalf, and then paying or providing that money or other property to the client in a timely manner
· Passing tax refunds on to clients within 14 days unless there are exceptional circumstances 
· Promptly answering any questions raised about money/other property held on trust
· Allowing clients access to any records relating to money/other property held on trust
· Reconciling the trust records and reporting to clients on an appropriate periodic basis, in the circumstances, to ensure that they are correct and up-to-date
· Maintaining up-to-date policies and procedures of the practice in relation to the handling of client money or other client property
· Applying money or other property lawfully in accordance with the directions of the client, and telling the client what has been done

	Independence
	· Act lawfully in the best interest of clients
· Have arrangements in place for conflict of interest
	· Decline to act for the client in situations where unable to manage the conflicts of interest regardless of arrangements put in place
· Isolating the persons in the practice who will provide the relevant advice from those who are privy to the material information which may influence the advice
· Sufficiently disclose conflicts of interest to clients in a manner which will enable them to make an informed decision and give them a reasonable time to assess how the conflict may affect the services being provided and about its management.

	Confidentiality
	· Keep client records protected
· Do not share client information without their permission, unless you have a legal duty to do so
	· Before disclosing any information relating to my client’s affairs to a third party, I will clearly inform them of the disclosure and obtain their permission by a signed letter of engagement, signed consent or other communication with the client. I will advise the client:
· what  information is to be disclosed; and
· to whom and where the disclosure will be made.

	Competence
	· Competently complete BAS services for clients
· Maintain relevant knowledge and skills (may discuss professional development)
· Take reasonable care ascertaining a client’s state of affair
· Take reasonable care to follow and apply taxation laws
	· I will ensure I take ongoing professional development activities to keep myself updated with relevant knowledge and skills e.g. training courses, publications, online resources, ATO updates etc
· I will make sure that I have a sound understanding of my client’s situation/ state of affair before I provide advice or act on behalf of a client.
· I will provide an engagement letter stating responsibility to provide services in a competent manner and within agreed time frames, including the lodging of documents with the Australian Taxation Office.

	Other responsibilities
	· Not obstruct administration of taxation laws
· Advise clients of rights and obligations under taxation laws
· Maintain professional indemnity insurance
· Respond to requests and directions from the TPB
	· I will provide an engagement letter advising them of their rights and obligations under taxation laws
· I will always maintain professional indemnity insurance



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 . 
1. Identify your CPD requirements for AAT to maintain your membership.
Suggested word count: 50-100 words
	As a condition of your ongoing membership (excluding honorary, retired, life and student members) you are required to:
· Complete 15  hours of CPD  each year
· Keep a record of your CPD activities- the record is to be retained for a minimum of five years after the end of the three year period and made available during an audit






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
	Student response to include 3 from the following list:
· seminars, workshops, webinars, courses and lectures
· structured conferences and discussion groups (including by phone or video conference)
· tertiary courses provided by universities, registered training organisations (RTOs), other registered higher education institutions or other approved course providers
· other education activities, provided by an appropriate organisation
· research, writing and presentation by a registered tax (financial) adviser, tax or BAS agent of technical publications or structured training
· peer review of research and writing submitted for publication or presentation in structured training
· computer/internet-assisted courses, audiotape or videotape packages
· attendance at structured in-house training on tax related subjects by persons or organisations with suitable qualifications and/or practical experience in the subject area covered
· attendance at appropriate Australian Taxation Office (ATO) seminars and presentations
· a unit of study or other CPE activity on the Tax Agent Services Act 2009 (TASA) including the Code of Professional Conduct (Code).
· Information sessions related to Cyber Security risks and protections
· Undertaking the qualification FNS50217 Diploma in Payroll Services





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.


1. 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
Students must identify all requirements below:
1) Relevant experience: Equivalent of 2 years full-time experience in past 5 years.
2) Remaining qualifications: ATL-Intro: Australian taxation law – Introductory; ATL-Adv: Australian taxation law – Advanced; CL-Core: Commercial law - Core (x3); TASA: TASA.
1. 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
Answer must identify that declarations can only be signed if the document was prepared by someone under the tax agent’s supervision and control.


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

	There should be 6 entries in the table. They can be any subject/course as long as they address the following subject areas:
a) ATL-Intro: Australian tax law – Introductory (x1)
b) ATL-Adv: Australian tax law – Advanced (x1)
c) CL-Core: Commercial law – Core (x3)
d) TASA: TASA (x1)
In addition to this, they must also meet the following requirements: 
Tax Practitioner Type must be Tax Agent; 
Subject Area must be Commercial Law Core; and
Status must be Approved.
The planned start and end dates must allow the courses to be completed within three years from the date of assessment.
	
	





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
	If anyone provides tax agent services for a fee or other reward, they must be registered with the Tax Practitioners Board. To become a registered tax agent, individual applicants must satisfy certain qualifications and experience requirements, which are set out in the Tax Agent Services Regulations 2009 (TASR). Therefore, it is appropriate to identify the courses required by the TPB in order to register as a tax agent.



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

	Lodgement of annual declaration 
	Before 1st May 2019

	Lodgement of annual declaration 
	Before 1st May 2020

	Renew registration
	30 days before registration expires

	Complete CPE activities – 45 hours
(minimum 5 hours per year, total of 45 hours in 3 years)
	Before 21st May 2019

	Complete CPE activities – 15 hours
	Before 21st May 2020

	Complete CPE activities – 15 hours
	Before 21st May 2021


https://www.tpb.gov.au/maintain-your-registration-tax-agent


Task 8
The agreement between a tax 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 tax 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 tax 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.


1. 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
Answer must include four of the following:
· The name and registration number of the tax agent that the client is appointing to perform the services.
· The identification of the client entities in relation to which the tax agent services are to be provided.
· A description of the work that is to be performed.
· The agent's and the client's responsibility under the engagement.
· The form of any reports or other means of communication of results of the tax agent services to be performed
· An explanation as to the extent to which the tax agent services can be relied upon and the limitation on other persons relying on the advice or on calculations contained in the report or advice
· The confidential nature of the communications between the client and the agent and that the agent will not disclose information relating to the client’s affairs to a third party without the client’s permission (unless the agent has a legal duty to do so)
· Any arrangements for retention of client’s documents or of making copies of them for the purposes of providing the services under the agreement or to secure payment of fees
· The duty (under the TASA) of the agent to act lawfully in the best interest of the client and for the agent to act honestly and with integrity
· Situations in which the law overrides the duty of the agent to the client.
· Adequate arrangements the agent has in place for the management of conflicts of interest that may arise in relation to the activities undertaken in the capacity of a registered tax agent.
· The rights and obligations of the client under the taxation law. 
· The basis on which fees are to be calculated and charged, the frequency of billings and the time frame for payment. 
· How the agent will deal with any tax refund the agent receives on behalf of the client and whether the client consents to fees being deducted from a refund
· How the agent will deal with funds or other property held on trust for the client
· The details of any limitation of liability of the agent for work performed under the engagement and the legal basis for the limitation if it is a feature of the law of the jurisdiction in which the agent practises
· The client’s responsibility to advise the agent of changes in any matter that is relevant to the tax agent’s services that are provided
· The professional indemnity insurance arrangements the agent has in place.
1. 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
CLIENT ENGAGEMENT LETTER
The G & R Tax Agents (Tax Agent Licence Number: 55559999000) is pleased to accept appointment as your BAS Agent for preparation and lodgement of your Business Activity Statement (BAS) for the next year and subsequent years as may be required by you; and advice that we will act in your best interest at all times, by providing a high level of professional service.
This document sets out the terms of the engagement; any additions will be by the written agreement of both parties.
Scope of services to be provided
a)	Analysing, discussing and making recommendations regarding your BAS return; and
b)   Preparing and lodging your BAS return for the periods required and subsequent periods as may be required.
Your responsibilities
You are responsible for compliance with the substantiation provisions of the relevant tax legislation regarding the BAS return.
In addition to the financial information required to complete these tax returns, it is expected that all relevant source documentation will be made available to the G & R Tax Agents in a timely manner.  Consequently, the G & R Tax Agents will not be responsible for any errors brought about by your failure to provide information or documentation, later found to be material to your tax affairs, nor for any late lodgement or other fees and fines brought about by your failure to act in a timely manner.
Professional Fees and Payments
A set scale of fees applies for the BAS return preparation and lodgement service; however, in the event that it is necessary to spend additional time to compile data into a usable state for the BAS return process, this additional time will be charged in accordance with our charge-out rate (subject to notification of change).
Payment may be accepted by Cash, Cheque, Credit Card or EFTPOS prior to lodgement;
Your rights and obligations under the taxation laws
Taxpayers have certain rights under Australian taxation laws, including the right to seek a private ruling from the Australian Taxation Office (ATO) or to appeal or object against a decision made by the Commissioner. Taxpayers also have certain obligations under Australian taxation laws, such as the obligation to keep proper records and the obligation to lodge returns by the due date. 
Our obligation to comply with the law
We have a duty to act in our client’s best interests; however, this is subject to an overriding obligation to comply with the law, even if that may require G & R Tax Agents to act in a manner that may be contrary to your directions.  For example, we could not lodge an income tax return that I believe to be false in a material respect.
Acknowledgement and Confirmation
I hereby acknowledge and accept the terms of this engagement and agree to be liable for all fees for services performed in accordance with this agreement.

Signature				Date


1. 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
	[image: ]





1. You have distributed the survey and now, after analysing and evaluating the responses, you noticed that a significant number of customers 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
	Responses may vary but must include:
· Identification of lack of out-of-hours support as an issue
· Suggestions for how to address this
· Identification of risk to business if feedback is not addresses






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

	Finding a mentor
	Assigning a senior member of the team for mentoring
	Getting advice and suggestions
Reviewing work completed

	Attending events
	Researching and participating professional events that are company taxation related for example: webinars, seminars, newsletters, forums, expos, budget updates conducted by professional taxation bodies e.g. The Tax Institute, IPA, ATO etc
	Learning up-to-date information
Keeping up with changing rules and regulations
Enhancing knowledge on ATO’s Tax Agent’s Portal and digital tools
Networking with other professionals

	Further study
	Enrolling in a post graduate study in taxation through a university study e.g. Online study
	How to provide clear and well-reasoned tax advice
How to translate complex tax and legal concepts, and their implications
How to apply analytical skills and in-depth knowledge of tax law

	Using professional/social networks
	Connecting to peers and joining professional associations e.g. memberships with IPA or CPA
Through social media e.g. Linkedin, Twitter or Facebook
	Many members are well informed on industry trends or real time information.
Keeping knowledge current with access to experts and industry players

	Undertake refresher courses
	Undertaking extra training to keep company taxation knowledge and skills up to date e.g. though the Tax Institute’s online courses
	Building on existing knowledge and skills





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
	Records will be maintained in respect all employees of Council showing: 
(1)  Hours worked and rate of pay 
(2)  Gross salary or wages 
(3)  Tax and details of all other payments and deductions 
(4)  Sick, annual, long service and other leave available and taken 
(5)  Allocation of time worked on jobs 
(6)  Superannuation deductions 
(7)  Salary Sacrifice/Packaging 

	Paying salaries and wages
	Salaries and wages will be paid on the basis of hours of attendance recorded on an approved time sheet, except for employees on “no fixed hours” contracts. 

	Claims for over time 
	All claims for overtime must be authorised by the relevant manager on an Overtime/Call Out Application Form for ASU staff or either a Callout or Overtime Timesheet for AWU staff, prior to payment being processed. 

	Leave entitlements
	All annual leave and long service leave must be applied for in writing by employees and authorised by their supervisor prior to commencement of leave. 
All sick leave must be authorised by the relevant supervisor as soon as practical after the period of absence, and will be paid in accordance with City of Prospect’s Enterprise Agreements and the relevant award. 

	Treatment of additional hours
	Additional hours resulting in the accrual of flexi time or payment of overtime must be approved by the relevant Manager/Director prior to undertaking the additional hours. 

	Allowed deductions
	(1)  Taxation liabilities 
(2)  Superannuation liabilities 
(3)  AWU fees 
(4)  Mutual Community/AXA Health 
(5)  Child Support Agency 
(6)  Registered Banking Institutions 
(7)  Social Events, Clubs 
(8)  Corporate Wardrobe Deduction 
(9)  Council Rates 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.
Students must provide three correct answers which may include but are not limited to:
· Positive feedback
· Constructive feedback
· Rewarding the individual
· Be specific
· Focus on individual efforts
· Make it one-on-one
· Provide it often, don’t wait for formal review
b) List a four (4) steps you should take to support your team to identify and resolve problems. 
Suggested word count: 40-50 words.
 Answer may include but are not limited to any four of the following:
· Identify the problem – What is different from the way it should be? 
· Turn the problem into a question(s) or a series of  issue(s)
· Gather information – e.g. brainstorming, reading discussion, survey 
· Develop options – assess each option (effectiveness, cost, time, difficulty, acceptability) 
· Choose the best option (within constraints – this is your decision)
· Plan and implement your decision – Notify others 
· Evaluate the results – Re-address the issue as necessary


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
	Email:
To: Jane Foster, Brian Adams, Michelle Jackson
Subject: Compliance results
Dear team,
I just wanted to take a quick minute to thank all of you for your efforts and contribution to compliance requirements lately.
You all did an incredible job with the Client Declaration compliance requirements. The internal auditors were so impressed with our compliance efforts with 98% of our lodgements being compliant.
I can’t express how much you guys all mean to me. I truly enjoy coming into work every day with all of you.
As an act of appreciation, I am going to invite you to a morning tea which will follow shortly.
The future looks bright!
Many thanks.
Regards,
xxxxxx




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 to 180 words
(a) Integrity 
A member should be straightforward and honest in all professional and business relationships. 
(b) Objectivity 
A member should not allow bias, conflict of interest or undue influence of others to override professional or business judgments. 
(c) Professional Competence and Due Care 
A member has a continuing duty to maintain professional knowledge and skill at the level required to ensure that a client or employer receives competent professional service based on current developments in practice, legislation and techniques. A member should act diligently and in accordance with applicable technical and professional standards when providing professional services. 
(d) Confidentiality 
A member should respect the confidentiality of information acquired as a result of professional and business relationships and should not disclose any such information to third parties without proper and specific authority unless there is a legal or professional right or duty to disclose. 
(e) Professional Behaviour 
A member should comply with relevant laws and regulations and should avoid any action that discredits the profession. 
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.
	AASB 1001


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
	Answer must include one of the following:
(a)  When it is necessary in order to comply with another Accounting Standard or an Urgent Issues Group Consensus View; or 
(b)  Where no specific Accounting Standard applies and the change will result in an overall improvement in the relevance and reliability of financial information about the financial performance, financial position and cash flows of the entity; or 
(c)  Where an Accounting Standard permits alternative accounting policies and the change from one permitted accounting policy to another permitted accounting policy will result in an overall improvement in the relevance and reliability of financial information about the financial performance, financial position and cash flows of the entity. 




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.
Suggested word count: 200 to 300 words 

H & P Tax Affairs
Guidelines and instructions for Client Declarations
To be used by all tax agents
Before a lodgement is made on behalf of a client, all tax agents must ensure that:
1.	A signed declaration in writing is received from the client
2.	The client clearly authorises the H & P Tax Affairs to lodge the document
3.	The information is true and correct
4.	The declaration can be provided by email, fax or in paper form
When providing a declaration electronically, the requirements of Sections 9 and 10 of the Electronic Transactions Act 1999 must be met:
1.	If information is required to be given in writing it can be given electronically if the person receiving the information consents to receiving it electronically.
2.	Consent does not have to be explicit and can be inferred from a person's conduct.
3.	A method that is reasonable is used to identify the person's signature (for example, their email address).
4.	You consent (noting this can be inferred by your conduct) to your client's signature being sent to you by this method.
This declaration can be stored electronically regardless of whether it was received by email or in paper form. Paper declarations can be scanned and stored electronically.
Example of a declaration:
I, (name of business client) authorise (name of agent) to give the (specify the period) activity statement to the Commissioner of Taxation for (entity name).
I declare that the information provided for the preparation of this activity statement is true and correct.
I am authorised to make this declaration.
[Insert for emailed declaration] Type full name and date
[Insert for paper declaration] Signed: Date:
Date created:   /    /
Date reviewed:  /    /
Version Number: 1
Prepared by: John Citizen
Note: The instructions and guidelines contained in this document must be reviewed at least every 3 months or as required. You must ensure to check the review date before referring to this document as a guide.


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

	Scenario:
You are a tax agent working for a public practice that employs a team of fifteen (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.
[bookmark: _GoBack]Suggested word count: 120 to 130 words



	Lodgement dates for June 2019

	BAS Return
	Required Lodgement Date
	BAS Agent concessional lodgement dates

	BAS return – Monthly Lodgement
	21st of the following month.
	

	December activity statement
	21st January
	21 February – December monthly business activity statements for business clients with up to $10 million turnover who report GST monthly and lodge electronically using a registered agent.

	Quarter 4, 2018–19
	28 July 2019
	25 August 2019

	Quarter 1, 2019–20
	28 October 2019
	25 November 2019

	Quarter 2, 2019–20
	28 February 2020
	n/a

	Quarter 3, 2019–20
	28 April 2020
	26 May 2020

	Quarter 4, 2019–20
	28 July 2020
	25 August 2020
To be confirmed when the BAS agent lodgement program 2020–21 is developed





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 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
	For a small entity, FTL penalty is calculated at the rate of one penalty unit for each period of 28 days (or part thereof) that the return or statement is overdue, up to a maximum of five penalty units.
Currently 1 penalty point is worth a fine of $110.00



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
	1. Go to the Lists menu and choose Tax Codes. The Tax Code List window appears.
2. Click New. The Tax Code Information window appears.
3. In the Tax Code field, type a code (up to three characters) for the new tax and press Tab.
4. Complete the other fields in this window.
[image: Create Tax Code]
A Enter a description, type and rate. 
B Select the linked account for tax collected and for tax paid. 
http://help.myob.com/wiki/pages/viewpage.action?pageId=5669139#expand-Tocreateataxcode


[image: ]


Task 17
The following activities listed in the table below, fall outside the roles and responsibilities of accountants and bookkeepers. 
· 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 
	For example:
BDJ Partners
www.bdj.com.au

	Financial planning:
Advice on investments, superannuation, insurance and mortgages 
	For example:
Forsythes Business & Financial Advisors
http://forsytheadvisors.com.au

	Information Technology: 
Advice of system requirements and set up costs associated with purchase and installation of accounting software
	For example:
Inland Technology
www.inlandtechnology.com.au

	Banking:
Savings and business loan functions
	For example:
ANZ
www.anz.com.au





· 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:
	Answer must meet the following criteria:
· Referral must be to an entity that holds an Australian Financial Services (AFS) license and is registered with the Australian Tax Practitioners Board.
· Referral must introduce the client to the service provider and outline the reason for the referral


· Give three examples of avenues you would use to identify other professionals in the accounting and bookkeeping industry. 
Suggested word count: 50-100 words
	Answer must include three examples that may include but are not limited to:
· Join an industry body such as the Institute of Certified Bookkeepers (ICB) or the Australian Bookkeepers Network (ABN)
· Join an online support group such as The Bookkeepers Support Group Australia provides a safe, friendly (and closed to the public) environment for around 2,000 bookkeepers.
· Join an online community forum such as the MYOB Community Forum.
· Attend industry events
· Join LinkedIn the world's largest professional network to connect and network with groups, companies or individual professionals




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.
Instructions to assessor: You must use your professional judgement and ensure that the reason provided described the required conditions for working autonomously
	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.
Instructions to assessor: You must use your professional judgement and ensure that the reason provided described the required conditions for working autonomously
	Task 1:

	Reason:

	Task 2:

	Reason:

	Task 3:

	Reason:









Task 19
1. 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
For clients making a declaration using a cloud-based accounting package:
1.	Ensure that the software accounting package includes a field for the client to provide the declaration.
2.	If not, the client must provide a separate declaration stating that the information is true and correct and the H & P Tax Affairs is authorised to lodge the document.
3.	Make sure that the client clearly states which document is being lodged when providing their declaration.
Example of client declaration:
I, John Citizen, declare that the information I provided by software accounting package on 10 August 2018 to H & P Tax Affairs, tax agent, in relation to the approved form for the period 1 July 2017 to 30 June 2018 is true and correct and I have authorised H & P Tax Affairs to lodge the approved form.



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.
	Answer may include but is not limited to:
1.	Receipt bank
2. Abtrack
3. My Business Report



2. List two (2) options available on MYOB’s website to purchase your chosen software tool.
Suggested number of words: 20 to 30
Answer may include but is not limited to:
1.	Booking a demo by completing an online form
2.	By downloading the app to your mobile phone
3.	By calling 1800 107 451 (each add on has individual contact details associated and this number is specifically associated with Receipt Bank.)


Task 20
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. 
Reference: https://www.ato.gov.au/Business/Single-Touch-Payroll/Get-ready-for-Single-Touch-Payroll/ 


Completed table identifying the key procedures and timeframes within in 3 month period to get ready to implement Single Touch Payroll.
	Preparation for Single Touch Payroll

	No.
	Procedure
	Timeframe

	
	
	Start Date
	End Date

	1
	Identify size of the organisation 
	Xx/xx/2019
	Xx/xx/2019

	2
	Select a Payroll Software Provider
	Xx/xx/2019
	Xx/xx/2019

	3
	Connect with ATO
	Xx/xx/2019
	Xx/xx/2019

	4
	Review Payroll Processes (correct & valid data)
	Xx/xx/2019
	Xx/xx/2019

	5
	Apply for Extension  (if needed)
	Xx/xx/2019
	Xx/xx/2019

	6
	Update/ Implement new Payroll software
	Xx/xx/2019
	Xx/xx/2019

	7
	Monitor the usage of STP
	Xx/xx/2019
	Xx/xx/2019



b) 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
	It is important to keep up-to-date with the contact changes in the Accounting and bookkeeping industry from technological to legislative changes.
These changes impact on work organisation and can change the roles, responsibilities of employees across accounting and bookkeeping businesses.


c) Give one example of how you can keep up date with changes required for Single Touch Payroll.
Suggested word count: 50-100 words
	An example of keeping up to date with adapting to changes by STP is to Connect with the ATO by:
•	Visiting ato.gov.au/stp and subscribe to any updates. 
•	Following the ATO on Facebook, Twitter and LinkedIn. 
•	Making sure the ATO has the right contact details for your business or organisation.





Additional oral questions for authenticity
1. I want to become a tax agent. Can you become a tax agent after the completion of the Diploma of Accounting? 
2. Where do I need to go to find out the requirements for being a tax agent?
3. Once I’m registered do I need to do anything to maintain my currency?
	Answers must include at a minimum:
1.  No you need experience and there is other training you need to complete around tax law.
2.  To find out more you should go to the Tax Practitioners Board website. The student could also add that there is a qualification assessment tool available to self-assess.
3.  Yes need to lodge an annual declaration which includes approved professional education activities over a 3 year period to a total of 90 hours, each year must complete minimum of 10 hours. Always renew registration a month before it expires.  
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System requirements

Operating system

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

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

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

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

Hardware

o Pentium processor at 1GHz or faster

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

. 2 GB free hard disk space

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

Software

J Adobe Reader (minimum v7)

. Internet Explorer (minimum v7)

Microsoft Office (32-bit)

J Microsoft Word 2003 to 2010

J Microsoft Excel 2003 to 2010

J 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:

This thread is d to new comments.

February 2016 @

Below are links to install the relevant MYOB Student Editions:

m/arl/pe/MYOB_AccountRight_Setup_2017.2.exe | @

wnload.myob.com/arl/MYOB_AccountRight_Setup_2017.2 SE.e

AccountRight 2017:

Server Installer
hitp:/7s

AccountEdge:

Edition.

ompliance_2016/AccountEdge/AccountEdge_Pro_EDU_v15.52ip

Pro on:

http://download.myob.com/au/Compliance_2017/AccountEdge/AccountEdge_Pro_EDU_v16 5.dmg.zip

Accountedge

httpy//download.n ceountEdge/17.0.0/AccountEdge_Pro_EDU_vi7.dmgzip

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

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

2 MYOB_AccountRig..exe @

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

AR MYOB AccountRight 2017.2 Setup - X

MYOB AccountRight

Before you continue, please read these legal notices:

MYOB AccountRight licence agreement and terms of use.

9) ®

[711 accept the licence agreement and terms of use Install Close




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.

21 MYOEB AccountRight 2017.2 Setug = #

MYOB AccountRight

All done

©

Cloze

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

Installing MYOB for PC guidelines V01 5
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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.




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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		Further help

		Lynda tutorials

		MYOB Online Training
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System requirements
AccountEdge Pro For Mac
Operating System:
J Mac OS X 10.9 to 10.12
o Sierra 10.12 Compatibility Statement
Hardware:
. Mac with 2 GB RAM or more
. 250 MB available hard disk space forprogram
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 accessingprogram updates

and Online Help

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

Installing MYOB for MAC guidelines V01 3





Installing MYOB for MAC guidelines V01

W% TAFE:

GOVERNMENT

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 zipfile (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 thedmg file to launch
the installer. Agree to the licence agreement.

If you agree with the terms of | MYOB Software Licence Agreement
| this license, press SAgree: o IMPORTANT — READ THIS CAREFULLY BEFORE USE. This is the Softw

; - . This is the are
i :::::::: s;::::,’.‘si:a:?:;o Licence Ag it ("Licence Ag 1) As you have purchased the Product

4 " {consisting of the User D ion and the ] ing noti ion of the

Licence Agreement you are now legally bound by its conditions.
| HOWEVER, if the Licence Agreement contains anything of which you were not
aware prior to purchasing the Product or do not agree to be bound by, DO NOT
1 INSTALL THE SOFTWARE but return the Product to the seller in its entirety and a
full refund of the purchase price will be made. By installing the Software and keeping
the Product you are confirming that you have purchased the Product subject to this
Licence Agreement and are bound by its provisions.

TRIAL VERSION SOFTWARE LIMITATION. If you use this Software on a trial basis
prior to purchase, then additional restrictions govern its use. The Trial Version is

§ intended to be used only for evaluation purposes and whilst you may create your
own company data files ("Company Files”) you will have access to your Company

. Files only until the earlier of 30 days from the date of creation of each Company File
or until you have entered a total of 1000 transactions into the Company Files you
have created.

Thereafter, you will be able to access the Company Files created by you only upon
| your purchase of the full version of the Product. Upon your purchase of the full
version of the Product, the ictions in this paragraph (Trial Version
Limitation) shall no longer apply, but you acknowledge that your use of the full
version of the Product will be conditioned on your agreeing to the terms of the

Print Save... Disagree Agree

5. The installer window will open. Click on the AccountEdge onleft and drag
[ oW .| AccountEdge Pro EDU v17

myob

AccountEdge Edu v17

“{}“
© -

AccountEdge Pro EDU v17 Applications

Documentation




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 intothe
applications folder.

7. Tocreate a link on your desktop, right click on the AccountEdgeapp 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.







		Installing the software

		Further help

		MYOB

		Lynda tutorials

		MYOB Online Training
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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%




image11.emf
stp_checklist.pdf


stp_checklist.pdf
Australian Government

Australian Taxation Office

. Get ready checklist

oo & Single Touch Payroll starts from 1 July 2018 — if you have 20 or more employees,
. it’s time to take the next step and get ready. Here are some things you can do
before your software is updated.

Find out how your payroll software provider will offer Single Touch Payroll
reporting — this may be through an update to your existing software, or an
additional service.

Contact your provider

Your payroll software provider can let
you know when your payroll software
will be ready for Single Touch Payroll.

Check if they have a deferred start date.

Find out what support they will offer to their clients to transition
to Single Touch Payroll.

I I R R

Subscribe to their communications — this may be email, newsletter, web updates.

Connect with the ATO

The ATO is working closely with [] Visit ato.gov.au/stp and subscribe to any updates.

payroll solution and service providers. Follow the ATO on Facebook, Twitter and LinkediIn.

We regularly publish information and
updates on our website and through
our newsletters.

L1

Make sure the ATO has the right contact details for your business or organisation.

Make sure the right people in your business know about Single Touch Payroll
— especially your payroll staff.

Review your
bbusiness processes

There are a few things you should
check before Single Touch Payroll
starts.

Check if you are paying your employees correctly.
Check if you are calculating your employees’ super entitiements correctly.

Check if you are addressing overpayments correctly.

oo o

Is your employee information accurate, including names, addresses,
date-of-birth records?

If your software will be ready, but you won’t, you will need to apply to the ATO
for a deferred start date.

Apply for more time,
if you need it

We know some employers may not
be ready by 1 July 2018.

Visit ato.gov.au/stp and find out about our deferral process.

If your payroll software provider has a deferred start date, and you still need more
time, you will need to apply your own deferral.

O oo o

Make sure you follow the ATO guidelines and provide all the evidence required.

ato.gov.au/stp




https://www.ato.gov.au/

https://www.ato.gov.au/about-ato/about-us/in-detail/strategic-direction/streamlined-reporting-with-single-touch-payroll/?=redirected

https://twitter.com/ato_gov_au

https://www.facebook.com/atogovau

https://www.linkedin.com/company/australian-taxation-office

https://www.youtube.com/user/AusTaxOffice

https://www.ato.gov.au/about-ato/about-us/in-detail/strategic-direction/streamlined-reporting-with-single-touch-payroll/?=redirected

https://www.facebook.com/atogovau

https://twitter.com/ato_gov_au

https://www.linkedin.com/company/australian-taxation-office/

https://www.ato.gov.au/about-ato/about-us/in-detail/strategic-direction/streamlined-reporting-with-single-touch-payroll/?=redirected

https://www.ato.gov.au/about-ato/about-us/in-detail/strategic-direction/streamlined-reporting-with-single-touch-payroll/?page=2#Penalties__exemptions_and_deferrals
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