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Assessment instructions
Table 1 Assessment instructions
	Assessment details
	Instructions

	Instructions for the trainer and assessor
	This is a practical assessment and will be assessing the student on their skills and knowledge of the unit.
This assessment is in 5 parts and includes Assessment Feedback:
1. Short Answer Questions – 6 questions
2. Practical Tasks – 4 tasks
3. Role Play Scenario – 1 practical task with verbal questions
4. Submission Checklist
5. Observation Checklist
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 students name appears on the bottom of each page of the submitted assessment.

	Assessment location
	Assessment is to be completed out of class, with the exception of the role play in Part 3.

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

	About this marking guide
	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 questions 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

	Student must provide
	Pen and USB
If completing at home, a computer with the student edition of MYOB AccountRight 2018.3, a printer and internet access

	Assessor must provide
	· A computer with the student edition of MYOB AccountRight 2018.3, a printer and internet access
· [bookmark: _GoBack]FNSACC406_AE_Kn_2of2_SR4 printed single sided
· FNSACC406_AE_Kn_2of2_SR5 printed single sided to be shown to the student at time of Part 3 Role Play point 5 AFTER the student has found the error in the monthly statement. Do not hand out invoice.

	Due date
	Refer to your Unit Assessment Guide

	Time allowed
	Allow 4 hours to complete Parts 1-2 of this assessment
Allow 1 hour to complete Part 3 of this assessment, including the role-play and observation




Part 1: Short Answer Questions
Read the question carefully. See each individual question for the suggested length of your answer.
1. MYOB AccountRight can be purchased to access online (cloud-based) or offline (desktop). Name two (2) additional features the online version can offer users. (as a guide your answer should be between 10 and 30 words)
Answers may include:
· Can work online or offline
· Can access from any computer
· Can access from devices, such as smart phones and tablets
· Updates across all devices, simultaneously
· Data is stored in the cloud

2. List the seven (7) pieces of information a tax invoice under $1,000 must include. (as a guide your answer should be between 90 and 110 words)
1) that the document is intended to be a tax invoice
2) the seller's identity
3) the seller's Australian business number (ABN)
4) the date the invoice was issued
5) a brief description of the items sold, including the quantity (if applicable) and the price
6) the GST amount (if any) payable – this can be shown separately or, if the GST amount is exactly one-eleventh of the total price, as a statement such as 'Total price includes GST'
7) the extent to which each sale on the invoice is a taxable sale (that is, the extent to which each sale includes GST)



You have received the following tax invoice in mail. Using this information, answer questions 4 and 5.
	Wattle Hairess
869 Balo Street
MOREE NSW 2400

	Phone:
	02 6722 1111
	
	Tax Invoice
	313

	Fax:
	02 6722 2222
	
	Date
	28/3/2019

	To
	Bella Hair & Beauty

	Purchase Order: 

	1405


	Product No
	Product Name
	Unit Price
	Quantity
	Total

	W8767
	Wattle Shampoo
	19.80
	25
	495.00

	W1461
	Wattle Conditioner
	19.80
	30
	594.00

	T9766
	Wattle Hair Treatment
	18.80
	10
	188.00

	Subtotal
	
	
	
	1,277.00

	Freight
	
	
	
	20.00

	Invoice Total
	
	
	
	1,297.00

	*Including GST
Terms: 5% 10 EOM, 21 EOM
	
	
	117.91



3. Under tax legislation, does this tax invoice contain the eight (8) pieces of information a tax invoice over $1,000 must contain? If no, what is missing? (as a guide your answer should be between a few words)
No, it is missing the ABN for the business issuing the tax invoice and is also missing either the address or ABN for the customer being issued the tax invoice.

4. The goods on the invoice have been received. What will you do so that Wattle Hairess can be paid for the goods they have supplied? (as a guide your answer should be between 5 and 15 words)
Contact the supplier and request an invoice with their ABN.



5. A secure record must be kept of all processed transactions for audit purposes. List two (2) security procedures you could use to protect the computerised accounting system. (as a guide your answer should be between 10 and 20 words)
Answers may include:
· Password protect
· Backup regularly
· Limit access with usernames
· Store back-ups in safe location
· Virus protection up to date

6. Backups are prepared and kept, so the accounting system could be restored in the event of a disaster. Disasters may include issues that will only impact the file, such as a corrupt file or may include major disasters where the entire office and its contents are destroyed. Name two (2) locations you can safely keep backups so the accounting data can be restored in the event of any disaster.
Answers may include:
· Backup to a USB, external hard drive or other device, which could be stored:
· In a fireproof safe on the premises
· In a safe and secure location away from the premises
· Backup could be made to cloud storage



Part 2: Practical Tasks
To complete this part of the assessment, you will be required to complete practical tasks to demonstrate your skills in this unit.
You will need access to a computer with the student edition of MYOB AccountRight 2018.3. For Tasks 1-3, you will require the MYOB files FNSACC416_AE_Kn_2of2_SR1 and FNSACC416_AE_Kn_2of2_SR2 please ask your assessor where the files can be located.
These practical tasks will be will be assessed by reviewing submitted reports as evidence. 
Once you have completed all tasks you will be required to submit this assessment, reports printed and your USB with backups of your finalised MYOB files.
For Task 4 you will require access to a computer with the student edition of MYOB AccountRight 2018.3. You will require the MYOB file and FNSACC416_AE_Kn_2of2_SR3, please ask your assessor where the file can be located. You will also require additional source documents for Sam’s Automotives that are not included in this assessment paper. If you have not received these documents, please request a copy from your assessor.
Task 1
Wayne Wines is an existing business that would like to commence using a computerised accounting system from 1 July 2019. In this task you will be required to setup their computerised accounting system.
1. Open MYOB file FNSACC416_AE_Kn_2of2_SR1 in MYOB AccountRight 2018.3.
2. Add your name to the address in the Company Information, so your name will print on your reports.
3. Make the following changes to the Chart of Accounts:
EDIT ACCOUNTS:
	Current Number
	Current Name
	New Number
	New Name

	1-1110
	Business Bank Account #1
	
	The Very Wealthy Bank

	1-1300
	Other Current Assets
	
	Accounts Receivable (header)

	1-1310
	Trade Debtors
	1-1305
	Accounts Receivable 

	2-1510
	Trade Creditors
	
	Accounts Payable

	2-2100
	Business Loan #1
	
	Loan – Due 31/3/2022

	3-1000
	Owner’s/Shareholder Capital
	
	<<Your Name>>—Capital

	3-2000
	Owner’s/Shareholder Drawings
	
	Less: Drawings

	4-1000
	Sales Income #1
	
	Sales Wine Glasses

	4-2000
	Sales Income #2
	
	Sales Champagne Glasses

	5-1000
	Cost of Sales
	
	Purchases Wine Glasses
Add GST as the Tax Code

	5-2000
	Consumables
	
	Purchases Champagne Glasses



DELETE ACCOUNTS
	Number
	Name

	1-1120
	Business Bank Account #2

	1-1130
	Business Bank Account #3

	2-1120
	Mastercard #1

	2-1130
	AMEX #1

	2-1150
	Mastercard #2

	2-1160
	AMEX #2

	2-2200
	Business Loan #2

	2-2300
	Business Loan #3

	2-2400
	Business Loan #4

	4-3000
	Sales Income #3

	5-3000
	Plant/Equipment Hire


NEW ACCOUNTS
	Number
	Name
	Type
	

	1-1310
	Allowance for Doubtful Debts
	Asset
	Detail

	1-1315
	Other Current Assets
	Asset
	Header
Tick “When Reporting, Generate a Subtotal for This Section”




CHANGE TAX CODES
	Number
	Name
	Tax Code

	5-5000
	Discount Received
	GST

	6-3500
	Discounts Given
	GST



4. Enter the following opening balances:


General Ledger Trial Balance
as at 1 July 2019

	Account
	Debit
	Credit

	The Very Wealthy Bank
	6,852.50
	

	Petty Cash/Cash On Hand
	200.00
	

	Accounts Receivable
	3,900.00
	

	Allowance for Doubtful Debts
	
	39.00

	Inventory
	6,200.00
	

	Furniture at Cost
	5,500.00
	

	Accum. Depr. Furniture
	
	180.00

	Visa #1
	
	160.70

	GST Collected
	
	1,260.20

	GST Paid
	568.50
	

	PAYG Withholding Payable
	
	325.00

	Accounts Payable
	
	1,611.00

	Loan – Due 31/3/2022
	
	15,000.00

	<<Your Name>>—Capital
	
	4,645.10

	TOTALS
	23,221.00
	23,221.00





5. Create the following supplier cards:
	Supplier
	Glass Imports Pty Ltd
	Gorgeous Glasses

	Supplier Number
	GLAS-001
	GORG-001

	Address
	28 Station Street, Flemington VIC 3031
	179 High Street 
Castle Hill NSW 2154

	Phone No
	03 9922 1712
	02 9634 4191

	Email address
	glassimports@me.com 
	lily@gglasses.com.au

	Contact
	James Watt
	Lily Glass 

	ABN
	55 111 222 333
	41 445 566 733

	Purchase Layout
	Item
	Item

	Credit Limit
	$10,000
	$12,000

	Discount
	No discount allowed
	Discount Days: 10
Discount: 5%

	Payment due:
	30th Day after EOM 
	In a Given No. of Days 
Balance Due Days: 21



6. Enter the suppliers opening balances (historical purchases) - includes GST:
	Supplier
	PO No.
	Date
	Supplier Inv No.
	Memo
	Amount Due including Tax

	Glass Imports Pty Ltd
	230
	10/06/2019
	6205
	Pre conversion purchase
	755.00

	
	259
	30/06/2019
	6239
	Pre conversion purchase
	427.75

	Gorgeous Glasses
	220
	1/06/2019
	25512
	Pre conversion purchase
	398.25

	
	255
	15/06/2019
	25533
	Pre conversion purchase
	30.00

	TOTAL
	1,611.00




7. Create the following customers cards:
	Customer
	Enzo’s Italian Restaurant 
	Cates Catering
	Cash Sales

	Customer Number
	ENZO-001
	CATE-001
	CASH

	Address
	19 Main Street
Brighton NSW 2244
	20 Smith Street
Brighton NSW 2244
	

	Phone No
	02 9554 6328
	02 9554 1126
	

	Email address
	enzo@odod.com.au
	cate@largepool.com
	

	Contact
	Enzo Eats
	Cate Caters
	

	Sale Layout
	Item
	Item
	Item

	Credit Limit
	$5,000
	$5,000
	

	ABN
	55 678 329 222
	11 993 552 999
	

	Terms
	In a Given No. Of Days - 30 Days
	In a Given No. Of Days - 30 Days
	Cash on Delivery

	Disc Days
	Discount Days: 10
Discount: 5%
	No discount allowed
	No discount allowed



8. Enter the customers opening balances (historical sales):
	Customer 
	Invoice No
	Date
	Customer’s PO
	Memo
	Total incl. Tax

	Enzo’s Italian Restaurant
	880
	30/05/2019
	569
	Pre-Conversion Sale
	1,100.00

	Cates Catering
	950
	10/06/2019
	159
	Pre-Conversion Sale
	2,800.00

	TOTAL	
	3,900.00




Stock Monitoring Policy
Wayne Wines tracks movement of stock by implementing the Inventory Module in MYOB AccountRight.
Inventory Setup Procedure
1. All items sold are setup in MYOB AccountRight.
2. For all items, tick:
a. I Buy
b. I Sell
c. I Inventory
3. Account Numbers allocated for Wine Glasses are:
a. Cost of Sales Account – 5-1000
b. Income Account – 4-100
c. Assets Account – 1-1320
4. Account Numbers allocated for Champagne Glasses are:
a. Cost of Sales Account – 5-2000
b. Income Account – 4-200
c. Assets Account – 1-1320
9. Referring to the Policy and Procedures and the information provided in the following table, set up the inventory items:
	Item Number
	WW0010
	RW0020
	CG0010

	Name
	White Wine Glass
	Red Wine Glass
	Champagne Glass

	Buying Unit of Measure
	Each
	Each
	Pair

	Number of Items
	1
	1
	1

	Tax Code
	GST
	GST
	GST

	Minimum Level
	150
	100
	200

	Primary Supplier
	Glass Imports Pty Ltd
	Glass Imports Pty Ltd
	Gorgeous Glasses

	Supplier Item Number
	WW0010
	RW0020
	CG0010

	Default Reorder Quantity
	100
	200
	250

	Base Selling Price – Excl GST
	$12.00
	$15.00
	$18.00

	Selling Unit of Measure
	Each
	Each
	Pair

	Number of Items
	1
	1
	1

	Tax Code
	GST
	GST
	GST

	Tax Inclusive/Exclusive
	Leave Blank
	Leave Blank
	Leave Blank


10. Record the actual quantity (counted) of each item on hand as at 01/07/2019:
	Item Number
	Name
	Counted
	Unit Cost 
$
	Total Value 
$
	Account

	WW0010
	White Wine Glass
	200
	4.00
	800.00
	1-1320

	RW0020
	Red Wine Glass
	120
	5.00
	600.00
	1-1320

	CG0010
	Champagne Glass
	800
	6.00
	4,800.00
	1-1320

	TOTAL
	6,200.00
	



11. Print the following reports:
a. Accounts List [Summary] – include Account No. and Tax Code
b. Item List [Summary]
c. Item Register [Detail] – 01/07/2019-01/07/2019
d. Payables Reconciliation [Detail] – 31/07/2019
e. Receivables Reconciliation [Detail] – 31/07/2019
f. Trial Balance – 31/07/2019
g. Card List [Detail] - All
12. Review all reports to check for accuracy of data input. If you find any errors, amend your data and reprint your reports.
13. Create a back-up of your file on your USB, named WayneBackup.






























Task 2
My Style are a retail business, reporting on an accrual basis. In this task you are required to enter accounts receivable and accounts payable transactions for the month of May.
1. Open the MYOB file FNSACC416_AE_Kn_2of2_SR2 in MYOB AccountRight 2018.3.
2. Add your name to the address in the Company Information, so your name will print on your reports.
3. Change the Cleaners Uniform Base Selling Price to $145.
4. Enter the following transactions into the system:
OVERDUE FEE TO CUSTOMER
	Invoice number
	Date
	Customer
	Purchase No.
	Amount
	Details

	5942
	01/05/2019
	Elite Security P/L  
	n/a
	$22
	Fee on overdue account
Account No. : 4-6000


CREDIT PURCHASES
	Invoice number
	Date
	Supplier
	Purchase No.
	Amount including GST
	Details

	54978
	05/05/2019
	Hong Kong Imports
	199
	$4,730
	12 DU001 at $165 incl GST each
25 CU002 at $110 incl GST each

	2515
	05/05/2019
	Sydney Apparel
	200
	$1,320
	6 NU003 at $220 each including GST


CREDIT SALE
	Invoice number
	Date
	Customer
	Purchase No.
	Amount including GST
	Details

	5943
	08/05/2019
	Gosford City Council
	158
	$3,190
	20 CU002 at $159.50 incl GST each




CREDIT PURCHASE
	Invoice number
	Date
	Supplier
	Purchase No.
	Amount including GST
	Details

	62684
	14/05/2019
	Hong Kong Imports
	201
	$3,575
	15 DU001 at $165 incl GST each
10 CU002 at $110 incl GST each


CUSTOMER RECEIPTS
	Date
	Customer
	Payment Method
	Amount
	Apply to Invoice #

	14/05/2019
	Gosford City Council 
BSB 608-113, Account No. 48761233
Cheque Number: 100230
	Cheque
	$8,910
	#5937 $4,400
#5939 $1,320
#5943 $3,190

	15/05/2019
	Central Coast Buses 
	Direct Deposit
	$1,320
	#5938 $1,320

	15/05/2019
	Gosford Hospital
	EFTPOS
	$1,540
	#5941 $1,540


CREDIT SALES
	Invoice number
	Date
	Invoice to/Customer
	Customer Purchase Order number
	Amount including GST
	Details

	5944
	15/05/2019
	Gosford City Council 

	978
	$797.50
	5 CU002 at $159.50 each incl GST 

	5945
	15/05/2019
	Central Coast Buses 

	450
	$5,390
	20 DU001 at $269.50 each incl GST 

	5946
	15/05/2019
	Gosford Hospital
	854
	$2,464
	7 NU003 at $352.00 each incl GST




SUPPLIER PAYMENTS
	Date
	Payment to
	Cheque number
	Amount 
	

	15/05/2019
	Hong Kong Imports
	1258
	$1,650
	Inv # 3080

	15/05/2019
	Sydney Apparel
	1259
	$3,300
	Inv # 1883 $2,200
Inv # 1884 $1,100


CUSTOMER ADJUSTMENT NOTE
Enter the following Adjustment Notes and apply it to the original invoice.
	Customer
	Adjustment Note number
	Date
	Amount including GST
	Apply to
	Description

	Gosford City Council 

	CN1
	15/05/2019
	-$319
	Invoice # 5944
PO 978
	-2 CU002 at $159.50 incl GST each
Oversupply returned

	Central Coast Buses 

	CN2
	17/05/2019
	-$269.50
	Invoice # 5945
PO 450
	-1 DU001 at 
$269.50 each 
incl GST
Damaged Stock – Service Layout allocate return to expense account 
6-2150 Tax Code: GST


CUSTOMER RECEIPTS
	Date
	Customer
	Payment Method
	Amount
	Apply to Invoice #

	28/05/2019
	Gosford City Council 
BSB 608-113, Account No. 48761233
Cheque Number: 100459
	Cheque
	$478.50
	#5944 $478.50


	28/05/2019
	Central Coast Buses 
	Direct Deposit
	$990
	#5940 $990




5. Add the following contact details for Central Coast Buses to the Card Information:
a. Phone No. 2: 0411 888 555
b. Email: sallyr@ccbuses.com.au 
6. Print and attach the following reports:
a. Item Register [Detail] – 01/07/2018-31/05/2019
b. Transaction Journal (All Journals) – 01/05/2019-31/05/2019
c. Receivables Reconciliation [Detail] – 31/05/2019
d. Payables Reconciliation [Detail] – 31/05/2019
e. GST [Detail-Accrual] – 1/5/2019-31/5/2019
f. Card File [Detail] – Central Coast Buses
7. Create a back-up of your file on your USB, named MyStyleTask2Backup.
















Task 3
My Style are a retail business, reporting on an accrual basis. In this task you are required to enter the payment of a new fixed asset and prepare balance day adjustments.
1. Open the MYOB file FNSACC416_AE_Kn_2of2_SR2 from Task 2 in MYOB AccountRight 2018.3.
2. Add the following new accounts:
	Number
	Name
	Type
	Account Type
	Details Tab

	1-3300
	Delivery Van
	Asset
	Header
	Tick “When Reporting, Generate a Subtotal for This Section”

	1-3310
	Delivery Van at Cost
	Asset
	Detail
	Tax Code: CAP

	1-3320
	Delivery Van Accum Depn
	Asset
	Detail
	Tax Code: N-T



3. My Style has purchased a delivery van. The van was collected and paid for on 1/6/2019 (Cheque No. 1260). 
a. Setup a new Supplier Card for Erina Car Yard, using the details provided on the tax invoice.
b. Enter the purchase of the delivery van through Spend Money in your MYOB file.
	Erina Car Yard
584 Mitchell Street
ERINA NSW 2250

	Phone:
	02 4326 5412
	
	Tax Invoice
	85695

	ABN:
	78 987 321 458
	
	Date
	1/6/2019

	To
	My Style
390 Beane Street
GOSFORD NSW 2250
ABN: 71 330 782 917
	
	

	Details
	Amount

	Delivery Van
	$35,000.00*

	Stamp Duty
	1,050.00

	Invoice Total
	
	36,050.00

	*Including GST of $3,181.82
	


NOTE: All costs are allocated to the Delivery Van at Cost account, however the Stamp Duty is not reportable on the BAS, therefore the N-T tax code should be used for this part of the invoice.
4. Add the following balance day adjustments at 30/06/2019.
NOTE: You may need to calculate some parts of the entry, where indicated. Balance day adjustments do not require GST reporting, therefore the tax code N-T should be used for each line of your journals. Tick the box “Year-End Adjustment” for all journals.
DEPRECIATION 
Memo: Depreciation of Fixed Assets
	Dr
	6-1100	Depreciation Expense
	$calculate
	

	Cr
	1-3120		Shop Fittings Accum Depn
	
	$830

	Cr
	1-3220		Office Equipment Accum Depn
	
	$2,700

	Cr
	1-3320		Delivery Van13 Accum Depn
	
	$3,000


PREPAID EXPENSES
Memo: Balance Day Adjustment for prepaid insurance
	Dr
	1-2200	Prepaid Expenses 
	$300
	

	Cr
	6-1400		Insurance
	
	$300



ACCRUED EXPENSES
Memo: Balance Day Adjustment for accrued expenses
	Dr
	6-2420	Electricity 
	$350
	

	Dr
	6-2410	Gas
	$50
	

	Dr
	6-2430	Water 
	$75
	

	Cr
	2-1710		Accrued Expenses
	
	$calculate 





ACCRUED INCOME
Memo: Balance Day Adjustment for accrued interest income
	Dr
	1-2300	Accrued Income
	$200
	

	Cr
	8-1000		Interest Income 
	
	$200


REVENUE RECEIVED IN ADVANCE
Memo: Balance Day Adjustment for rent revenue received in advance
	Dr
	8-2000	Rent Income
	$1,000
	

	Cr
	2-1720		Revenue Received in Advance
	
	$1,000



5. Print and attach the following reports:
a. Transaction Journal (All Journals) – 01/06/2019-30/06/2019
b. Trial Balance – 30/06/2019
c. Balance Sheet – 30/06/2019
d. GST [Detail-Accrual] – 01/06/2019-30/06/2019
e. Card List [Detail] – Erina Car Yard
6. Create a back-up of your file on your USB, named MyStyleTask3Backup.














Task 4
Prior to completing this task, review the observation checklist in Part 5 and ensure you understand the performance criteria, foundation skills and performance evidence your assessor will be observing whilst checking your collated and coded source documents.
1. Obtain a copy of the source documents for Sam’s Automotives from your assessor. These source documents will contain a number of purchase orders and tax invoices from Sam’s suppliers.
2. Collate documentation ready for processing. Tax invoice at the front with the purchase order stapled to the back.
3. Open the MYOB file FNSACC416_AE_Kn_2of2_SR3.
4. Access the Accounts List for Sam’s Automotives.
5. Determine which account number you would use for each tax invoice.
6. Code and classify each tax invoice, by writing the account number and GST code in the allocated space provided on each tax invoice.
NOTE: You DO NOT need to enter these tax invoices into the MYOB file.

NOTES TO ASSESSOR:
1. Print a copy of FNSACC416_AE_Kn_2of2_SR4, single sided and give them to the student with this assessment paper.
2. On each of the following three pages is the tax invoice with the account number and GST code highlighted and beside it is the purchase order that it needs to be collated with.





[image: C:\Users\lmilsom1.AD\AppData\Local\Microsoft\Windows\INetCache\Content.Word\FNSACC416_MG_Kn_2of2_SR5_Page_3.jpg]

Part 3: Role Play Scenario
· To complete this part of the assessment, you will participate in a role play with your assessor, whilst completing practical tasks in MYOB.
· Prior to completing this part of your assessment, review the observation checklist in Part 5 and ensure you understand the performance criteria, foundation skills and performance evidence your assessor will be observing whilst undertaking this role play.
· You will need access to a computer with the student edition of MYOB AccountRight 2018.3. You will require the MYOB file FNSACC416_AE_Kn_2of2_SR3, please ask your assessor where the file can be located.
· In this role play you are employed as the Creditors Clerk at Sam’s Automotives.
· In the role play your assessor will play the part of your workplace supervisor.

Instructions
1. Open the MYOB file FNSACC416_AE_Kn_2of2_SR3 in MYOB Account Right 2018.3.
2. Add your name to the address in the Company Information, so your name will print on any reports.
3. You have received a statement from one of your suppliers, which can be located on the following page.
4. Compare the Avery Care statement against your records in MYOB.
5. Verbally seek support from your workplace supervisor (assessor) if you detect any processing errors.
NOTES TO ASSESSOR:
You will play the part of the student’s workplace supervisor. Students will let you know that Invoice 420 from Avery Autocare is in the MYOB file as $1,695.00, but is on the monthly statement as $2,625.00.
As the supervisor suggest the student checks the original tax invoice first. You can then show  them a copy of the original tax invoice (FNSACC416_MG_Kn_2of2_SR5). Do not hand out to students.
Ask the student the contingency question in the observation checklist in this marking guide.
6. Whilst your assessor is present, access the MYOB Help Centre and search Changing a Transaction. Open the help instructions for Changing a Transaction.
NOTES TO ASSESSOR:
Student’s search should result in the following page:
[image: ]

Advice the student they can now amend the invoice in MYOB and complete the rest of this task.
7. Correct any error/s as instructed by your workplace supervisor (assessor). For technical assistance on correcting errors in MYOB, you may refer to your MYOB Help Centre results on Changing a Transaction.
8. Print the Supplier Ledger for Avery Autocare for 01/09/2019-30/09/2019. 
9. Create a back-up of your file on your USB, named SamBackup. Submit your USB with this assessment paper.


AVERY AUTOCARE

15 Peel Street	ABN: 68 165 928 681
TAMWORTH NSW 2340	Phone: 02 6758 0000

MONTHLY STATEMENT

	Sam’s Automotives
149 Bridge Street
TAMWORTH NSW 2340
	
	Month:
	September

	DATE
	DETAILS
	DEBIT
	CREDIT
	BALANCE

	
	Opening Balance
	
	
	710.00

	1/9/2019
	Receipt
	
	450.00
	260.00

	4/9/2019
	Tax Invoice 376
	1,430.00
	
	1,690.00

	8/9/2019
	Adjustment Note 52
	
	45.00
	1,645.00

	14/9/2019
	Tax Invoice 420
	2,625.00
	
	4,270.00

	25/92019
	Receipt
	
	260.00
	4,010.00



	Closing Balance
	$4,010.00
	Due
	21/10/2019








Part 4: Submission Checklist
You can use this checklist to ensure you are submitting all required reports and files for this assessment.
1. Submit all reports you have prepared in this assessment in the following order:
a. Part 2, Task 1:
☐ Accounts List [Summary]
☐ Item List [Summary]
☐ Item Register [Detail] – 01/08/2019
☐ Payables Reconciliation [Summary] – 31/08/2019
☐ Receivables Reconciliation [Summary] – 31/08/2019
☐ Trial Balance – 31/08/2019
☐ Card List [Detail] – All
b. Part 2, Task 2:
☐ Item Register [Detail] – 01/05/2019-31/05/2019
☐ Transaction Journal (All Journals) – 01/05/2019-31/05/2019
☐ Payables Reconciliation [Summary] – 31/05/2019
☐ Receivables Reconciliation [Summary] – 31/05/2019
☐ GST [Detail – Accrual] – 01/05/2019-31/05/2019
☐ Card List [Detail] – Central Coast Buses
c. Part 2, Task 3:
☐ Transaction Journal (All Journals) – 01/06/2019-30/06/2019
☐ Trial Balance – 30/06/2019
☐ Balance sheet – 30/06/2019
☐ GST [Detail-Accrual] – 01/06/2019-30/06/2019
☐ Card List [Detail] – Erina Car Yard
d. Part 2, Task 4:
☐ Collated, classified and coded Tax Invoices for Sam’s Automotives
e. Part 3:
☐ Supplier Ledger for Avery Autocare – 01/09/2019-30/09/2019

2. Submit your USB. The following files must be located on your USB:
☐ WayneBackup.zip
☐ MyStyleTask2Backup.zip
☐ MyStyleTask3Backup.zip
☐ SamBackup.zip

Check the student has backed up all their files onto their USB:
[image: ]


Part 5: Observation Checklist
The Observation Checklist will be used by your assessor to mark your performance in Part 1, Task 4 and Part 2. Use this Checklist to understand what skills you need to demonstrate in the role play. The Checklist lists the assessment criteria used to determine whether you have successfully completed this assessment event. All the criteria must be met. Your demonstration will be used as part of the overall evidence requirements of the unit. The assessor may ask questions while the demonstration is taking place or if appropriate directly after the task/activity has been completed.
Table 2 Observation Checklist
	Task #
	Task/Activity Performed
	S
	U/S
	Assessor Comments
(Describe the student’s ability in demonstrating the required skills and knowledge)

	P2
T4
	Collate, code and classify source documents prior to processing
	
	
	Collating - Tax Invoices and Purchase Orders for Sam’s Automotives must be collated with the tax invoice on top and purchase order stapled behind it. See pages 42-44 on which tax invoices are collated with which purchase orders.
Coding & Classifying – See the account number and GST code written by the student on the tax invoice. See pages 42-44 for correct answers

	P3
	Verbally seek help to correct processing errors
	
	
	Learner uses appropriate oral questioning and listening skills to obtain information on how to correct the processing error.
“Manage reasonably foreseeable contingencies in the context of work role” 
Contingency potential question: What would you do knowing the tax invoice received matches our system, but not the creditor statement?
Possible response: contact the supplier and advise them of the discrepancy. Request a new statement.

	P3
	Seek technical help through the MYOB Help Centre
	
	
	Learner access the MYOB Help Centre, searches for Changing a Transaction and opens the instructions.
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Accounts List [Summary]

Account No.

1-0000
1-1000
1-1100
1-1110
1-1140
1-1200
1-1210
1-1220
1-1230
1-1300
1-1305
1-1310
1-1315
1-1320
1-1330
1-1340
1-1350
1-1360
1-2000
1-2100
1-2110
1-2120
1-2200
1-2210
1-2220
1-2300
1-2310
1-2320
1-2400
1-2410
1-2420
1-2500
1-2510
1-2520
1-2600
1-2610
1-2620
1-2700
1-2710
1-2720
1-2800
1-2810
1-2820
1-2900
1-2910

2-0000
2-1000
2-1100
2-1110
2-1140
2-1200
2-1210

Page 1 of 4

Account Name

Assets
Current Assets
Bank Accounts
The Very Wealthy Bank
Petty Cash/Cash On Hand
Clearing Accounts
Undeposited Funds Account
Electronic Clearing Account
Payroll Clearing Account
Accounts Receivable
Accounts Receivable
Allowance for Doubtful Debts
Other Current Assets
Inventory
Deposits To Suppliers
Prepaid GST
Voluntary Withholding Credits
ABN Withholding Credits
Non-Current Assets
Furniture
Furniture At Cost
Accum. Depr. Furniture
Office Equipment
Office Equipment At Cost
Accum. Depr. Office Equipment
Computers
Computers At Cost
Accum. Depr. Computers
Store Fittings
Store Fittings At Cost
Accum. Depr. Store Fittings
Low Value Pool
Low Value Pool At Cost
Accum. Depr. Low Value Pocl
Buildings
Buildings At Cost
Accum. Depr. Buildings
Improvements
Improvements At Cost
Accum. Depr. Improvements
Leased Equipment
Leased Equipment At Cost
Accum. Depr. Leased Equipment
Land
Land At Cost

Liabilities
Current Liabilities
Credit Cards
Visa #1
Visa #2
GST Liabilities
GST Collected

Current Balance Tax Code

$22,433.50
$17,113.50
$7,052.50
$6,852.50 N-T
$200.00 N-T
$0.00
$0.00 N-T
$0.00 N-T
$0.00 N-T
$10,061.00
$3,900.00 N-T
-$39.00 N-T
$0.00
$6,200.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$5,320.00
$5,320.00
$5,500.00 CAP
-$180.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$0.00 N-T
$0.00
$0.00 CAP
$17,788.40
$2,788.40
$160.70
$160.70 N-T
$0.00 N-T
$691.70

$1,260.20 N-T

Wayne Wines
add Student Name

ABN: 78 978 789 459




image3.jpeg
Created: 27/03/2019 3:37 PM

Accounts List [Summary]

Account No. Account Name

2-1220
2-1300
2-1310
2-1320
2-1330
2-1340
2-1360
2-1370
2-1400
2-1410
2-1420
2-1430
2-1440
2-1450
2-1460
2-1470
2-1480
2-1490
2-1500
2-1510
2-1520
2-1530
2-1540
2-1550
2-1560
2-1570
2-1580
2-1590
2-2000
2-2100

3-0000
3-1000
3-2000
3-8000
3-9000
3-9999

4-0000
4-1000
4-2000

5-0000
5-1000
5-2000
5-4000
5-5000
5-6000
5-7000
5-8000
5-9000

6-0000

Page 2 of 4

GST Paid
Other Tax/Withhalding Liab.

Voluntary Withholdings Payable

ABN Withholdings Payable

Company Tax Instal. Payable

FBT Instalments Payable
Luxury Car Tax Payable
Sales Tax Payable
Payroll Liabilities
PAYG Withholding Payable
Superannuation Fund #1
Superannuation Fund #2
Superannuation Fund #3
Superannuation Fund #4
Superannuation Fund #5
Child Care Payable
Union Fees Payable
Other Payroll Liabilities
Other Current Liabilities
Accounts Payable
Customer Deposits
A/P Accrual - Inventory
Lease On Equipment
Liability #1
Liability #2
Credit Notes Issued
Gift Vouchers Issued
Lay-by Payments
Non-Current Liabilities
Loan-due 31/3/2022

Equity
Student Name-Capital
Less: Drawings
Retained Earnings
Current Year Earnings
Historical Balancing

Income
Sales Wine Glasses
Sales Champagne Glasses

Cost Of Sales
Purchases Wine Glasses
Purchases Champange Glasses
Freight In
Discounts Received
Late Fees Paid
Purchase Returns
Packaging
Last Cost Variance

Expenses

Current Balance Tax Code

-$568.50
$325.00
$0.00
$0.00
$0.00
$0.00
$0.00
$325.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$1,611.00
$1,611.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$15,000.00
$15,000.00

$4,645.10
$4,645.10
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

N-T

N-T
N-T
N-T
N-T
N-T
N-T

N-T
N-T
N-T
N-T
N-T
N-T
N-T
N-T
N-T

N-T
N-T
N-T
N-T
N-T
N-T
N-T
N-T
N-T

N-T

N-T
N-T
N-T
N-T
N-T

GST
GST

GST
GST
GST
GST
GST
GST
GST
N-T

Wayne Wines
add Student Name

ABN: 78 978 789 459
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Accounts List [Summary]

Account No. Account Name

6-1000
6-1100
6-1200
6-1300
6-1400
6-1500
6-1600
6-1700
6-1800
6-1900
6-2000
6-2100
6-2200
6-2300
6-2400
6-2500
6-2600
6-2700
6-2800
6-2900
6-3000
6-3100
6-3200
6-3300
6-3400
6-3500

6-4000
6-4100
6-4200
6-4300
6-4400
6-4500
6-4600
6-4700

6-5000
6-5100
6-5200
6-5300
6-5400
6-5500
6-5600
6-5700
6-5800

6-6000
6-6100
6-6200
6-6300
6-6400

6-7000
6-7100
6-7200
6-7300
6-7400

Page 3 of 4

General Expenses
Accounting/Bookeeping Fees
Advertising & Marketing
Bank Fees
Borrowing Expenses
Bad Debts
Cleaning Expenses
Electricity Expenses
Gas Expenses
Legal Fees
Telephone Expenses
Parking/Tolls Expenses
Equip. Repairs & Maintenance
General Repairs & Maintenance
Internet
Computer Expenses
Council Rates
Water Expenses
Stationery
Printing
Waste Removal
Freight Out
Postage
Inv. Adj. Shrinkage/Spoilage
Till Shortage
Discounts Given

Payroll Expenses
Wages & Salaries Expenses
Work Cover Premiums
Superannuation Expenses
Uniforms
Staff Training Expenses
Director's Fees
Other Payroll Expenses

Depreciation Expenses
Furniture Depreciation
Office Equipment Depreciation
Computer Depreciation
Store Fittings Depreciation
Low Value Pool Depreciation
Buildings Depreciation
Improvements Depreciation
Leased Equipment Depreciation

Motor Vehicle Expenses
Motor Vehicle Registration
Motor Vehicle Insurance
Motor Vehicle Fuel/Qil
Motor Vehicle Maintenance

Insurance Expenses
Business Insurance
Public Liability Insurance
Vehicle Insurance
Product Liability Insurance

Current Balance Tax Code

$0.00

$0.00 GST
$0.00 GST
$0.00 FRE
$0.00 FRE
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 FRE
$0.00 FRE
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00 N-T
$0.00 N-T
$0.00 GST
$0.00

$0.00 N-T
$0.00 GST
$0.00 N-T
$0.00 GST
$0.00 GST
$0.00 N-T
$0.00 GST
$0.00

$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00 N-T
$0.00

$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST
$0.00

$0.00 GST
$0.00 GST
$0.00 GST
$0.00 GST

Wayne Wines
add Student Name

ABN: 78 978 789 459
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i add Student Name
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ABN: 78 978 789 459

Account No. Account Name Current Balance Tax Code
8-0000 Other Income $0.00
8-1000 Interest Income $0.00 ITS
8-2000 QOther Income $0.00 GST
9-0000 Other Expenses $0.00
9-1000 Interest Expense $0.00 FRE
9-2000 Other Expense $0.00 GST
9-3000 Income Tax Expense $0.00 N-T
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Item List [Summary]

Wayne Wines
add Student Name

ABN: 78 978 789 459

Item No. Item Name Supplier Units On Hand Total Value Average Cost Current Price

CG0010  Champagne Glass Gorgeous Glasses 800 $4,800.00 $6.00 $18.00

RW0020  Red Wine Glass Glass Imports Pty Ltd 120 $600.00 $5.00 $15.00

WWO0010  White Wine Glasses  Glass Imports Pty Ltd 200 $800.00 $4.00 $12.00
Grand Total: $6,200.00

Page 1 of 1
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Items Register [Detail]
1/07/2019 To 1/07/2019

Wayne Wines
add Student Name

ABN: 78 978 789 459

Date Src ID No. Memo Starting Qty Qty Changed Amount On Hand Current Value
CG0010 Champagne Glass
1/07/2019 1) 1J000001  Inventory coun 0 800 $4,800.00 800 $4,800.00
Champagne G 800 $4,800.00
RW0020 Red Wine Glass
1/07/2019 1) 1J000001  Inventory coun 0 120 $600.00 120 $600.00
Red Wine Glas 120 $600.00
Wwo0010 White Wine Glasses
1/07/2019 1) 1J000001  Inventory coun 0 200 $800.00 200 $800.00
White Wine Gl 200 $800.00

Page 1 of 1
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Payables Reconciliation [Detail]

As of 31/07/2019

Wayne Wines
add Student Name

ABN: 78 978 789 459

ID No. Date Total Due 0-30 31-60 61 -90 90+
Glass Imports Pty Ltd
GLAS-001
James Watt
03 9922 1712
00000230 10/06/2019 $755.00 $0.00 $755.00 $0.00 $0.00
00000259 30/06/2019 $427.75 $0.00 $427.75 $0.00 $0.00
Total: $1,182.75 $0.00 $1,182.75 $0.00 $0.00
Gorgeous Glasses
GORG-001
Lily Glass
02 9634 4191
00000220 1/06/2019 $398.25 $0.00 $398.25 $0.00 $0.00
00000255 15/06/2019 $30.00 $0.00 $30.00 $0.00 $0.00
Total: $428.25 $0.00 $428.25 $0.00 $0.00
Grand Total: $1,611.00 $0.00 $1,611.00 $0.00 $0.00
Ageing Percent: 0.0% 100.0% 0.0% 0.0%
Payables Account: $1,611.00
Out of Balance Amount: $0.00

Page 1 of 1




image9.jpeg
Created: 27/03/2019 3:41 PM

Receivables Reconciliation [Detail]

Wayne Wines
add Student Name

ABN: 78 978 789 459

As of 31/07/2019
ID No. Date Total Due 0-30 31-60 61 -90 90+
Cates Catering
CATE-001
Cate Caters
02 9554 1126
00000950  10/06/2019 $2,800.00 $0.00 $2,800.00 $0.00 $0.00
Total: $2,800.00 $0.00 $2,800.00 $0.00 $0.00
Enzo's Italian Restaurant
ENZO-001
Enzo Eats
02 9554 6328
00000880  30/05/2019 $1,100.00 $0.00 $0.00 $1,100.00 $0.00
Total: $1,100.00 $0.00 $0.00 $1,100.00 $0.00
Grand Total: $3,900.00 $0.00 $2,800.00 $1,100.00 $0.00
Ageing Percent: 0.0% 71.8% 28.2% 0.0%
Receivables Account: $3,900.00
Out of Balance Amount: $0.00

Page 1 of 1
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Trial Balance
July 2019

Account Name

The Very Wealthy Bank
Petty Cash/Cash On Hand
Accounts Receivable
Allowance for Doubtful Debts
Inventory

Furniture At Cost

Accum. Depr. Furniture
Visa #1

GST Collected

GST Paid

Sales Tax Payable
Accounts Payable
Loan-due 31/3/2022
Student Name-Capital
Total:

This report includes Year-End Adjustments.

Page 1 of 1

Debit

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Credit

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Wayne Wines
add Student Name

ABN: 78 978 789 459

YTD Debit YTD Credit

$6,852.50
$200.00
$3,900.00
$39.00
$6,200.00
$5,500.00
$180.00
$160.70
$1,260.20
$568.50
$325.00
$1,611.00
$15,000.00
$4,645.10
$23,221.00 $23,221.00
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Card List [Detail]

Name:
Card ID:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

Cash Sales

CASH

Base Selling Price
0.000000

0

C.O.D.

0

0

$0.00

Type:
Balance:
Currency:
Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

Wayne Wines
add Student Name

ABN: 78 978 789 459

Customer
$0.00
$

Item

C.O.D.

GST
GST
Active

Page 1 of 5
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Card List [Detail]

Name:

Card ID:
First Address:

Street:

City:

State:
Postcode:
Phone No. 1:
Email:

ContactName:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

ABN.:

Cates Catering

CATE-001

20 Smith Street
BRIGHTON

NSW

2244

02 9554 1126
cate@largepool.com

Cate Caters

Base Selling Price
0.000000

0

In a Given No. of Days
30

0

$5,000.00

0

11993 552 999

Type:
Balance:

Currency:

Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

Wayne Wines
add Student Name

ABN: 78 978 789 459
Customer

$2,800.00
$

Item

Net 30

GST
GST
Active

Page 2 of 5




image13.jpeg
Created: 27/03/2019 3:42 PM

Card List [Detail]

Name:

Card ID:
First Address:

Street:

City:

State:
Postcode:
Phone No. 1:
Email:

ContactName:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

ABN.:

Enzo's Italian Restaurant

ENZO-001

19 Main Street
BRIGHTON

NSW

2244

02 9554 6328
enzo@odod.com.au

Enzo Eats

Base Selling Price
0.000000

0

No. of Days after EOM
30 after EOM

0

$5,000.00

0

55678 329 222

Type:
Balance:

Currency:

Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

Wayne Wines
add Student Name

ABN: 78 978 789 459

Customer
$1,100.00
$

Item

10 after EOM
5
5% 10 Net 30 after EOM

GST
GST
Active

Page 3 of 5
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Card List [Detail]

Name:

Card ID:
First Address:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

ABN.:

Street:

City:

State:
Postcode:
Phone No. 1:
Email:

ContactName:

Glass Imports Pty Ltd

GLAS-001

28 Station Street
FLEMINGTON

vIC

3031

039922 1712
glassimports@me.com
James Watt

Base Selling Price
0.000000

0.000000

Day of Month after EOM
30th after EOM

0

$0.00

0

55111222 333

Type:
Balance:

Currency:

Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

Wayne Wines
add Student Name

ABN: 78 978 789 459

Supplier
$1,182.75
$

Item

1st after EOM
0
Net 30th after EOM

GST
GST
Active
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Card List [Detail]

Name:

Card ID:
First Address:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

ABN.:

Street:

City:

State:
Postcode:
Phone No. 1:
Email:

ContactName:

Gorgeous Glasses

GORG-001

179 High Street
CASTLE HILL

NSW

2154

02 9634 4191
lily@gglasses.com.au

Lily Glass

Base Selling Price
0.000000

0.000000

In a Given No. of Days
21

0

$0.00

41 445 566 733

Type:
Balance:

Currency:

Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

Wayne Wines
add Student Name

ABN: 78 978 789 459

Supplier
$428.25
$

Item

10
5
5% 10 Net 21

GST
GST
Active

Page 5 of 5
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Items Register [Detail]
1/07/2018 To 31/05/2019

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Date Src ID No. Memo Starting Qty Qty Changed Amount On Hand Current Value
Cu002 Cleaners Uniform
1/08/2018 1) 1J000001 Inventory Count 0 10 $1,000.00 10 $1,000.00
5/05/2019 PJ 00000199 Purchase; Hong Kong Imports 10 25 $2,500.00 35 $3,500.00
8/05/2019 SJ 00005943 Sale; Gosford City Council 35 -20  -$2,000.00 15 $1,500.00
14/05/2019 PJ 00000201  Purchase; Hong Kong Imports 15 10 $1,000.00 25 $2,500.00
15/05/2019 SJ 00005944 Sale; Gosford City Council 25 5 -$500.00 20 $2,000.00
15/05/2019 SJ  CN1 Sale; Gosford City Council 20 2 $200.00 22 $2,200.00
Cleaners Unifc 22 $2,200.00
DU001 Drivers Uniform
1/08/2018 1) 1J000001 Inventory Count 0 17 $2,550.00 17 $2,550.00
5/05/2019 PJ 00000199 Purchase; Hong Kong Imports 17 12 $1,800.00 29 $4,350.00
14/05/2019 PJ 00000201  Purchase; Hong Kong Imports 29 15 $2,250.00 44 $6,600.00
15/05/2019 SJ 00005945 Sale; Central Coast Buses 44 -20  -$3,000.00 24 $3,600.00
Drivers Unifori 24 $3,600.00
NU003 Nurses Uniform
1/08/2018 1) 1J000001 Inventory Count 0 15 $3,000.00 15 $3,000.00
5/05/2019 PJ 00000200 Purchase; Sydney Apparel 15 6 $1,200.00 21 $4,200.00
15/05/2019 SJ 00005946 Sale; Gosford Hospital 21 -7 -$1,400.00 14 $2,800.00
Nurses Unifort 14 $2,800.00

Page 1 of 1




image17.jpeg
Created: 27/03/2019 4:20 PM

All Journals
1/05/2019 To 31/05/2019

ID No. Account No. Account Name

s) 1/05/2019 Sale; Elite Security P/L
00005942 1-1200 Trade Debtors
00005942 4-6000 QOverdue Fee

PJ 5/05/2019 Purchase; Hong Kong Imports
00000199 2-1200 Trade Creditors
00000199 1-1300 Inventory
00000199 2-1330 GST Paid

P}  5/05/2019 Purchase; Sydney Apparel
00000200 2-1200 Trade Creditors
00000200 1-1300 Inventory
00000200 2-1330 GST Paid

s) 8/05/2019 Sale; Gosford City Council
00005943 1-1200 Trade Debtors

00005943 4-1200 Sales Cleaners Uniform
00005943 2-1310 GST Collected

00005943 1-1300 Inventory

00005943 5-1200 Purchases Cleaners Uniform

PJ 14/05/2019 Purchase; Hong Kong Imports
00000201 2-1200 Trade Creditors
00000201 1-1300 Inventory
00000201 2-1330 GST Paid

CR  14/05/2019 Payment; Gosford City Council
CR0O00001 1-1110 Cheque Account
CRO0C00O1 1-1200 Trade Debtors

s) 15/05/2019 Sale; Gosford City Council
00005944 1-1200 Trade Debtors

00005944 4-1200 Sales Cleaners Uniform
00005944 2-1310 GST Collected

00005944 1-1300 Inventory

00005944 5-1200 Purchases Cleaners Uniform

s) 15/05/2019 Sale; Central Coast Buses
00005945 1-1200 Trade Debtors

00005945 4-1100 Sales Drivers Uniform

00005945 2-1310 GST Collected

00005945 1-1300 Inventory

00005945 5-1100 Purchases Drivers Uniform
s) 15/05/2019 Sale; Gosford Hospital

00005946 1-1200 Trade Debtors

00005946 4-1300 Sales Nurses Uniform

00005946 2-1310 GST Collected

00005946 1-1300 Inventory

00005946 5-1300 Purchases Nurses Uniform

Debit

$22.00

$4,300.00
$430.00

$1,200.00
$120.00

$3,190.00

$2,000.00

$3,250.00

$325.00

$8,910.00

$797.50

$500.00

$5,390.00

$3,000.00

$2,464.00

$1,400.00

CD 15/05/2019 Hong Kong Imports 101 Queen Street Brisbane QLD 4001

1258 1-1110
1258 2-1200

Cheque Account
Trade Creditors

CD 15/05/2019  Sydney Apparel 6 George St Hornsby NSW 2077

1259 1-1110 Cheque Account
1259 2-1200 Trade Creditors
s) 15/05/2019 Sale; Gosford City Council
CN1 1-1200 Trade Debtors
CN1 4-1200 Sales Cleaners Uniform

* Year-End Adjustments
Page 1 of 2

$1,650.00

$3,300.00

$290.00

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Credit Job No.

$22.00

$4,730.00

$1,320.00

$2,900.00
$290.00
$2,000.00

$3,575.00

$8,910.00

$725.00
$72.50
$500.00

$4,900.00
$490.00
$3,000.00

$2,240.00
$224.00
$1,400.00

$1,650.00

$3,300.00

$319.00
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All Journals
1/05/2019 To 31/05/2019

ID No. Account No. Account Name

CN1 2-1310 GST Collected

CN1 1-1300 Inventory

CN1 5-1200 Purchases Cleaners Uniform

CR 15/05/2019
CROC0002 1-1110
CROC0002 1-1200
CR  15/05/2019

Payment; Central Coast Buses
Cheque Account
Trade Debtors

Payment; Gosford Hospital

CR000003 1-1110 Cheque Account
CR000003 1-1200 Trade Debtors
sJ) 15/05/2019 Gosford City Council: Credit from CN1
$J000001 1-1200 Trade Debtors
$J000001 1-1200 Trade Debtors
s) 17/05/2019 Sale; Central Coast Buses

CN2 1-1200 Trade Debtors
CN2 6-2150 Shrinkage/Spoilage
CN2 2-1310 GST Collected
s) 17/05/2019 Central Coast Buses: Credit from CN2

$J000002 1-1200
$J000002 1-1200
CR  28/05/2019
CROC0004 1-1110
CROC0004 1-1200
CR  28/05/2019
CROCOOCS 1-1110
CROC0005 1-1200

Trade Debtors

Trade Debtors
Payment; Gosford City Council

Cheque Account

Trade Debtors
Payment; Central Coast Buses

Cheque Account

Trade Debtors

Grand Total:

* Year-End Adjustments
Page 2 of 2

Debit

$29.00
$200.00

$1,320.00

$1,540.00

$319.00

$245.00
$24.50

$269.50

$478.50

$990.00

$47,954.00

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Credit Job No.

$200.00

$1,320.00

$1,540.00

$319.00

$269.50

$269.50

$478.50

$990.00
$47,954.00
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Receivables Reconciliation [Detail]

As of 31/05/2019

My Style Uniforms Pty Ltd

Student Name

ABN: 71 330 782 917

ID No. Date Total Due 0-30 31-60 61 -90 90+
Central Coast Buses
CuUso1
Sally Robinson
(02) 4326 5014
00005945  15/05/2019 $5,120.50 $5,120.50 $0.00 $0.00 $0.00
Total: $5,120.50 $5,120.50 $0.00 $0.00 $0.00
Elite Security P/L
CuUso02
Linda Taylor
(02) 4338 2181
00004200 31/05/2018 $110.00 $0.00 $0.00 $0.00 $110.00
00005942 1/05/2019 $22.00 $22.00 $0.00 $0.00 $0.00
Total: $132.00 $22.00 $0.00 $0.00 $110.00
Gosford Hospital
CcuUso4
Lauren Carey
(02) 4340 2000
00005946  15/05/2019 $2,464.00 $2,464.00 $0.00 $0.00 $0.00
Total: $2,464.00 $2,464.00 $0.00 $0.00 $0.00
Grand Total: $7,716.50 $7,606.50 $0.00 $0.00 $110.00
Ageing Percent: 98.6% 0.0% 0.0% 14%
Receivables Account: $7,716.50
Out of Balance Amount: $0.00

Page 1 of 1
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Created: 27/03/2019 4:21 PM |v|y Style Uniforms Pty Ltd
. i Student Name
Payables Reconciliation [Detail]

As of 31/05/2019 ABN: 71 330 782 917
ID No. Date Total Due 0-30 31-60 61 -90 90+
Hong Kong Imports
SUP1
George King
(07)3403 3189
00000199 5/05/2019 $4,730.00 $4,730.00 $0.00 $0.00 $0.00
00000201 14/05/2019 $3,575.00 $3,575.00 $0.00 $0.00 $0.00
Total: $8,305.00 $8,305.00 $0.00 $0.00 $0.00
Sydney Apparel
SUP2
Hilda Skipton
02) 9454 1770
00000200 5/05/2019 $1,320.00 $1,320.00 $0.00 $0.00 $0.00
Total: $1,320.00 $1,320.00 $0.00 $0.00 $0.00
Grand Total: $9,625.00 $9,625.00 $0.00 $0.00 $0.00
Ageing Percent: 100.0% 0.0% 0.0% 0.0%
Payables Account: $9,625.00
Out of Balance Amount: $0.00

Page 1 of 1
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GST [Detail - Accrual]

My Style Uniforms Pty Ltd

Student Name

May 2019 ABN: 71 330 782 917
Date ID No. Name Rate Sale Value Purchase Value Tax Collected Tax Paid
GST  Goods & Services Tax
5/05/2019 00000199 Hong Kong Import:  10.00% $4,730.00 $430.00
5/05/2019 00000200 Sydney Apparel 10.00% $1,320.00 $120.00
8/05/2019 00005943  Gosford City Counc  10.00% $3,190.00 $290.00
14/05/2019 00000201 Hong Kong Import:  10.00% $3,575.00 $325.00
15/05/2019 00005944 Gosford City Counc  10.00% $797.50 $72.50
15/05/2019 00005945 Central Coast Buse: 10.00% $5,390.00 $490.00
15/05/2019 00005946 Gosford Hospital 10.00% $2,464.00 $224.00
15/05/2019 CN1 Gosford City Counc  10.00% -$319.00 -$29.00
17/05/2019  CN2 Central Coast Buse:  10.00% -$269.50 -$24.50
Total:  $11,253.00 $9,625.00 $1,023.00 $875.00
ITS Input Taxed Sales
1/05/2019 00005942  Elite Security P/L 0.00% $22.00 $0.00
Total: $22.00 $0.00 $0.00 $0.00
Grand Total: $1,023.00  $875.00

This report includes Year-End Adjustments.
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Card List [Detail]

Name:

Card ID:
First Address:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

Street:

City:

State:
Postcode:
Phone No. 1:
Phone No. 2:
Email:

ContactName:

Central Coast Buses

CUso1

23 Mitchell Street
Erina

NSW

2250

(02) 4326 5014

0411 888 555
sallyr@ccbuses.com.au

Sally Robinson

Base Selling Price
0.000000

0

Day of Month after EOM
30th after EOM

0

$0.00

0

Type:
Balance:

Currency:

Inv/PO Type:

Discount Days/Date:

Prompt Payment Discount:

Terms:

Freight TaxCode:
TaxCode:
Status:

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Customer
$5,120.50
$

Item

1st after EOM
0
Net 30th after EOM

GST
GST
Active

Page 1 of 1
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All Journals
1/06/2019 To 30/06/2019

ID No. Account No. Account Name Debit
CD 1/06/2019 Erina Car Yard 584 Mitchel Street ERINA NSW 2250
1260 1-1110 Cheque Account
1260 1-3310 Delivery Van at Cost $31,818.18
1260 1-3310 Delivery Van at Cost $1,050.00
1260 2-1330 GST Paid $3,181.82
*GJ 30/06/2019 Depreciation
GJO00001 6-1100 Depreciation Expense $6,530.00
GJO00001 1-3120 Shop Fittings Accum Dep
GJO00001 1-3220 Office Equipment Accum Depn
GJO000O1 1-3320 Delivery Van Accum Depn
*GJ 30/06/2019  Balance Day Adjustment for prepaid insurance
GJ000002 1-2200 Prepaid Expenses $300.00
GJoooco2 6-1400 Insurance
*GJ 30/06/2019  Balance Day Adjustment for accrued expenses
GJO00003 6-2420 Electricity $350.00
GJOC0003 6-2410 Gas $50.00
GJOC0003 6-2430 Water $75.00
GJOC0003 2-1710 Accrued Expenses
*GJ 30/06/2019 Balance Day Adjustment for accrued interest income
GJoooooa 1-2300 Accrued Income $200.00
GJoooco4 8-1000 Interest Income
*GJ 30/06/2019 Balance Day Adjustment for rent revenue received in advance
GJOC000S 8-2000 Rent Income $1,000.00
GJO00005 2-1720 Revenue Received in Advance

Grand Total: $44,555.00

* Year-End Adjustments
Page 1 of 1

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Credit Job No.

$36,050.00

$830.00
$2,700.00
$3,000.00

$300.00

$475.00

$200.00

$1,000.00
$44,555.00
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Trial Balance
June 2019

Account Name

Cheque Account

Trade Debtors

Less Prov'n for Doubtful Debts
Inventory

Prepaid Expenses

Accrued Income

Shop Fittings at Cost

Shop Fittings Accum Dep
Office Equipment at Cost
Office Equipment Accum Depn
Delivery Van at Cost
Delivery Van Accum Depn
Visa

Trade Creditors

GST Collected

GST Paid

Accrued Expenses

Revenue Received in Advance
Bank Loans

Owner's Capital

Sales Drivers Uniform

Sales Cleaners Uniform
Sales Nurses Uniform
Qverdue Fee

Purchases Drivers Uniform
Purchases Cleaners Uniform
Purchases Nurses Uniform
Depreciation Expense
Insurance
Shrinkage/Spoilage

Gas

Electricity

Water

Interest Income

Rent Income

Total:

This report includes Year-End Adjustments.

Page 1 of 1

Debit

$0.00
$0.00
$0.00
$300.00
$200.00
$0.00

$0.00

$32,868.18

$3,181.82

$0.00
$0.00
$0.00
$6,530.00

$0.00
$50.00
$350.00
$75.00

$1,000.00
$44,555.00

My Style Uniforms Pty Ltd
Student Name

Credit

$36,050.00

$830.00
$2,700.00

$3,000.00
$0.00
$0.00
$0.00

$475.00
$1,000.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$300.00

$200.00

$44,555.00

ABN: 71 330 782 917

YTD Debit

$58,438.50
$7,716.50

$8,600.00
$900.00
$200.00
$8,300.00

$27,000.00

$32,868.18

$4,056.82

$3,000.00
$2,300.00
$1,400.00
$6,530.00
$2,000.00

$245.00
$1,550.00
$2,350.00

$575.00

$168,030.00

YTD Credit

$100.00

$2,330.00
$11,700.00

$3,000.00

$250.00
$9,625.00
$1,023.00

$475.00
$1,000.00
$65,000.00
$55,830.00
$4,900.00
$3,335.00
$2,240.00
$22.00

$1,200.00
$6,000.00
$168,030.00
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Balance Sheet
As of June 2019

Assets
Current Assets
Cash On Hand
Chegue Account

$58,438.50

My Style Uniforms Pty Ltd

Student Name

ABN: 71 330 782 917

Total Cash On Hand

$58,438.50

Trade Debtors
Less Prov'n for Doubtful Debts
Inventory

$7,716.50
-$100.00
$8,600.00

Total Current Assets

$74,655.00

Other Assets
Prepaid Expenses
Accrued Income

$900.00
$200.00

Total Other Assets

$1,100.00

Fixed Assets
Shop Fittings
Shop Fittings at Cost
Shop Fittings Accum Dep

$8,300.00
-$2,330.00

‘ Total Shop Fittings

$5,970.00

Office Equipment
Office Equipment at Cost
Office Equipment Accum Depn

$27,000.00
-$11,700.00

‘ Total Office Equipment

$15,300.00

Delivery Van
Delivery Van at Cost
Delivery Van Accum Depn

$32,868.18
-$3,000.00

‘ Total Delivery Van

$29,868.18

Total Fixed Assets

$51,138.18

Total Assets

$126,893.18

Liabilities
Current Liabilities
Credit Cards
Visa

$250.00

Total Credit Cards

$250.00

Trade Creditors

GST Liabilities
GST Collected
GST Paid

$1,023.00
-$4,056.82

$9,625.00

[ Total GST Liabilities

-$3,033.82

Other Current Liabilities
Accrued Expenses
Revenue Received in Advance

$475.00
$1,000.00

‘ Total Other Current Liabilities

$1,475.00

Total Current Liabilities

$8,316.18

Long-Term Liabilities
Bank Loans

$65,000.00

Total Long-Term Liabilities

$65,000.00

Total Liabilities

$73,316.18

Net Assets

$53,577.00

This report includes Year-End Adjustments.

Page 1 of 2
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Created: 27/03/2019 4:52 PM My Style Uniforms Pty Ltd

Student Name
Balance Sheet

As of June 2019 ABN: 71 330 782 917

Equity
Owner's Equity
Owner's Capital $55,830.00

Total Owner's Equity $55,830.00

Current Year Earnings -$2,253.00

Total Equity $53,577.00

This report includes Year-End Adjustments.

Page 2 of 2
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GST [Detail - Accrual]

My Style Uniforms Pty Ltd

Student Name

ABN: 71 330 782 917

June 2019

Date ID No. Name Rate Sale Value Purchase Value Tax Collected Tax Paid

CAP  Capital Acquisitions
1/06/2019 1260 Erina Car Yard 10.00% $35,000.00 $3,181.82
Total: $0.00 $35,000.00 $0.00 $3,181.82

N-T Not Reportable

1/06/2019 1260 Erina Car Yard 0.00% $1,050.00 $0.00
Total: $0.00 $1,050.00 $0.00 $0.00
Grand Total: $0.00 $3,181.82

This report includes Year-End Adjustments.

Page 1 of 1




image28.jpeg
Created: 9/04/2019 2:07 PM

Card List [Detail]

Name:

Card ID:
First Address:

Price Level:
Billing Rate:
Cost per Hr:
Payment Due:
Due Days/Date:
Finance Charge:
Credit Limit:

Volume Discount:

ABN.:

Street:

City:

State:
Postcode:
Phone No. 1:

Erina Car Yard

*None

584 Mitchell Street
ERINA

NSW

2250

02 4326 5412

Base Selling Price
0.000000

0.000000

Day of Month after EOM
30th after EOM

0

$0.00

0

78 987 321 458

My Style Uniforms Pty Ltd
Student Name

ABN: 71 330 782 917

Type: Supplier
Balance: $0.00
Currency: $

Inv/PO Type: No Default

Discount Days/Date:

1st after EOM

Prompt Payment Discount: 0

Terms:

Net 30th after EOM

Freight TaxCode: GST
TaxCode: GST
Status: Active

Page 1 of 1
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PARTS MANIA SAM’S AUTOMOTIVES

124 Best Street 854 Baylis Street Phone: 02 6922 0000
WAGGA WAGGA NSW 2650 WAGGA WAGGA NSW 2650 Fax: 02 6922 1000
ABN 72 689 986 133 Email: sam@email.com.au

Phone: 02 6922 5555
Fax: 02 6922 5556

TAX INVOICE 560 PURCHASE ORDER 205

ABN 56 134 921 685 14/04/2019
Sam’s Automotives —_—_— Parts Mania
854/Baylisistrest Order No: 205 TO: | 124 Best Street DATE: 11/4/201.9
WAGGA WAGGA NSW 2650 ” ) ) )
Quantity | Description Unit Price Total WAGGA WAGGA NSW 2650
10 ALA7S A!r F!lters 2100} 210,00 QUANTITY | DESCRIPTION UNIT PRICE TOTAL
10 A1358 Air Filters 21.00( 210.00
10 Air Filters — A1475 21.00 210.00
10 Air Filters — A1358 21.00 210.00
Total: | 420.00
The total price includes GST of: 38.18
Terms of Trade:
No claims accepted after 10 days
Terms of Trade
2.5%, 14, Net EOM 21 42000
Matches Order |Z Yes l:‘ No Authorised By: Signature:
Authorised By: Charlie Brady
g Sam Knowles & Hnoiss
Signed: Chartie Brady

Account Number:-
GST Code:!
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UPER AUTOS SAM’S AUTOMOTIVES

ABN 12 655 193 821
Phone: 02 6922 5544 195 Gurwood Street

854 Baylis Street
WAGGA WAGGA NSW 2650 Phone: 02 6922 0000

Fax: 02 6922 4455 WAGGA WAGGA NSW 2650 ABN 72 689 986 133 Fax: 02 6922 1000
Email: sam@email.com.au

PURCHASE ORDER 206

TAX INVOICE 872

19/4/2019
Sam’s Automotives Purch
854 Baylis Street e 206
WAGGA WAGGA NSW 2650 I8k 0
Quantity Description Unit Price Total L _____
4 Front Brake Pads — DB1108 48.00 192.00 QUANTITY | DESCRIPTION UNIT PRICE TOTAL
4 Rear Brake Pads — DB1109 48.00 192.00
4 Front brake pads — DB1108 48.00 192.00
4 Rear brake pads - DB1109 48.00 192.00
Invoice Total: 384.00
The total price includes GST of: 34.91
Terms of Trade
Net EOM 14
Matches Order & Yes I:‘ No 384.00
Authorised By: Charlie Brady
Signed: Charte Brady
Account Number:- | )
GST Code: -— Sam Knowles & Hnohs
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ABC ACCOUNTING CO

ABN 68 165 928 681

598 Macauley Street

ALBURY NSW 2640

Phone: 02 6041 1000

Fax: 02 6041 1100

TAX INVOICE 990

Sam’s Automotives

854 Baylis Street (F:J(r’cha':e. 207
WAGGA WAGGA NSW 2650 rder Mo
19/4/2019
Prepare and lodge March Quarter BAS $250.00
Preparation of 2020 Budget $700.00

Invoice Total

$950.00

Includes GST of: $86.36

Terms of Trade
Net EOM

Matches Order |z Yes |:| No

Authorised By: Charlie Brady

Signed: Charte Brady

Account Number:-

GST Code:

SAM’S AUTOMOTIVES

854 Baylis Street Phone: 02 6922 0000
WAGGA WAGGA NSW 2650 Fax: 02 6922 1000
ABN 72 689 986 133 Email: sam@email.com.au

PURCHASE ORDER 207

QUANTITY | DESCRIPTION UNIT PRICE TOTAL
March Quarter BAS 250.00
2020 Budget Preparation 700.00
aso.00
Sam Knowles & fowles
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Changing a transaction

MYOB AccountRight ~ > Transactions ~ > Changing or deleting a transaction ~ > Changing a transaction

Most transactions can be changed (such as the amount of items sold on an invoice, the
quantity purchased or the account allocated on a journal).

Before changing a transaction, note the following:

You need to set your preference to allow transactions to be changed You can only change a
transaction if your security preferences allow transactions to be changed. A changeable
transaction is identified by a blue zoom arrow © next to it. To make your transactions
changeable, deselect the Transactions CAN'T be Changed; They Must be reversed option on

the Security tab view of the Preferences window. If your user role allows you to change
preferences, you can change this option at any time.

(& Prompt for Data Backup When Closing

Some transactions cannot be changed You cannot change:

« arefund cheque, Transfer Money transaction, or a bank deposit once it has been
recorded. You can only delete or reverse these transactions. For more information, see
Reversing a transaction.

« transactions recorded in a closed financial year. There might be times when you need to
enter adjustments for the last financial yea

If you've already closed that year

ou can
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Supplier Ledger

Sam's Automotive
add Student Name

September 2019 ABN: 78 303 458 861
Email: ssam@email.com.au
Date Src 1D No. Memo Transaction Amount Balance
Avery Autocare *None $710.00
Avery Autocare
1/09/2019 CcD 65 15 Peel Street -$450.00 $260.00
TAMWORTH NSW 2340
4/09/2019 PJ 00000200 Purchase; Avery Autocare $1,430.00 $1,690.00
8/09/2019 P) 00000200 Purchase; Avery Autocare -$45.00 $1,645.00
8/09/2019 PJ PJO000O1 Avery Autocare: Debit from 01 $0.00 $1,645.00
14/09/2019 PJ 00000202 Purchase; Avery Autocare $2,625.00 $4,270.00
Avery Autocare
25/09/2019 CD 66 15 Peel Street -$260.00 $4,010.00
TAMWORTH NSW 2340
Total: $3,300.00 $4,010.00

Page 1 of 1
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