How to “Mind Your Own Business” - With M.Y.O.B.

MYOB is an Australian made computer accounting application that is mainly intended
for business use. Its wide use in Australian businesses means that it is useful to become
familiar with its operation.

MYOB TE Version 13
Accounting

Welcome to MYOB Accounting

When you begin MYOB, a screen like the one above may appear. Click OK to continue
to the start-up screen shown below.

Q}' Welcome to MYOB Accounting

(MYOB,

Open

your company file

Create

new company file

Explore

the sample company

What's New

in this version

Exit

./ MYOB Accounting Accou nting V1 3

If you are using MY OB for the first time you need to create a new data file to store the
information about your business. Click the Create button to begin setting up a data file.
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{5 New Company File Assistant

‘Wwelcome to the MYDB Hew Company File Assistant
F 3o cradie an AFFEE Aocomting comnae G

The Mew Campany File Azzigtant iz designed ta get you up and running in
minutes.

Introduction 4

Company Infarmation € To create a company file, all you have toldo iz zimply tell us about your
company, ahswer a few questions regarding your accounting vear, and
Accounting Infarmation 4 choose your accounts izt

Accounts Ligh G

C Eil For more detailed infarmation, please click Help, which iz lozated in the
A biottarn left hand cormer.
Concluzsion &

Click the Mext button to continue.

? -

The new data file assistant assists you with the process of setting up a new data file. Click
Next to continue.

{5 New Company File Assistant

Enter information about your company
iy painemadion &2 qoiinal

Introduction & Compary Mame: EGEST

Company Information # Address: 20 Shing St
K.algoorlie 'wa, G430

Accounting Infarmation £

& ks List
gl e FIIS 2 Phome Number:
Company File
s Fax Mumber:

Canclusion
- E-mail Address:

—

The next few steps allow you to enter some general information about the business. This
information is used for a variety of purposes, such as placing your business details at the
top of printed invoices.

Enter the following details in this screen and click Next to continue.
Company Name EGBST

Address 20 Shiny St
Kalgoorlie WA 6430
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Make sure the current financial year is set to the current year (e.g. June 2005).
Change the conversion month to July and click Next to continue.
Leave the number of accounting periods as twelve and click Next to continue.

{5 New Company File Assistant

Please confirm your accounting information
FAw aviamalin) ot He chapmad onee Bhe company b e baon
BE

“r'our financial pear iz July 1, 2004 to June 30, 2005.

Intraduction £ “t'ou have zelected twelve accounting periods per financial year.

Company Infarmation 4
Accounting Information @

Aceounts Listo Y'our converzion month iz July 1, 2004,

Company Fils & “Y'ou will not be able to enter any transactions before this date.

Concluzsion &

It arw of this information iz incomect, click the Back button to change it.

If this infarmation is correct, please click the Mewt button to continue.

The next step allows you to check what has been entered. Check your entries and click
Next to continue.

Build your accounts list

Every company file requires an accounts list. You may either select one of
ours, of you can use your own, How would vou like to build your accounts
i [

Introduction & lst?
Select the option that most fits your needs.

Company Infarmation 4

Aecaunting Information € & | would like to gtart with one of the lists provided by MYOB Accounting.

seeniniel e | would like to jmport a list of accounts provided by my accountant after
Company File & I'm done creating my company file.

Conclusion & | would like to build my own accounts list once | begin using MY 0B,

Mo matter which selection you choose, you will be able to add or delste
accounts later.

T—

Cancel

In this step you specify where your list of accounts will come from. If you choose the
first option, you will be asked what type of business you have as shown in the following
example. The type of business you choose will determine what kind of accounts will be
created automatically for you. The second option allows you to import a list of accounts
that have been prepared previously. The third option allows you to create your own list of
accounts from scratch. Choose the first option and click Next to continue to the screen
shown below.
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£ New Company File Assistant

Select pour accounts list

To help you decide which accounts list to choose, first tell us the industry
classification of your business.

Inkraduction & |ndustry Classification: | Fetail
Mow, select the type of buzsiness that most clozely matches pours.
Type of Business: | Jewelen Store

Cormpany | nformation g
Accounting |nformation g

Accountz List @ Accounts List
2 1-0000 Assets
BRI 1-1000  Current Assets
Conclusion ¢ 1-1100 Cash On Hand
11110 Cheque Account
11120 Payroll Chegue Account
11120 Cazh Drawer
1-1140 Petty Cazh

Prirt | Click Print to print the Accounts List displayed.
7

—

You can now specify what type of business you have. This choice will determine what
kind of accounts will be created for you to begin with. For instance, if you choose a
farming business, your data file will have accounts that may not be relevant to other types
of businesses. Select Retail and Jewellery Store as above and click Next to continue.

£ New Company File Assistant

Create your company file

rour new company file will autormatically be named the zame ag pour compary
name. This file will be saved in the same location as your Accounting

Introduction & piogram.

Company Infomation & C:\Proram Files\MYOB1 NEGEST dat
Accounting |nformation g

Accounts List g
Company File ¢

Conclusion Cr e | Click Change if you would like to edit the name or location of
= paur new Accounting company file.

Click the Mest buttor to create your company file.

—

Cancel

You will now need to specify where your data file will be stored and what the filename
will be. Click the Change button to change the location your data file will be saved in.
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Savein: Ibﬂ?Compmerﬂccouming j =] |‘j< -

My Recent
Documents

Desktop

My Documents
My.Cornputer

-

_ 2 EGBST.DAT

Iy Network File name:
Places

Save as type:

|EGBST.dat = Save |
=

[MYCB Data (".DAT) Cancel a|

Use the Save In: list to select the drive you are going to save your data file on (e.g. a

folder on your H drive).

For the filename, enter EGBST and click Save. When you return to the main File
Assistant window, click Next to continue. Your new data file will be created with the
standard accounts for your specified business type included.

Q New Company File Assistant

Introduction &

Cormpany | nformation g
Accounting |nformation g
Accounts List g
Company File @

Conclusion &

7

Help F1

© Stephen O’Neil 2005

Congratulations!
Fhaend pows v focaniens an MRS covdamas

That's all there iz ta il Your company file has been created.

Click Setup Azsistant if pou would like ta
continue further customising pour Accounting
campany file.

Click. Command Centre if you want ta jurmp

Command Centre right in and begin entering tranzactions.

——
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The final step in the assistant allows you to choose whether or not you want any
additional help with setting up your data file. If you click, Setup Assistant, you will be
taken to the screen shown below. If you don’t do it now, you can do it later by going to
the Setup menu and choosing Easy Setup Assistant. Click Setup Assistant now.

{} Easy Setup Assistant

Set Up MYOB

To begin setting up & particular section of MYOE. click the button below that represents the
section pou want bo set up,

Wi

Cusztomizse Accounts Purchazes Payrall

The customize section allows you to modify some of the general settings, such as
whether or not MY OB will automatically create a backup copy of your data file when
you work. Leave these options as they are for now.

The accounts section lets you specify what ledger accounts will be used for your
business. The ledger accounts that are created to begin with will vary depending on what
type of business you selected earlier. Click Accounts, read the introduction and then click
Next, to proceed to the account listing.

&) Accounts Easy Setup Assistant

Set up the Accounts List to meet your business needs

The Accounts List pou selected when creating pour company file iz shown below.
‘Y'ou can modify the list to better match the wayp your business operates.

If you like, you can create new accounts, edit or delete existing accounts. 1f you

Introduction @ have an existing Accounts List, pou can import those accounts, as well

Accounts List @ Accounts List
1-0000 Assels
1-1000 Current Assets
1-1100 Cash On Hand

11110 Cheque Account
11120 Fayroll Chegue Account
11130 Cash Drawer
11140 Petty Cash
11160 Undeposzited Funds
11190 Electronic Clearing Account

Opening Balances &

Conclusion &

Laannn040n

Edit | Delete | mport

Help F1
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Notice that the accounts are all placed in categories and numbered accordingly. For
example, all asset accounts have numbers beginning with 1 and all expense accounts have
numbers beginning with 6. These account numbers are similar to the folio numbers used
in paper based systems and can be used to identify the account a particular transaction
was recorded in. From this screen you can add, modify or remove accounts to make the
account listing suit your particular business.

Scroll down the list of accounts until you see Diners Club in the Liabilities Section. Click
in this account and then click the Delete button. Repeat to delete the following accounts.

MasterCard Luxury Car Tax Payable Cooperative Adv Allowance

You can also add additional accounts. Click New and complete the new account details
as shown below.

-@ Edit Accounts
Account |nformation
{” Header ccount [Mon-Postable) [ Inactive Account
" [Detail Account [Postable]

Account Classification. Expense
Account Number: & - | 4800
Account Mame: |Intemet Connection|
Opening Balance: ’530007
Current Balance ©»: $0.00
Tax Code o3 m Mot Reportable

Linked Account for - : Unlinked

Click oK to add the new account when the details are completed. You will be returned to
the accounts list.
Click Next to continue.
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From here you can specify what the opening balance of each account should be from the
time you begin using MYOB.

Enter the balances listed below for each account

ChEOUE ACCOUNT ...ttt ittt ettt ettt ettt et e et et e e be et et e te st e b ebe st e b ebe st e b ebe st essebesresseresrens $32,650
L0 1 LTI - TSRS $450
THAAE DEDEOIS ...ttt et ettt bbbt r et e bt et e et b et et $1,040
Provision for DOUDFUL DEDLS ........ciiiiiiiieiie et $200
MErChandiSe INVENTOMY .......ecuveieieie e ettt re e e s e sn e et srenes $6,240
PrEPaId INSUFANCE ... .veveiteiiiete ettt ettt sttt sttt e st se et e ettt et ebe e snens $640
BlAQS & IMPIOVEMENTS. ......cuiiiiiiitiieieetereeee ettt b et b e et sb et sre e $32,254
FUPNITUIE & FIXTUIES ...veviecve ettt ettt ettt ettt et aa et et sbebe st esbebeseessebe st enseaeseenis $6,200
Furniture & Fixtures accumulated depreCiation ... $2,300
OFfiCE EQUIPIMENT ... .viviiciie ettt ettt sr bbb n et es $4,820
Office Equipment accumulated depreCiation............ccccvieiieieeiicie i $920
WOIKSNOP EQUIPIMENT ......viiitiiieicie ettt ettt te st saebe bt ebesbe s ebesbe e ebesbeneetins $520
Workshop Equipment accumulated depreciation ..........cccccceveiiie i sesieeie e $200
BANKCAIT. ...ttt bbbttt b bbbt bbb s $3,940
BT PSP S PSPPI RPN $7,430
THAAE CrEUITOrS. .. vttt et b et b et b et b et et b et bbb e $1,200
[T g1 0T $17,200
L@ 1T G = o - | SRS $25,079
OWNET DIAWINGS. ...cvvevitistetistiietestestese sttt st et saste b e sasbe s e s e e be b e s s e te b essebe st ensabe st essabesbe st asestensatesans $4,200

When we have entered the opening balances for all of the above Asset, Liability and
Owners Equity accounts, the amount left to be allocated should equal 0 (because of the
accounting equation of course!).

When each of the account balances are entered, click Next and then click Close to return
to the Setup Assistant.
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Click on the Sales button to open the Sales Setup Assistant.

& Sales Easy Setup Assistant

Introduction §
Layaut ¢

Selling Detals O

Tax Codez O

Payment {nfoimation &
Linked Accounts &
Customer Cards &
Historical 5 ales ¢

Conclusion &

This assistant can be used to set up information about Sales for your business, such as
what your invoices will look like and who some of your customers are. Read the

Welcome to the Sales Eazy Setup Aszsigtant

The Sales Eazy Setup Assistant will help pou zat up pour customers and sales
infarmation,

Thiz Azzistant allows you ta build your customer list and add historical zales for
those individuals.

Y'ou can also select a sale layout, and decide on seling details and payment
information that will be azzigned to each of pour customers. You can always
change this information for specific customers later.

Tomake zure that all your customer payments are recorded in the corect
account, you can review the account used to rack the money pou receive
fram cugtomers. ou can choose another account, if necessary.

If pou need additional assistance when completing any step in this Assistant,
click Help far mare infarmation.

introduction in the Sales Setup Assistant and click on Next.

& Sales Easy Setup Assistant

Introduction @
Layout §

Seling Detals O

Tay Codez O

Fayment | nfarmation &
Linked Accounts €
Customer Cards &
Historical 5 ales &

Conclusion &

Choosze zale layout

MYOB offers different sale lapouts. Select the lapout that pou expect o uze
most often; it will be assigned to all new customer cards.

Chaoose Your Default 5 ales Layout:

Mo Default

Usze the [tem layout when pou
ST want to sell something from
® b your Iterns List,

" Service

" Profeszional

" Time Biling

" Miscellaneous

Select Item for the sales layout and click Next.

Leave the Selling Details unchanged and click Next.

Leave the Tax Codes as they are and click Next.

Leave the Payment Information options as they are and click Next.
Leave the Linked Accounts options as they are and click Next.

© Stephen O’Neil 2005
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The next step allows you to enter information about some customers. This can be useful
when you have frequent sales for the same customers and don’t want to re-enter their
details repeatedly on documents such as invoices.

& Sales Easy Setup Assistant

Build your customer list

Before entering your sales, you need to set up your customer list.

Introduction g Click Mew ta create a customer record. Enter ag little or as much information
Layout @ as you want. The choice is yours.

Selling Details @ “f'ou can also edit or delete existing cards and import customer cards inta your
Tax Codes & I
Payment Information g
Linked Accounts &
Customer Cards @
Historical 5 ales ¢

Conclusion &

7

Help F1

Click New to enter a customer record. One of the first steps is to choose whether the
customer record is for a company or an individual. Change Designation to Individual and
then enter the details shown below.

Q Card Information

Profile Card Details Selling Details Payment Details Contact Log History

A/R Balance o $0.00
Card Type:| Customer =] Designation: | Individual = [™ Inactive Card

Last Mame: | Pryce FirstName:|F|uhy
Card ID: | *Mone

Location: LAddress 1. Bill Ta
&ddress: {41 Fed 5t Phonet: [[UB] 9091 1111

Phonef2:
City: | K.algoarlie: Phone#3:

State: | Wwid | Postcode: | 6430 By

Country: | Australia

E-mail;
‘Website:

Salutation:

Contact:

te Print | 1 Letter = E-mail | . ‘website

Help F1 MHew

Click ok when the details are entered.
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Repeat to enter the customers shown below.

Company Wacky Weddings 4 Wacky St (08) 9091 2222
Kalgoorlie WA 6430

Individual O.P.Tin 86 Miner St (08) 9091 3333
Kalgoorlie WA 6430

Individual F Baggins 1 Bagshot Row
Hobbiton WA 6999

Company Web Rings 46 Worldwide St (08) 9091 4444
Kalgoorlie WA 6430

& Sales Easy Setup Assistant

Introduction @

Layout &

Selling Details g

Tax Codes @

FPayment Infarmation @
Linked Accounts @
Customer Cards @
Historical S ales &

Conclusion &

?

Help F1

Build your customer list

Before entering your zales, you need to zet up vour customer list.

Click Mew ta create a customer record. Enter as little or az much information
as you want. The choice is yours.

'ou can alza edit or delete existing cards and import customer cards into your

Cuztomer List

£ ‘wackp Weddings
= web Rings

When the customers have been entered, click Next to continue.
Our Accounts Receivable (Debtors) account has an opening balance of $1040. In the
Historical Sales section, we can enter details of the sales which that balance comes from.

& Sales Easy Setup Assistant

Introduction @

Layaut g

Selling Details @

Tax Codes @

Payment Information g
Linked Accounts &
Cusztorner Cards @
Hiztorical Sales ¢

Conclusion &

© Stephen O’Neil 2005

Enter hiztorical zales for your customers

Historical zales are the zales that haven't been paid in full 8z of the first day of
wour conversion month which is 1/07/2004,

Thiz would reprezent your open receivables.

Customer Iraice Mumber Amount Due

=

Total Sales =
Total Linked Receivables Account Balance =
Clut of Balance Amaunt =

Edisde |

AddSae |

]
$1.040.00
-$1.040.00

Delete Sale |

Page 11 of 23
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Click on the Add Sale button.

£ Historical Sale

Hiztarical 5 ale

Cusztomer Name: §|| Balance:
Terms
Invoice #:
Date:
Customer PO #:
M erna:

Tatal Including Tax: Tax Code:

7

Help F1

Click on the arrow next to Customer Name. The list of customers you entered earlier will
appear (if the customer you are entering a sale record for is not in this list, you can add
new ones from here). If you want to skip bringing up this list, you can enter the first
couple of letters of a customer’s name and their name will appear in the Customer field.

£ select from List

| Loak. far: | “Web Rings |

Baggins, F $0.00 - |
Pryce, Ruby $0.00
Tin, 0. P. $0.00
Wwacky Weddings $0.00

‘w'eb Rings

=]

Usze Custamer I

7

Help F1

MNew

&

Eagy-Add

Cancel |

Select Web Rings and then click Use Customer (you can also double-click the name of
the customer).
Enter the details shown on the following page (remember to set the Tax Code to GST)
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£ Historical Sale

Hiztarical 5 ale

Cusztomer Name: |Web Rings §|| Balance: $0.00
Termns & Met 30th after EOM
Invoice #: | 00000001

Date: | 12/09/2004
Customer PO #:

M erna: | Pre-conversion sale

Total Including Tax: | $500.00 Tax Code: | GST =l Tarn o $45.45

Click Record to record the sale. The sales record we have entered makes up $500 of the
$1040 Accounts Receivable balance. The remaining $540 is shown as an Out of Balance
amount.

Enter the following additional sales (change the dates to last month).

O.P.Tin 14/09/2004  $120
Ruby Pryce 15/09/2004 $175
Web Rings  16/09/2004 $245

After the last one has been entered, and there is no more out of balance amount to be
allocated, a message like the one below will appear.

Il MYOB Accounting X

Congratulations!
8y -
“'our total outstanding invoices equal the balance of your

linked receivables account.

“t'ou're ready to use the Sales Command Centrel

Click oK to close the message and click on Next and then Close to complete the Sales
Setup Assistant.

© Stephen O’Neil 2005 Page 13 of 23 http://lwww.oneil.com.au/pc/



The purchases setup assistant works in a similar way to the Sales setup assistant. Click
Purchases to commence the assistant. Read the introduction and click Next to move to
the second step. Choose Item for the invoice type and click Next. Click Next several times
until you reach step 7 (Supplier List). Suppliers are added in the same way that you add
customers. Add the following Suppliers to your list.

Company Broadarrow Mining 53 Downtown St (08) 9091 6666
International Broadarrow WA 6430
Company Tiny Tools Pty Ltd 1 Small St (08) 9091 7777

Kalgoorlie WA 6430

Click Next and enter the following past transaction details (change the dates to last
month).

Broadarrow Mining International ~ 6/09/04 $840
Tiny Tools Pty Ltd 12/09/04  $360

Once again you will be congratulated on your incredible accounting skills. Click oK, then
Next and Close to close the assistant. Click Close to close the assistant options and go to
your main MYOB window.

I MYOB Accounting .:

\12 Congratulations!
“t'our tatal outstanding purchazes equal the balance of your
linked payables account.

“rou're ready to uge the Purchagzes Command Centrel
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Entering Sales Transactions

To enter transactions in to your accounts, make sure your data file is open in MYOB and
that the Command Centre appears as below.

f,;l EGBST - Command Centre

NYos: CARD FILE
1@ ,E\_%&_,
Accounts Banking Sales Time Biiling. Purchazes Paproll Inwenton Card File
Contact Log
&
Frint Mailing Labels
&
Create Personalised Letters

To Do List w Find Transactions Reports Analysis w

—== Click the sales button along the top to go to the sales section of the command
centre.
s# Click on Enter Sales to open a new blank sales record.

{,} Sales - New Service

IMVOICE =]
Customer ,§j| Tems W TaxInclusive

Ship ta ; Invoice #:
Cate:
Customer PO #:

Account Name Amount

Salesperson Subtatal:
Commet: Freight:

Ship Via: Tax
Promized Date: Tatal Amount:

Journal Mema: Paid Today:

Referral Source: Payment Methad:

Balance Due:

IJ Sawve Recuring | Gb’ Use Recurring | i Hemburse

7 | sy
Help F1 F'nnt Send To Journal La_l,lout Heglster

Click the arrow next to Customer to display the Customer list.
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£ Select from List X

| Loak. far: | |
Fryce, Ruby $1 ?
Tin, 0. P. $120.00
‘Wacky Weddings: $0.00
‘wheb Rings $745.00

? Q Usze Custormer I

HelpF1 | Mew | Easpddd Cancel |

z For this sales record we will enter a new customer. Click the New button to add a
uew | New customer and enter the following details.

Individual Patrick Hannan 1 Hannan St (08) 9091 9999
Kalgoorlie WA 6430

When the new customer details have been added, click OK to return to the Customer List
window. Make sure the new customer is selected and click Use Customer to return to the
Sales window, which should look like the one below.

{;j Sales - New Ttem

IMVOICE =
Custorner o Emm@ Fl| Temnz o Met 30th after EOM ¥ TasInclusive

Shipto [=]: |Patrick Hannan Invoice #: 00000005
1 Hannan 5t -
|Kalgoorlie Wi 65430 Date: |16/03/2004

| Cugtomer PO #:
Ship  Backorder Item Mumber Description Price  DiscZ

Salesperson = Subtotal: $0.00
Camment: Freight: $0.00

Ship Via: = Tax o $0.00
Promized Date: Tatal Amount: $0.00

Jourmal Mema: | Sale: Harnan, Patrick Paid Today: $0.00

Referral S ource: Eﬂ Payment Method: | Cash § Details... I

[~ Already Printed or Sent Balance Due: $0.00
(B) Save Fecuring | GBJ Use Recurring | i Hemburse

HelD F
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In the ship column enter 5 and press tab on the keyboard twice to move to the item #
column. Press tab again and the Item list will appear. We haven’t yet entered any items in
to the list of items for sale so we will enter some now. Click the New button. Complete
the Item information box with the following first item listed below. When that is done,
repeat to enter details for the second item (The Price is under the Selling Details tab as
shown).

{[}' Item Information

FPrafile Buying Detailz Selling Details
h01 Digital Watch

Selling Unit of Measure: Inclusive/Exclusive: [ Prices are Tax nclusive

Calculate Sales Tax on: | Actual Sellng Price ]

Item# Name Sell/Buy Income Account Price
501 Digital Watch | Sell This Item  Jewellery Sales $125
502 Emerald Ear Rings | Sell This Item  Jewellery Sales $230

When these are entered, you should be returned to the Sales Item screen shown above. In
the Item # column enter 501 and press tab. The other item details will be entered for you.
In the next line, enter 2 for the ship amount and 502 for the item number. Click Record to
complete the entry of this transaction. When the transaction has been recorded, a new
blank transaction will appear. Click Cancel to close the new item window.

E_-l Sales - New Item

INVOICE |+
Customer 5 |Hannan, Patrick EJ—| Tems 5»: Met 30th after EOM [V TaxInclusive

Shipto =l Patick Hannan Irvoice | 00000005
1 Hannan 5t
Kalgoorlie w6430 Date: |16/03/2004

Custarner PO #:
Ship  Backorder Item Mumber Description Frice Disc%  Total Job Tan
. |Digital Watch
&IEmerald E ar Rings

Salesperson = Subtotal: $1.193.50
Comment: Freight: $0.00

Ship Via: = Tax o $108.50
Pramiged Date: Tatal Amount: $1,193.50

Joumal Memo: | Sale: Hannan, Patrick Paid Today: | $0.00

HeferralSource:l E” Payment Method: | Cash = Details... I

I~ Already Printed or Sent Balance Due: $1.193.50

() Save Fecuring | CQJJ Usze Recurring i, Reimburse |

? [ W &0 G
Help F1 Print SendTa | Journal Layout Register
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Printing Invoices
Make sure you are still in the Sales section of the Command Centre. Click Print Invoices.
Change Form Layout to Item and make sure Unprinted or Unsent Sales Only is selected.

Jg,} Forms Selaction X

Form Lapout: | Itern hafl
Sale Status: ,m
[¥ Unprinted or Unsent Sales Only
™ Sales Dated From | to |
™ Irmvoice Numbers Betwesn | and |
Selected Form for Sale: | Pre-Frinted |nvoice =

=z
?f Frint Alignment Farm | Customise Cancel | ] I

Help F1

Click OK to go to the Review Invoices Screen.

l;‘j Review Sales Before Printing

Caopies of Each Selected Sale

Packing Slips per Sale

0 Labels per Sale

Invoicett Date Customer Amount

o 00000005 16/09/2004  Harnan, Patrick $1.19350

-

7 -

Help F1

Make sure there is a tick next to the transaction you entered earlier. When you click the
Print button, you will be able to select your printer before printing an invoice. Click
Cancel if you don’t want to print right now.
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Adding Transactions in the Journal

The journal section of MYBO can be used to make journal entries like the ones m
seen in a general journal. From the Command Centre screen, click the Account
button. To add a new transaction to an account, click Record Journal Entry.

HAccounts

{;} Record Journal Entry

Dizplay in GST [BAS] reparts as: © Sals (Supply)
€ Purchase [Sequisiion) I~ Taxlncluzive

General Journal #: | GJ00000T

bR 77052004

Merma: |

Credit

TotslDebit|  $000
Tatal Credit; $0.00
Tax ’735000

Out of Balance:’iiﬁﬂ.ﬂﬂ

(1) Save Recuring | @ Use Recuring |

Help F1

Click in the Account column and then click on the arrow icon that appears®!. This will
open the accounts list (You can also type the first few letters of the account you want to
use). The accounts are in order of account type with expenses near the bottom of the list.

{4 Select from List

Look far: | el

Office Supplies Expense ;I

Other Employer Expenses Experise

Postage Expensze

Printing Experize

Fient Experize

Shrinkage/S poilage Expense

Staff Amenities Experize

Store Supplies Expensze

Superannuation Expense

Telephone

“w'ages & Salaries Expensze

W ater Experize

“workers' Compenzation Expenze

Interest Income Other Income

Income Tax Expense Other Expense _I

Interest Expenze Other Expensze -
7 al Use Account I
7 s

Help F1 Hew Cancel |

Scroll down until you can see the Telephone account and select it to return to the Record
Journal Entry window.
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Complete the rest of the journal entry form so it looks like the example below.

{‘j Record Journal Entry

Display in GST [BAS] reports as: € Sale [Supply]
% Puchase [Acouisiion)

General Journal #: | GJOO000T

Drate: [17/09/2004

Memo: [

Account Credit
T elephons
Cheque Account

I~ Taslnclusive

Memo

Tatal Deit:| $540.00

Tatal Credit: $540.00

Taw o £0.00

Out of Balance: $0.00

| (&) Lise Recuring |

(1) Sayve Recuring

HEID Fi

Click Record to record the transaction and then enter the following additional journal

transactions.

Postage - Debit $54, Visa — Credit $54
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Adding Cash Transactions

From the Command Centre screen, click the Banking button, then click on the Gq.,gj‘ -
Spend Money button. -

Banking

ﬂ}' Spend Money

{* Pay fiom Account: lCheque Account .Elj Balance & $2.726.00
" Group with Electronic Papments: V¥ TaxInclusive

Card :| §—| Chegue No.: |1
Payee |=|: Date:[m—
Amaunt;

Mern: | EGRET

Account Name Amatint Jal Memo

Tatal Allocated: | $0.00

Taw $0.00

Total Paid; $0.00

I™ Already Printed Out of Balance: $0.00
IJ Save Recuring () Use Recuring

? |
Help F1 F'nnt Joumal Heglster

Make sure Pay from Account is selected and then click on the arrow icon =l next to
Cheque Account to display the list of accounts you can pay from.

{4 Select from List

Look far: | Caszh Drawer
LCash Drawer
Cheque Account Agset
Electronic Clearing Accaount Aszzet
FPaproll Cheque Account Aszzet
Petty Cazh Azzet
Undeposited Funds Aszet
B ankcard Lishility
Diners Club Liability
MasterCard Liability
Wiza Liahility
'I) Use Account I
/4
Help F1 Cancel |

Choose cash Drawer from the list of accounts and click Use Account to return to the
Spend Money form. Enter $47.30 for the amount in the top section.

In the account name column select Office Supplies with $47.30 for the amount.

For the memo enter New paper and pens bought. The form should look like the example
on the following page.
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{p‘ Spend Money

(+ Pay fram Account: lCash Drawer

" Group with Electronic Payments:

Balance o $402.70
[V TarInclusive

=l

Card [

il] Chegue Mo |1

Payee =|:

Farty Seven Dollars and 30 Cents

Diate: | 17/03/2004 |
Amount; | $47.30

emao: [

LEEET

Account N ame Amount

Office Supplies

Total Allocated: $47.30

Tax o $0.00
Tatal Paid: $47.30

Out of Balance: $0.00

GEJJ Use Recurring

[~ Already Printed

flJ Save Recuring

HE||:I F1

Click Record to record the transaction and click

Printing a Profit & Loss Statement an

To print a Profit & Loss statement from the Command Centre, click

on the arrow next to Analysis and then click Pro

A preview of a Profit and Loss statement will appear, ready for

printing.

Cancel to return to the Command Centre.

d Balance Sheet

Anabysis | w

. Balance Sheet
fit and loss.
Jobs
Cazh Flow
Sales
Receivables
Payables
Payrall
Inventary

This Year Actuals

Selected

September 2004 Period

Yeal to
Date

Income
Sales
Jewelleny Sales
Other Sales
Fepairz
Extended Service Contract
Sales
Freight Collected
Late Fees Collected
Mizcellaneous Income
Income

$1.085.00
$0.00
£0.00
$0.00
$1.085.00
$0.00
£0.00
$0.00
$1.035.00

Cost DF Sales
Purchases
Jewellery Purchases
Gem Purchazes
Precious Metal Purchazes
Other Purchases
Purchaszes
Dizcounts Given
Cost DF Sales

$0.00
$0.00
$0.00
£0.00
$0.00
£0.00
$0.00

$1,085.00

Gross Profit

E xpenses

7
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$1.085.00
$0.00
$0.00
30.00
$1.085.00
$0.00
$0.00
30.00
$1.085.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
30.00

$1,086.00
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Printing a Balance Sheet is similar to printing a Profit & Loss statement. From the
Command Centre, click on the arrow next to Analysis and then click Balance Sheet. A
Balance sheet preview will appear ready for printing, based on the accounts you have set

up.

l;,," Analyse Balance Sheet

September 2004

Selected
Period % of Total

Asgsets
Current Aszsets
Cash On Hand
Cheque Account
Payroll Cheque Account
Cazh Drawer
Petty Cazh
Undepozited Funds
Electronic Clearing Account
Total Cash On Hand
Trade Debtors
Less Prov'n for Doubtful Debts
Merchandize lnventany
Prepaid Insurance
Prepaid Interest
Frepaid Taxes
Deposits Paid
Withholding Credits
Waluntan 'withhaolding Credits
ABM Withhalding Craditz
Total Withholding Credits
Total Current Assets
Fixed Assets
Lease Improvements
Lease Improvement at Cost
Leaze Improvements Accum Dep
Total Lease Improvements
Buildings and Improvements
Bldgs. & Imprvmnts at Caost
Bldgz & Imprymnts Accum Dep

Total Buildings and Improyements

7 = €
Help F1 Print Filters

© Stephen O’Neil 2005

$2.725.00
$0.00
$402.70
$0.00
$0.00
$0.00
$3.127.70
$2.23350
$200.00
$6.240.00
$640.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$12.441.20

$0.00
$0.00
$0.00

$32.254.00
$0.00
$32.254 00
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