Getting Started Tutorial

Welcome

This tutorial will introduce you to the main functions of your
MYOB accounting software.

You can use this tutorial with the current versions of MYOB
Accounting, MYOB Accounting Plus, MYOB Premier and MYOB
Premier Enterprise; these products will be referred to as ‘MYOB
accounting software’ throughout this tutorial.

Viewing this tutorial You can view this tutorial on screen or
you can print it. If you are viewing it on screen and the
screenshots are too small for you to see the details, you can zoom
in using the zoom function (| 22% |-|) on the Acrobat toolbar.

Working through this tutorial The first part of this tutorial
provides an overview of how to set up your MYOB software and
how to navigate through it. The rest of the tutorial is made up of
modules that teach you how to do specific tasks.

You can do the modules in order or you can skip to the module
you want. However, complete the exercises within each module
in the order in which they are presented, as they may build on
previous exercises.

You can stop the tutorial at any time and return to it later.
This tutorial has the following modules:

= 'Banking’ on page 8

= 'Purchases’ on page 15

= ’‘Sales’ on page 20

= ’Jobs’ on page 29

= 'Forms’ on page 33

= 'Reports’ on page 39

= 'Payroll’ on page 42 (not available in MYOB Accounting).



Your MYOB company file

The information you enter in your MYOB accounting software is
stored in a file called a company file. Your company file contains
all the transactions, records and accounts data you enter into
your MYOB software.

Other information used by your MYOB accounting software,
such as customised reports, letters and templates, is stored in
other folders inside the MYOB software installation folder.

Protecting your company file

As your company file contains your important accounting
information, you need to protect it against disk failure, data
corruption and theft.

Tools are provided in your MYOB software to help protect your
company file.

Back up your company file You should back up your company
file frequently. Backing up creates a copy of your company file. If
your company file is stolen or becomes corrupted, you can

restore your latest backup and continue using your company file.

You should save your backups to removable media such as a CD
or USB memory stick. Your backups should be stored in a safe
place, preferably away from your office.

Don‘t store your backups on the same hard disk as your company
file. If the disk becomes damaged or corrupted you will lose all
your records.

To back up your company file, go to the File menu and click
Back Up.

Check your company file for errors You should frequently
check that your company file has not become corrupted.
Depending on the preferences you have selected, you may be

prompted to verify your company file each time you open it and
before you back it up.

You can check your company file for errors at any time by going
to the File menu and selecting Verify Company File.

Optimise your company file As you remove or purge
transactions, your company file will have unused areas that once
contained these transactions. This may cause your software to
run more slowly.

Use the Optimisation Assistant to remove the unused areas in
your company file and ensure that your MYOB accounting
software runs as efficiently as possible.

To run the optimisation assistant, go to the File menu and select
Optimise Company File.

The tutorial company file
A tutorial company file has been included with your software for
you to use with this Getting Started Tutorial.

The tutorial company file (tutorial.myo) is located in the Tutorial
folder which is inside your MYOB software installation folder.

NOTE: Make a copy of the tutorial file before you begin Make a
copy of the tutorial company file (tutorial. myo) before you start the
tutorial. If you make a mistake during one of the exercises, you can
start again using the copy of the file.

To start using the tutorial company file

1 Start your MYOB accounting software. The Welcome
window appears.

2 Click Open your company file. The Open window appears.
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3 Open the tutorial company file:
a Locate and open your MYOB software installation folder. If
you selected the default options during installation, this
will be, for example, C:\myob18 or C:\Premier12.
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b Open the Tutorial folder.

Getting to know your MYOB software

Command centres

There are eight command centres in your MYOB accounting
software. They cover functions related to Accounts, Banking,
Sales, Time Billing, Purchases, Payroll, Inventory and Card File.
Note that MYOB Accounting does not have a Payroll or Time
Billing command centre. The Sales command centre is shown
below.

GETTING TO KNOW YOUR MYOB SOFTWARE

¢ Select tutorial.myo and click Open. The Sign-on window
appears.

4 In the User ID field, type Administrator. Leave the
Password field blank.

5 Select the Single-user access option and click OK. A data
verification message appears. To verify the company file data:
a Click Yes. A warning message appears.

b Click OK. A message appears asking you if you want to
display errors.

¢ Click Display Errors. The data verification process starts.
When this process is complete, a confirmation message
appears.

6 Click OK. The Command Centre window appears.

You can now begin using the tutorial company file.
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You can move between command centres by clicking theiconsin
the top section of the window.



The following functions are available from all command centres:

= To Do List—Record and manage tasks that need your
attention, such as paying invoices or restocking items when
inventory is low.

= Find Transactions—View summary information about your
accounts, sales, purchases, items, payroll and jobs.

= Reports—View a list of the available reports.

= Analysis—Analyse key aspects of your business.

Menus

In your MYOB software, there are a number of drop-down
menus. These are some of the most commonly used menus:

File menu Create and maintain company files and import and
export data.

Edit menu Manage transactions, such as editing, deleting and
recapping transactions.

Lists menu Manage the records you enter into your company
file, such as accounts, customers, and items.

Setup menu Set preferences, such as security preferences, and
enter set up information, such as company information.

Reports menu View reports and create batches of reports.
Help menu Access MYOB Help, check for product updates and

learn about other MYOB products and services.

To access these menus, click the menu at the top of the screen
and choose a function from the drop-down list. Note that some
menu items also contain submenus.

B comvend cenves sewp Re

Accounts
Cards
Activities
Ttems
Jobs
Categories
Locations

Tax Codes
Recurring Transactions

Payroll Categories 3
Superannuation Funds
Employment Classifications

Custom List & Field Names 13
Custom Lists 13
Sales & Purchases Information  »
Identifiers

For more information about menus and their functions, see your
MYOB User Guide.

Selecting and entering data

Zoom arrows Zoom arrows are displayed next to various fields.
Clicking on a zoom arrow displays more detailed information
about a transaction or record.

Eustu:umel ABC Supplies =

A white zoom arrow (=) indicates that you can display more
detailed information about a record and that you can make
changes to or delete the record.

A grey zoom arrow (&) indicates that you can display more
detailed information about a transaction but that you cannot
make any changes to it. If you want to change the information,
you can reverse the transaction and re-enter it, or you can
change your security preference selection to make all
transactions changeable.
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Search icons Search icons () displayed next to various fields
allow you to select the record you want from a list containing
records you have previously entered, such as customers and
shipping methods, or records provided by default.

Cuztomer o |.-’-'-.BE Supplies =

Select columns Select columns allow you to select items from a
list. Select columns are indicated by a select icon (Tm]) located at
the top of the list column. You select a required item by clicking
in the select column next to it. You can select all listed items by
clicking the select icon at the top of the list column, and deselect
all items by clicking the select icon again.

TAB keys Press the TAB key to move to the next field in a
window. Press SHIFT+TAB to move to the previous field.

ENTER key You can select a preference to make the ENTER key
function in the same way as the TAB key when entering some
data. This preference is located in the Windows tab of the
Preferences window.

Calendar A pop-up calendar is available to help you enter
dates. To display the calendar, put the cursor in a date field and
press either = (equals) or SPACE. Select a date by clicking it or use
the arrow keys on your keyboard to select the required date and
then press ENTER. The selected date appears in the date field. To
close the calendar without selecting a date, press ESC.
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GETTING TO KNOW YOUR MYOB SOFTWARE

Calculator A pop-up calculator is available to help you
calculate and enter numbers, including money amounts, item
quantities and units. The calculator is available from every
window where you enter numeric data.

To display the calculator, press = (equals) or SPACE when the
cursor is in a numeric data field. In the calculator, enter your
calculation and then press ENTER. The result appears in the
numeric data field. To close the calculator without entering any
data, press EscC.

3

Shortcuts

Keyboard shortcuts You can use keyboard shortcuts to quickly
access many of the windows and functions in your MYOB
software. For example, you can access the Cards List window by
pressing CTRL-F.

Keyboard shortcuts are displayed next to the window or function
in the menus at the top of the screen.

Mouse shortcuts You can right-click in a window to open a
shortcut menu containing options that are relevant to the current
window.



Setting up accounts

FE Tutorial Clearwater Pty Ltd - Command Centre.
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Accounts provide a means for grouping similar transactions. For
example, if your business pays rent, you would create a rent
account and allocate all rent payments to that account.

Accounts List You can view all the accounts you use for your
business in the Accounts List window. You can also create new
accounts and edit existing accounts.
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To display the Accounts List window, go to the Accounts
command centre and click Accounts List. The Accounts List
window appears.

Account numbers Each account is identified by a unique five
digit number. The first digit indicates the account’s classification
(for example, accounts starting with 1 are asset accounts). The
remaining four digits determine its location within the
classification.

Account classifications and types The accounts list groups
accounts into six classifications—Assets, Liabilities, Equity,
Income, Cost of Sales and Expenses. Within each account
classification there is at least one account type.

GETTING STARTED TUTORIAL



Account classifications and types are described in the following

table:

Classification

Asset
(1-xxxx)

Liability
(2-xxxx)

Equity
(3-xxxx)

Income
(4-xxxx)

Type
Bank

Accounts
Receivable

Other
Current
Asset

Fixed Asset

Other
Asset

Credit
Card

Accounts
Payable

Other
Current
Liability
Long Term
Liability
Other
Liability

Equity

Income

SETTING UP ACCOUNTS

Description

Money in the bank, for example, in a
cheque or savings account.

Money owed to you by your
customers.

Assets that, if required, can be turned
into cash within a year. These may
include your term deposits.

Assets which have a long life, for
example, buildings, cars and
computers.

Other assets you own, such as loans
made to others and goodwill.

Repayments required to service
credit card debt.

Money owed by you to your
suppliers.

Money owed by you that is due in
less than a year, for example, tax.

Money owed by you that is due in
more than one year, for example, a
business loan.

Other money you owe.

The business’s net worth, that is, its
assets minus its liabilities. Common
equity accounts are current year
earnings, retained earnings and
shareholders’ equity.

Revenue from the sale of goods and
services.

Classification Type Description
Cost of Sales Cost of The direct cost of selling your goods
(5-xxxx) Sales and providing services, for example,

purchase costs and freight charges.

Expense Expense The day-to-day expenses of running
(6-xxxx) your business, for example, utility
bills, employee wages and cleaning.

Header accounts Your accounts list is made up of detail
accounts (the accounts you allocate transactions to) and header
accounts. Header accounts group related detail accounts to help
organise your accounts list.

Acco Tax Linked Ealance
1-0000 Assets Asset $31.145.00

m[i 11000 Current A A $26145.00
- urnrent Assets = 145,

accounts L2 "44100  Cash On Hand Asset $25.430.00
& 14110 Cheque Accourt Bark NT | v $23.345.00

) Y 11120 Papol Cheque Accaunt Bark NT | v $0.00
Detail S 14150 Petty Cash Bark T $0.00
sccounts | = 11160 Undeposted Funds Bark NT | v $1.485.00
& 14130 Electionic Payments Bark NT | v 000

© 14200 Trads Debiors bccounts Receivable  |N-T | v 4715.00

© 14210 Less Frovi for Doubiful Debis Other Asset N-T 4000

S 1430 Invenioy Other Asset N-T $0.00

(=3 1-2000 Other Assets Asset $0.00

(=3 1-2100 Deposits Paid Other Asset M-T o $0.00

For example, you could group your telephone, electricity and gas
expense accounts using a utilities header account. This makes it
easier for you to locate these accounts in the accounts list and to
see your combined utility expenses.

You group accounts by indenting the detail accounts located
directly below a header account.

Linked accounts Linked accounts are the default accounts that
your sales, purchases and inventory transactions are posted to.
For example, when you link your Trade Debtors account to track
your receivables (the amount of money your customers owe
you), you tell your software to post the unpaid balance of each
sales transaction to that account.



To view and edit your linked accounts, go to the Setup menu and
select one of the following from the Linked Accounts submenu:

& sales Linked Accounts

Assel decount for Tracking Receivables o

. Bank Account for Customer Receipts | Cheque Account
= Accounts & Banking Accounts
= Sales Accounts ¥ | charge freight on sales
Income Account for Frsight > [Shipping Fees Colleeted 5]

¥ | track deposits collected from customers

= Purchases Accounts Liabilty Account for Customer Deposts o [Cient Depesis =]
¥ | dive dicouns fo eaty payment
Expense of Cast of Sales Account for Discounts ©: | Discounts Given =l

= Payroll Accounts. e em—

Income Account for Late Charges o[ Late Fees Collected =l

The Sales Linked Accounts window is shown below.

NoTE: Changing linked accounts If you change a linked account,
only future transactions are affected. Transactions that have already
been recorded using the previous linked account will not be
affected.

e P S, . This module shows you how to use the Banking command
oo === easne 9| centre to spend and receive money, set up recurring transactions
R and reconcile your bank accounts.

<P B T R
S e E $ ﬁ M} ;% This module includes the following exercises:
Accounts

’ - -
Banking Sales Time Biling Purchases Faproll Inventary Card File

= Exercise 1: ‘Receive money’ on page 9

Bank Register @ Receive Money ] Exercise 2: 'Spend mOney’ on page 10

& . ) . .

repore Elecponic Paymantc : : = Exercise 3: ‘Create a recurring transaction’ on page 12
: R le A t Py Bank D it . .
Print Chates P oA e e = Exercise 4: 'Reconcile your bank account’ on page 13.

& & -powered 1) . . .

Prin/Email Reritance Advices - @ Transacion Jounal G”sgfn;gg“( Receive Money Use the Receive Money window to record
miscellaneous cash receipts or to record interest payments. Note

ToDolist » Find Transactions w Fepots w Analysis w

that money received from customers for invoice payments
should be recorded using the Sales command centre.
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Spend Money Use the Spend Money window to record
payments for expenses such as postage or rent and. Note that all
payments relating to supplier purchase orders and bills should be
recorded using the Purchases command centre.

Reconcile Accounts The Reconcile Accounts function checks
the transactions you have entered in your company file against
the transactions recorded in your bank statement. Use this
function to make sure all of your transactions have been entered
accurately.

Bank Register You can enter miscellaneous cash receipts and
purchases in the Bank Register window. You can also use the
Bank Register window to receive payments for invoices and pay
supplier bills for purchases you have made.

For more information about entering transactions in the Bank
Register window, see your user guide or MYOB help.

Exercise 1: Receive money

In this exercise, you will record a deposit of $20,000 cash into the
business bank account as start-up capital for your business.

1 Go to the Banking command centre and click Receive
Money. The Receive Money window appears.

2 Select the Deposit to Account option. Your cheque account
is selected automatically.

3 In the Date field, type 6/9/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

4 In the Amount Received field, type 20000 and press TAB.
5 Select Cheque in the Payment Method field.

BANKING

In the Memo field, type Initial funding of the
company and press TAB.

[’3 Receive Money

+ Deposittoccount | Cheque Aceaunt Sl Balance cb: $0.00
(" Group with Undepasited Funds ¥ TaInclusive

Payor - E 1D #: [CRODO004
Amount Received: [$20.000.00 Date: [6/09/2008
Payment Mathod: | Cheque & Detsis |

Memo: [Initial funding of the company

Amaunt

Total Allocated: | $0.00

Taw $0.00

Total Received: $20.000.00
Out of Balance: $20,000.00
(1) Save as Recuring | () Lse Fecuiing

In the Account Name column, click the search icon (F). The
Select from List window appears.

Select Partner A Capital from the list of accounts and click
Use Account.

As this transaction will increase your share of the business, it is
appropriate to choose an equity account. The journal entry
for this transaction will show that the increase in the balance
of the cheque account is a result of Partner A’s capital deposit
from an equity account.
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Press TAB. The Amount column displays $20,000. Note that
the N-T tax code is used because no tax is payable on capital
investments into the business.

[& Receive Money.

& Deposi{ to Account: | Cheque Account Sl Belance ®: 8000
© Gioup with Undeposited Funds ¥ Ta Inclusive

Payar 1D #: | CRODDOO4
Amourt Received: [$20.000.00 Date: [6/08/2008 |
Payment Method: | Cheque El %

Memo: [Intial fnding of the compary |

Paxtner 4 Capital

Tatal Allocated: | $20.000.00
Tan $0.00

Total Received $20,000.00
Out of Balance: $0.00
R) Save as Recuring| () Use Recuiing

7€ @
HelpF1 | Joumal | Regiter

10 Click Record. The entry is saved and the window is cleared.

Note that the balance of the bank account you selected at the
top of the window has increased by $20,000.

11 Click Cancel. The Banking command centre appears.

Review

Let’s see how this transaction has affected your accounts.

1

Go to the Banking command centre and click Transaction
Journal. The Transaction Journal window appears.

Click the Receipts tab.

In the Dated From field, type 1/9/8. In the To field, type
30/9/8. Press TAB. All transactions recorded between these
dates are displayed.

Note that the Cheque Account has been debited with
$20,000 and the Partner A Capital account has been
credited with $20,000.

Date 1D A 1t

o 6/05/2008 Intial funding of the company
CRODDOD4  Cheque Account $20,000.00

CRODD00  Partner A Capital +$20,000.00

In other words, your company has increased its assets by
$20,000, and your contribution to the company (equity) has
increased by $20,000.

4 Click Close. The Banking command centre appears.

Exercise 2: Spend money

In this exercise you will buy a desk, chair and computer for
$5,500 (including GST) from Acme Business Supplies.

1

Go to the Banking command centre and click Spend Money.
The Spend Money window appears.

In the Date field, type 8/9/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Amount field, type 5500 and press TAB.

[& Spend Money

& Payfiom ficcount. | Cheque Account = Balance t: §20.000.00
" Group wih Electronic: Payments: W Ta Inclusive

Card = Cheque No.Z
Payee =| Dater| 8/09/2008
Amount:| $5,500.00

Five Thousand Five Hundred Dallars and 0 Cents

Mema:

T st By L6

Total Allocated: | $0.00
T [ w0

Total Paidt $5500.00

Outof Balance: | 4550000 [ To be Printed =

R) Saye as Recuring | () Use Recuiing

[ Cheque Alieady Printed

Remittance Advics Defivery Status

Create a card for the supplier:

a Inthe Card field, type Acme Business Suppliesand
press TAB. The Select from List window appears.

b Click New. The Card Information window appears.
¢ Press Tas.

d From the Card Type list, select Supplier.

e Inthe Card ID field, type 2485.
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f Complete the remaining contact details as shown below.

& Card Information BEX

Card Detaik Buying Detais Peyment Details || Contact Log

AP Balance & 000
Cord Type:[Suppler = Designation: [Compary v1 I™ Inactive Card

Name: [Rcme Buses Supples
Cad10: 3485

Location: | Address 1 =
Address: [1234 Mai Stest | Phonet1
Phoneti2
Ciy: [Artown Phonett3
State: [Vic Postoode: 3124 Fax
County: [Austalia e
Websie:
Sabtatior:

Acme Business Supplies At85

Contact:

| et = Email B Viebsic
7

Help F1

5 Enter the supplier’s buying details:
a Click the Buying Details tab.

b Enter the supplier’s A.B.N., Tax Code and Freight Tax
Code as shown below.

[ card Information EEx
Eofle || CadDetois || BuyingDetaits || PamentDetals || ConoctLog

AP Balance & 000

Fuichase Layout: [Service CreditLinic $000
Printed Form: Available Credt [ $000
Fuichsse Order Defivery: [ To be Printed Curently Past Due:
ABN: [12345678 000
ABN Branch [

Acme Business Supplies At85

I

Expense Accourt
Feyment Memo: Tex D Number
Furchase Comment Tex Code: |G5T [ Goods & Services T
Shipping Method: s Fieight Ta Code: [G5T (81 Goods & Services T
Suppler Biing e $000 Excluding T 7 Wse Supplies Tax Code
000

Cost per Hour: 8

I

[~ Supplir

Paymentis Due: [Day of Morth after EOM %] % Discount for Earlp Payment. [

Discourt Date: [ 18t w]
Baence Due Date: |30 | Volume Discourt % [0%

7. U5

HelpF1 | New

¢ Select the Use Supplier’s Tax Code option.
d Click OK. The Spend Money window reappears.

6 Press TAB. The address of Acme Business Supplies appears in
the Payee field.

7 Enter the purchase details for each item.

Note that you need to enter each item on a separate
transaction line. Press ENTER to move to the next line.

BANKING

8

9

In this column... Do this...

Account Name 1 Click the search icon (i5)) and select the
Office Equipment at Cost asset
account.

2 Click Use Account.

Amount For the:
e desk, enter 1500
e chair, enter 500
e computer, enter 3500

Memo Enter an item description. For example,
enter Desk for the desk and so on.

Tax 1 Click the search icon (). The Select
From List window appears.

2 Select GST from the list and click Use
Tax Code.

When you have entered each item, the window should look
like this:

[& Spend Money

& Payfiom ficcount. | Cheque Account = Balance t: §20.000.00
" Group wih Electronic: Payments: W Ta Inclusive

Card e: [Aome Business S upplies = Cheque No.Z

Payee (=] [Acme Eusiness Suppies Date:|8/09/2008
1234 Mail Stieet o —
Arptown Vic 3124 Amount| $5,500.00

Five Thousand Five Hundred Dallars and 0 Cents

Mema: [Acme Busingss Suppiss T st By L6

Office Equipment al Cost
Office Equipment at Cost
Office Equipment a Cost

Total Allocated: | 4550000
Tan & 0000

Total Paid 5.500.00

Outof Balance: | $0.00 [ To be Printed =

R) Saye as Recuring | () Use Recuiing

[ Cheque Alieady Printed

Remittance Advics Defivery Status

Help F1

Click Record. The transaction details are recorded in your
company file.

Note that the balance of the bank account you selected at the
top of the window has decreased by $5,500.

Click Cancel. The Banking command centre appears.

11



Exercise 3: Create a recurring
transaction

In this exercise, you will create and record a recurring transaction
for your business’s electricity bill. You will set up the transaction
so that you will be reminded to record it every three months.

1

Go to the Banking command centre and click Spend Money.
The Spend Money window appears.

Select the Pay from Account option, then select Cheque
Account in the adjacent field.

In the Card field, select XYZ Electricity.

In the Date field, type 10/9/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Amount field, type 450 and press TAB.

In the Memo field, type Electricity Bill and press TAB.

Enter the transaction details as follows:

In this column...

Account Name

Amount
Memo

Tax

Do this...

Select the Electricity expense
account.

Type 450
Type Electricity Bill

Select GST as the tax code.

8

Click Save as Recurring. The Edit Recurring Schedule
window appears.

(@ Edit Recurring Schedule

fon Name: [<7Z Electity

ing a5 the Cheque # (no wairing for duplicate D

I~ Save my changes when | record this rect

Note that the text you entered in the Memo field in step 6
above automatically appears in the Recurring Transaction
Name field. You can change this if you want.

In the Frequency field, select Quarterly.

In the Starting On field, type 10/9/8.

In the Remind Administrator to record this transaction
field, select on its due date.

Click Save. The Spend Money window reappears.

You will be reminded every three months to record this

transaction.

Click Record. The transaction is recorded and the window is

cleared.

Click Cancel. The Banking command centre appears.
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Exercise 4: Reconcile your bank account

To ensure the accuracy of your business records, you should keep
the record of each bank account balance in your company file
reconciled with your bank’s records.

The frequency with which you need to reconcile your accounts
depends on the number of transactions your company processes.
Reconciling can help you pick up errors made either by the bank
or by the person entering data in your company file.

You can either manually reconcile the transactions recorded in
your company file to those listed on your bank statement, or you
can import an electronic bank statement into your company file
and the transactions will be matched automatically.

Transactions that appear on your statement but which you have
not entered into your company file (such as bank charges or
interest) will need to be recorded manually.

If you are registered with your bank’s online banking service and
you can download electronic bank statements from their
website, you can use these to reconcile your bank account.

In this exercise, you will reconcile the bank account used in the
previous two exercises. An electronic bank statement is provided
with this tutorial.

The bank statement provided covers the dates from 1/9/2008 to
30/9/2008. The closing balance is $14,045 and the statement
includes the following four transactions:

= A deposit of $20,000

= A cheque for $5,500

= A cheque for $450

= A bank charge of $5.

1 Go to the Banking command centre and click Reconcile
Accounts. The Reconcile Accounts window appears.

2 In the Account field, click the search icon (5). The Select
from List window appears.

3 Select Cheque Account from the list of accounts and click
Use Account.

BANKING

In the New Statement Balance field, type 14045. This s the
closing balance of your account, as shown on your bank
statement.

Mew Statement Balance: $14,045.00

In the Bank Statement Date field, type 30/9/8. This is the
last date included on the bank statement.

Bank Statement Date: | 3040342003

Press TAB. If you receive a date warning, click OK to ignore the
message.

The three transactions you recorded in the previous exercises
appear in the list. Note that only transactions dated on or
before the Bank Statement Date will be displayed.

[& Reconcile Accounts

I [Cheque Account B Hew Statement Balance: $14,045.00

Last Reconciled Date: Calculated Statement Balance: $0.00

Bank Statement Date: | 30/09/2008 ut of ce: $14,045.00

Mark Al Cleared Trar
© CRODDOD4 £/03/2008  Irilial the: company $20,000.00
=2 8/09/2008  Acme Supplies $5,500.00
©3

el
10/09/2008  XYZ Elechricity $450.00

) Lnco Aeconcistion | % Bank Enty | @ Gel Statement. | Cleared

NoTE: Manual bank reconciliation This exercise uses an
electronic bank statement to reconcile your bank account. If you
want to reconcile your account using a paper statement, you
match each transaction in your bank statement to a transaction
in this list. When you find the matching transaction, you
reconcile it by clicking in the select column (J=]) next to it.

Click Get Statement. An MYOB M-Powered message
appears.
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Click Bank File. The Open window appears.
Locate the Tutorial folder and select ANZ.qif.
Click Open. The Get Statement window appears.

Click OK. The Unmatched Statement Transactions window
appears.

[& Unmatched Statement Transactions

Account  Cheque Account
Number of Transactions in File: 4 Mumber of Matched Transactions: 3
Matched transactions are marked as cleared in the Reconcile Aecounts windaw,
Transactions that appear in the fist below could not be automaically matched.
They can be added a5 2 new ransaction of maiched to  previously recarded one,
Chegue No. Description Wihdramak Deposits
Bk Chaige 45,00

+E Add Transastion ‘ = Match Transaction

?

Help F1

This window shows that four transactions appeared on the
statement, and that three of these were automatically
matched to transactions recorded in your company file (a
$20,000 deposit, a payment of $5,500 for office equipment
and a payment of $450 for an electricity bill).

The window also shows that one transaction, a bank charge
of $5.00, could not be matched to your records. You will now
record this transaction in your company file so that your
records match the bank’s records.

Select Bank Charge from the list of unmatched transactions
and click Add Transaction. The Spend Money window
appears.

[E Spend Money

@ Payfiom Account. | Cheque Account =l Balance o $14,05000
" Group with Electioric Payments: v TanInclusive
Cad | =l 034
Fayee %] Date 30/08/2008
Amount $5.00
Five Dollars and 0 Cents
Memo [Bark Charge Tt Gioapsater Fird i

13

14

15

16

17

18

19

Most of the transaction details have been filled in
automatically. You only need to provide the relevant account
details.

Click in the first row of the Account Name column, then click
the search icon (). The Select from List window appears.

Select Bank Charges and click Use Account. The Spend
Money window reappears.

Press TAB. $5.00 appears in the Amount column.

Click Record. The Unmatched Statement Transactions
window appears, displaying the message: ‘All of your
transactions match!’.

Click Done. Four transactions now appear in the Reconcile
Accounts window. A tick appears in the Cleared column next
to each transaction, indicating that they have been
reconciled.

leared Transactions Deposits
CROO0004 B/03/2008  Iritial funding of the company $20,000.00
2 8/08/2008  Acme Business Supplies 45,500,000
3 10/08/2008 X2 Electricity $450.00
4 30/03/2008  Bank Charge 35.00

Note that the out-of-balance amount is $0.00. This means
that the selected cheque account now reconciles with the
bank’s records.

Click Reconcile to complete the reconciliation process. The
following window appears.

M MYOB Premier X

“four account reconciles,

Click Print Report if you wank ta print a report showing the transactions
that are about ta be 1econciled. hen the repartis complets, dlick
Feconcile again

Wihen yau click Recancile, al transactions marked as cleared are
considered reconciled. The ne tims you rscancils, they will not bs
displayed.

Cancel FintRepat | Reconcie

You can click Print Report to print the reconciliation report
for your records or click Reconcile to finish.

Click Cancel. The Banking command centre appears.

GETTING STARTED TUTORIAL



Purchases

[ Tutorial Clearwater Pty Ltd - Command Centre E@E‘
[mMyoB] PURCHASES

W5 N E =

Accounts Barking Sales Time Biling | Purchases Payol Inventory Card File

&
Pay Bills - Enter Purchases
©
Prepare Electronic Payments

&
¢ PrinyEmail Purchase Orders

Print Cheques
& & M-Powered €1
PrintEmail Remittance Advices ----- @ Transaction Journal (‘ Ecamt:s
entre
ToDolList - Find Transactions w Repors w Analysis w

The Purchases command centre enables you to record details of
your purchases and the payments you make to your suppliers.

This module shows you how to use the Purchases command
centre to place an order, record a purchase and pay a bill.

This module includes the following exercises:

= Exercise 1: 'Order an item’ on page 16

= Exercise 2: 'Receive items’ on page 18

= Exercise 3: 'Pay a bill’ on page 19.

Types of purchases You can record a purchase transaction as a
quote, an order or a bill, or as a Receive Items transaction.

= Quote—Quotes are used to keep track of prices offered to
you by suppliers. If you decide to make a purchase based on a
quote, you can change the quote to an order or a bill.

= Order—When you order goods from a supplier, you create a
purchase order. Orders do not affect your inventory levels or
accounts.

PURCHASES

= Bill—Once you receive the items and an invoice from the
supplier, you convert the order to a bill. Once you have
created a bill, you can pay the supplier for the items.

= Receive Items—If you receive items that you have not yet
been billed for, you can record the receipt of these items
using the Receive Items purchase type.

Purchase Layouts The purchase layout you choose determines
what fields appear in the Purchases window. There are four
different purchase layouts available: Service, Item, Professional
and Miscellaneous.

= Service—Use this layout when purchasing services.

= ltem—Use this layout when purchasing items that you have
created an item record for or will create an item record for.
When you record the purchase of items using this layout,
your inventory levels are affected.

= Professional—Use this layout when purchasing services or
items that you have not created an item record for. This
layout enables you to assign a date to each individual line
item on the purchase order or bill.

= Miscellaneous—This layout should only be used for
adjustments and for purchases where a printed form is not
needed.

You can change the purchase layout in the Purchases window
when you enter a purchase by clicking Layout.

If you want, you can assign a purchase layout to each supplier
card so that all purchases from this supplier automatically use this
layout.

15



Purchases Register The Purchases Register window enables
you to view all of your purchase transactions, including quotes,
orders and bills as well as closed bills, debit notes and refunds. To
display the Purchases Register window, go to the Purchases
command centre and click Purchases Register.

Exercise 1: Order an item

In this exercise, you will place an order for 100 gadgets at $5.50
each (including GST) from World of Gadgets Pty Ltd. You will also
create an item record for ‘gadgets’, an item you purchase
regularly.

1 Go to the Purchases command centre and click Enter
Purchases. The Purchases - New Service window appears.

2 Click the search icon () next to the Supplier field. The
Select from List window appears.

3 Select World of Gadgets Pty Ltd and click Use Supplier.
Your company’s address appears in the Ship To field.

4 Click Layout. The Select Layout window appears.

5 Select Item and click OK. The Purchases - New Iltem window
appears.

6 Select Order from the menu in the upper left corner of the
window.

[E Purchases - New Item

| ORDER =

QUOTE .

v ORDER ) ,_
RECEIE ITEMS | .
BILL ’

7 Inthe Date field, type 8/10/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

8 Inthe Order column, type 100. This is the number of gadgets
you are ordering. Press TAB.

9 In the ltem Number column, type 300-101A5.

[& Purchases - New Item

ORDER

Supplier @ [Waild of Gadgets Pty Lid = Tems c: Net 30 after EOM

Shipto [=1: Tutorial Cleamsater Pty Lid Purchase #: 00000001
154 Johnson Sheet
Alexandiia, NSW 2135

Date: |8/10/2008

Sublotal

Comment Freight
Ship¥ia Tan o
Promised Datz: Total Amaunt

Journal Memo: [Purchase. World of Gadgets Pty Ltd Paid Today.

Order Delivery Status: | To be Printed Balance Due:

(8) S5ve 2 Recuring| (8) Liss Resuring | #B% Spel
7. = & < G

Help F1 Pint Serd To | Jounal Lapout | Register

10 Press TAB. As you do not have a record for this item in your
company file, the Select from List window appears.
11 You need to create the item. To do this:

a Click New. The Item Information window appears,
displaying 300-101AS5 in the Iltem Number field.

b Press TAB. The Name field appears.

¢ In the Name field, type Gadgets.

d Select the | Buy This Item option. The Expense Account
for Tracking Costs field appears.

e SelectthelSell This Item option. The Income Account for
Tracking Sales field appears.

f Select the I Inventory This Item option. The Asset
Account for Item Inventory field appears and the Cost of
Sales Account field replaces the Expense Account for
Tracking Costs field.

GETTING STARTED TUTORIAL



g Complete the Profile tab details as shown: 12 Press TAB. The Description and Tax columns are completed
automatically.

[& 1tem Information

Prafile lemDetalle | BwingDeiale | Seling Detaie Histary AutoBuld | Locatians 13 In the Price column, type 5.50. This is the price you are
am Numbsr: I Inactive ltem 1
TEEE—— s paying per Gadget.
CurentValue 2: [ 3000 . .
v o 00 14 In the Comment field, type Please deliver to
Commited 2: [ 0
onOderss [0 warehouse.

Avalable e [0

15 In the Promised Date field, type 20/10/8. This is the date
I | Bup This ltem Cost of Sales Account o [Gadgets Cost of Sales ]

IV | Sell This Item Income Account for Tracking Sales & | Gadaet S ales Income. yOU expect tO receive the gOOdS.
IV lnwertory This liem Aisset Account for ltem Inventory 2 [Tnventory E
D3 CoppFiom | 5 5pel [&2 Purchases - New Item

?. ot

Help F1

Supplier & [warld of Gadgets Pty Ltd s Tems - Net 30 after EOM W Tax Inclusive

Shipto =] Tutorial Cleamwater Ply Lid Purchsse #: 00000007
154 Johnson Street
Alerandiia, NSW 2135 Date: |6/10/2008

Supplier Invit

h Click the Buying Details tab and complete the details as =
shown:

Subtotal $550.00
Comment Please deliver to warehauss = Freight $0.00

[& 1tem Information

Ship iz Tan 45000
Profile Item Details Buying Details Selling D etails History Auto-Build Promised Date: | 20/10/2008 Tatal Amount $550.00
30010145 Gadgets Joural Memo: [Purchase; Word of Gadgets Py Ltd Paid Today: | 3000
Last Purchase Pice: $0.00  Inchuding Ta
Standerd Cost 550 Tex Code When Bought - [G5T [5] Goods & Serv Order Defivery Status: [To be Frinied = Balance Due 55000
Buying Urit of Measure: | each (8) Saye as Recuring| () Lse Riecuring | 3 Spel
Murber of ltems per Buying Unit | 1

7. = & <

Help F1 SendTo | Joumal | Layout | Register

i Click the Selling Details tab and complete the details as
shown:
16 Click Record. The order is recorded.

[T — FEX .
Soling Detals 17 Click Cancel. The Purchases command centre appears.
300-101A5 Gadgets
B Slirg P [__ST100] TanCodeen Scd : [BST_ S Goods & Saice Ta As you are only placing an order, your inventory levels have not
Seling Unit of Measure: | each Inclusive/Exclusive: W Prices are Tax Inclusive
Nurmber of Items per Seling Urit | 1 Caleuate Sales Tai on: [Actusl Seling Frice =1 yet changed and no money has been exchanged. In the next
exercise, you will receive the goods and convert the order to a
j Click OK. The Purchases - New Item window reappears. bill.

PURCHASES



Exercise 2: Receive items

Let's say that the 100 gadgets ordered in Exercise 1: ‘Order an
item’ on page 16 are delivered a week later with an invoice from
the supplier.

In this exercise, you will receive these items and convert the order
into a bill.

1

Go to the Purchases command centre and click Purchases
Register. The Purchases Register window appears.

Click the Orders tab.
From the Search by list, select Supplier.

Click the search icon (&) in the Supplier field. The Select
from List window appears.

Select World of Gadgets Pty Ltd from the list of suppliers
and click Use Supplier.

In the Date From field, type 1/10/8. In the To field, type
31/10/8 and press TAB. All orders made to this supplier
between these dates are displayed.

[& Purchases Register

Retuns
s & Dekis

Search by: [ Supplier =] = [Word of Gadgets Pty Lid
Dated From: [1/10/2008 | Te: [31/10/2008

Amount
£550.00

1 Receive Items ‘ 2 Change ta Bl | 50 Pau Bil

| 455000 $550.00

—r=
7. | ==
Help F1 Print.

7 Select the order to World of Gadgets Pty Ltd and click
Change to Bill. The Purchases - New Item window appears.

8 Inthe Date field, type 15/10/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

9 In the Supplier Inv# field, type 88943.

10 Click Record. The order is converted to a bill.

11 Click Cancel. The Purchases Register window reappears.
If you want, you can now view the bill in the Open Bills tab of
the Purchases Register window.

12 Click Close. The Purchases command centre appears.

Review

Let’s see how this transaction has affected your items list:

1
2

Go to the Inventory command centre.

Click Items List. The Items List window appears, showing
that you now have 100 gadgets in stock.

F@ Iltems List

All Items Bought Inwentaried

Search by: [Item Number |
#Found: 3

On Hand asl Sell Price
100 E: $11.00

( Gadeets

* Indicates that the amount is Tax Inclusive

= —~
7. | e=m
Help F1 Print

GETTING STARTED TUTORIAL



Exercise 3: Pay a bill

In this exercise, you will pay for the gadgets you received in
Exercise 2: 'Receive items’ on page 18.

Let’s say you want to pay the $550 by cheque, one week after
you received the gadgets.

1 Go to the Purchases command centre and click Pay Bills. The
Pay Bills window appears.

2 In the Supplier field, click the search icon (&). The Select
from List window appears.

3 Select World of Gadgets from the list of suppliers and click
Use Supplier. The supplier details and all unpaid bills for this
supplier are displayed.

4 Inthe Date field, type 22/10/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

5 In the Amount field, type 550.

6 Click in the Amount Applied column of the bill you are
paying, then press TAB.

PURCHASES

Note that the figures in the Amount field and the Amount
Applied field now match and the Out of Balance field
displays $0.00.

Balance ©: $1405000

Cheque No: [5
Date: [22/10/2008
Amount: [$550.00

Click Record. The bill is paid, and the balance of your cheque
account is reduced by $550.

Click Cancel. The Purchases command centre appears.

If you want, you can now view this bill in the Closed Bills tab
of the Purchases Register window.
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Sales

[—3 Tutorial Clearwater Pty Ltd - Command Centre. E\E|E\

[mvos] SALES ~?

R i

Accounts Banking Sales TimeBiing  Puichases Payrol Inventory Card File

&
Enter Sales ---------@ Receive Payments

&

&

FrinEmail Statements @ oo ErinEmail Invoices Print Feceipts
& M-powered €
Transaction Joumnal @ ---ccooeeeennt Services
(‘ Centre
ToDolList - Find Transactions w Repors w Analysis w

The Sales command centre enables you to record sales of items
and services, issue invoices and keep track of what is owed to
you.

This module shows you how to use the Sales command centre to
record sales, create and settle credit notes, receive payments for
sales, and pay refunds to your customers.

This module includes the following exercises:

= Exercise 1: 'Create a quote’ on page 21

= Exercise 2: ‘Convert a quote to an invoice’ on page 22
= Exercise 3: ‘Sell items’ on page 23

= Exercise 4: ‘Create a credit note’ on page 25

= Exercise 5: ‘Settle a credit note’ on page 26

= Exercise 6: 'Receive a customer payment’ on page 27

= Exercise 7: 'Pay a refund’ on page 28

Types of sales You can record asales transaction as a quote, an
order or an invoice.

= Quote—You can use quotes to keep track of prices you have
offered to your customers. If a customer decides to make a
purchase based on a quote, you can change the quoteinto an
order or an invoice.

= Order—When a customer orders goods or services from you
but does not receive the goods immediately, you create an
order. Orders do not affect your inventory levels or accounts.

= Invoice—When you supply goods to a customer, you create
an invoice. If an order was created for the transaction, you
can change this order to an invoice. Once the customer has
received your invoice, they can pay you for the items.

Sales Register The Sales Register window contains all of your
sales transactions, organised into six categories: All Sales, Quotes,
Orders, Open Invoices, Returns & Credits and Closed Invoices.
You can view all sales in a particular category by clicking on the
appropriate tab of the Sales Register window. You can view
transaction details by clicking the zoom arrow (=) next to the
transaction you want to view.

To view the Sales Register window, go to the Sales command
centre and click Sales Register.

Items Register The Items Register window displays all
transactions involving items. When this window is filtered to
display a single item, it will show a running balance of the item’s
inventory levels and value between the specified dates.

To view the Items Register window, go to the Inventory
command centre and click Iltems Register.

GETTING STARTED TUTORIAL



Sales Layouts The sales layout you choose determines what
fields appear in the Sales window.

= Service—Use this layout when selling services.

= ltem—Use this layout when selling items that you have
created a record for. When you record the sale of items using
this layout, your inventory levels are affected.

= Professional—Use this layout when selling services or items
for which no item record has been created. This layout
enables you to assign a date and account to each individual
line item on the invoice.

= Time Billing—Use this layout when billing for time and
materials, or when selling miscellaneous services to your
clients. Time Billing is not available in MYOB Accounting.

= Miscellaneous—This layout should only be used for

adjustments and for sales where a printed form is not needed.

You can change the sales layout in the Sales window when you
enter a sale by clicking Layout.

If you want, you can set a default sales layout in each customer
card so that all sales to this customer will automatically use this
layout unless you specify otherwise.

Exercise 1: Create a quote

In this exercise, you will create a quote for the installation of
water filters at the Island Way Hotel.

As this quote involves the sale of a service, it is appropriate to use
the Service layout.

1 Go to the Sales command centre and click Enter Sales. The
Sales window appears.

2 Click Layout. The Select Layout window appears.

SALES

10

11

12

Select Service and click OK. The Sales - New Service window
appears.

Select Quote from the menu in the top left corner of the
window.

[E Sales - New Service

|auoTE =1

v QUOTE .
ORDER )
INVOICE .

In the Customer field, click the search icon (). The Select
from List window appears.

Select Island Way Hotel and click Use Customer.

In the Date field, type 1/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Description column, type Installation of water
filters and press TAB.

In the Account column, click the search icon (5j). The Select
from List window appears.

Select Installation Income from the list of accounts and click
Use Account. The Sales - New Service window reappears.

In the Amount field, type 300.

In the Tax field, click the search icon (5). The Select from
List window appears.

21
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13 Select GST from the list of tax codes and click Use Tax Code.
Make sure the Tax Inclusive option at the top of the window
is selected.

[& sales - New Service

Customer - [Island \Way Hotel Tems ¢ Net 30t after EOM ¥ Tax Inclusive

Shipto [=: IsiandWap Hotel Invoice #: 00000002
34

Island
Hcbat 125 Date: |1/11/2008

Customer PO &

Ingtallation of water fikers Installation income

Salesperson Subtetal $300.00
Camment Freight 3000

Ship Via Ed Tan = $27.27
Promised Date: Total Amount $300.00

Memo: |Sale; Island Way Hotel
Referral Source:
Quate Delivery Status: |To be Frinted -

(#) Saye as Aecuring| (1) Use Recuring | Lk Reirburse | | Creale 20| % Spel

7. = & <
Help F1 SendTo | Joumal | Layow | Register

14 Click Save Quote. The quote is saved.

If you want, you can view this quote in the Quotes tab of the
Sales Register window.

15 Click Cancel. The Sales command centre appears.

Exercise 2: Convert a quote to an invoice

Based on the quote you created in Exercise 1: ‘Create a quote’
on page 21, you install the water filters. The customer pays for
the installation on the same day.

In this exercise, you will convert the quote you created into an
invoice and record the customer’s payment.

1 Go to the Sales command centre and click Sales Register.
The Sales Register window appears.

2 Click the Quotes tab.

3

In the Search by field, select Customer, then click the search
icon (&) in the adjacent field. The Select from List window
appears.

Select Island Way Hotel and click Use Customer.

In the Dated From field, type 1/11/8. In the To field, type
30/11/8. All quotes for this customer between the specified
dates appear.

[& sales Register.

(Wt Open Returns Closed

Quates [ & Credits [

Search by: | Customer =l o Island Way Hotel
Dated From: [1/11/2008 | Te: [30/11/2008

Cust PO#

@i ids | @ Chergetolvice | @ el | [ CeatePn | $30000

? HA _New Quate

Help F1

Select the quote for $300 to the Island Way Hotel and click
Change to Invoice. The Sales - New Service window
appears.

In the Date field, type 2/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Paid Today field, type 300.

GETTING STARTED TUTORIAL
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In the Payment Method field, select Cheque.

[ Sales - New Service DEx

Customer - Island \Way Hotel Tems > Net 30t after EOM ¥ Tax Inclusive

Shipto [=]: IsiandWap Hotel Invoice #: 00000003
342 Island Wi
Hobart 145 Date: [2/11/2008

Customer PO &

Ingtallation of water fikers Installation income

Salesperson Subtetal $300.00
Camment Freight 3000

Ship Via Tan = $27.27
Promised Date: Total Amount $300.00

Journsl Memo: | Sl Istand Wiay Hotel Pail Today $300.00
Referral Source: E Payment Method: | Cheque = Details.
Invcice Delivery Status: |To be Printed = Balance Due $0.00

(®) Save as Recuring| L& Reimburse | 85 Spel
7. = & G

Help F Prnt | SendTa | Joumal | Lawou | Register

10 Click Record. The invoice and payment are both recorded.

11 Click Cancel. The Sales Register window appears.

If you want, you can now view the invoice in the Closed
Invoices tab of the Sales Register window.

12 Click Close. The Sales command centre appears.

Exercise 3: Sell items

In this exercise, you will sell 65 widgets to Widget Eaters Limited.
An item record for widgets has already been set up in your items
list and you have 100 widgets in stock.

For more information about setting up items for sales and
purchases, see Exercise 1: ‘Order an item’ on page 16.

1

Go to the Sales command centre and click Enter Sales. The
Sales - New Service window appears.

Click the Layout button. The Select Layout window appears.

Select Item and click OK. The Sales - New Item window
appears.

SALES

4 Select Invoice from the menu in the top left corner of the
window.

FE Sales - New Item

QUOTE
ORDER
v INYOICE

5 In the Customer field, type Widget Eaters Limited and

press TAB. As you don’t have a card for this customer, the
Select from List window appears.

6 Click New. The Card Information window appears.

7 Press TAB.

8 In the Card ID field, type w236.

9 Complete the remaining contact details as shown below.

[& Card Information

Profile | Cord Details Seling Delgls Papment Detals Contact Log History

A/R Balance = $0.00
Designation: |Company =] I Inactive Card

Widget Eaters Limited w236

Card Type: [ Customer |
Name: [*Widget Eaters Limited
Cand ID: [W235

Looation: [Addiess 1: Bil To =
Address: [23 Main Steet Fhonef1
Phaneti2
Ciy: [Widgetuile Phansita
State: [Vic Postcode: [3339 Fax
Country: Emait
Website:
Salutation;

Contact

< Biin | % Lot =7 Endl | @ websie

Help F1

10 Click OK. The Sales - New Item window reappears.
11 Press TAB. The customer’s details are displayed.



12

13

14

15

16

In the Date field, type 3/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Ship column, type 65. This is the number of widgets
you are selling.

In the Item Number field, type 100-101A3 and press TAB.
The description field displays Widgets.

Note that the Price, Total and Tax fields are completed
automatically using information from the Selling Details tab
of the Item Information window.

[ Sales - New ltem DEx

INVOICE

Customer - [widget Eaters Limited Tems & Net 7 ¥ Tax Inclusive

Shipto =] Widge! E sters Limied Invoice #: 00000004
23 Main Steet
Widgetvile i 3333 Date: [3/11/2008
Customer PO 8

Salesperson Subtotal $715.00
Comment Freight 000

Ship Yia B Tak $65.00
Promised Dale: Total Amount $715.00

Journsl Memo: | ole; Widget E aters Limit=d Paid Today: | $0.00
Referral Source: Papment Method: [Cheque =] Detals.
Invoice Delivery Status: |To be Finted Balance Due $715.00

(#) Save as Aecuring| () Lse ecuring | Lk Reiburse | #5 spel

7. = & G

Help F SendTo | Joumal | Layout | Register

Click Record. The sale is recorded and the window is cleared.

If you want, you can now view this invoice in the Open
Invoices tab of the Sales Register window.

Click Cancel. The Sales command centre appears.

Review

Let’s see how this transaction has affected your inventory.

1

Go to the Inventory command centre and click Items
Register. The Items Register window appears.

In the Search by list, select Item and click the search icon (5)
in the adjacent field. The Select from List window appears.

Select Widgets and click Use Item. The Items Register
window reappears.

In the Dated From field, type 1/11/8. In the To field, type
30/11/8. Press TaB. All transactions affecting the inventory
levels of widgets between these dates appear.

Note that after selling 65 widgets, you have 35 widgets
remaining in stock, with a total current value of $175.

[& Items Register,

Search by: [Item = e[01083 =] widgets

Dated From: [1/11/2008 | To: [30/11/2008

OnHand Current

' BuildTens o5 AduustInveniory

=
Help F1 Print

Click the zoom arrow (=) next to the transaction. The Sales -
Edit Item window appears with the transaction details.

Click Cancel. The Items Register window reappears.

Click Close. The Inventory command centre appears.

GETTING STARTED TUTORIAL



Advanced review

Let’s look at the entries this sale has made in your transaction
journal.

1 Go to the Sales command centre and click Transaction
Journal.

2 Inthe Dated from and To fields, type 3/11/8 and then press

TAB. The debits and credits of the sale you just entered appear:

[& Transaction Journal

General Receipis Purchases Inyentory

Dated Fram: | 3/11/2008 To [3/11/2008

1D From: || Ta

850,00
00000004 Trade Diebtors $66.00
00000004 ‘widget Sales Incame $650.00

@ >

00000004 GST Collected 465,00 D
00000004 ‘widgets Cost of Sales §325.00
00000004 Inventory $325.00

A The Trade Debtors account keeps track of money owed to you
by customers. This account has been debited twice, once for
the amount of the sale and once for the amount of GST
collected from the sale.

B  The Widgets Sales Income account keeps track of the money
you have received from selling widgets. This account has been
credited for the amount of the sale, excluding GST.

C  The GST Collected account keeps track of how much GST you
have collected.This account has been credited for the amount
of GST included in the transaction.

D The Widgets Cost of Sales account keeps track of the costs of

making sales. The Inventory account keeps track of the value of
your inventory items.
The purchase value of the widgets (65 widgets multiplied by
the purchase price of $5.00 = $325.00) has been transferred
from your inventory account to your Widgets Cost of Sales
account.

3 Click Close. The Sales command centre appears.

SALES

Exercise 4: Create a credit note

Let’s assume that five of the widgets shipped to Widget Eaters
Limited were damaged before they reached the customer.

In this exercise, you will give the customer a credit note for the
five damaged widgets.

You create a credit note in the same way as you create a sale. The
only difference is that when you create a credit note, you enter
the amount as a negative number.

If we use the Item sales layout to create the credit note, and enter
the returned widgets as a negative number, the damaged
widgets will be added back into inventory.

We do not want to do this, so we will create the credit note using
the Miscellaneous sales layout.

1 Go to the Sales command centre and click Enter Sales. The
Sales - New Service window appears.

2 In the Customer field, select Widget Eaters Limited.
3 Click Layout. The Select Layout window appears.

4 Select Miscellaneous and click OK. The Sales - New
Miscellaneous window appears.

5 In the Date column, type 8/11/8 and press TAB. If you
receive a date warning, click OK to ignore the message.

6 In the Description column, type Credit note for five
damaged widgets.

7 Click in the Account Name column, press TAB and select
Sales Returns from the list of accounts, then click Use
Account.

As this transaction affects your income from sales, it is
appropriate to use an income account.

8 In the Amount column, type -55 and press TAB. This is the
total price the customer paid for the damaged widgets (five
widgets at $11.00 each).
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9 In the Tax field, select GST.

[& sales - New Miscellaneous

INVOICE

Customer - [widget Eaters Limited Tems & Net 7 ¥ Tax Inclusive

Invoice #: | 5J000001

Date: |8/11/2008
Customer PO &

Credit note for five damay Sales Retums

Salesperson E Subtetal 455.00

Tan = 45.00
Total Amount -$55.00

Journsl Memo: | ole; Widget E aters Limit=d Paid Today: | $0.00

Referral Source: E Payment Method: | Cheque = Details.

Balance Due: 455.00

(#) Save as Aecuring| () Lse ecuring | Lk Reiburse | #5 spel

Help F1 Joumal | Lapout | Register

10 Click Record. The credit note is created.

If you want, you can now view the credit note in the Returns
& Credits tab of the Sales Register window.

11 Click Cancel. The Sales command centre appears.

Exercise 5: Settle a credit note

You can choose to settle a credit note by applying it against the
customer’s outstanding account balance or by paying a refund to
the customer.

In this exercise, you will apply the credit note towards the
customer’s original invoice, which they have not yet paid.

1 Go to the Sales command centre and click Sales Register.
The Sales Register window appears.

2 Click the Returns & Credits tab.

3 In the Search by list, select Customer, then select Widget
Eaters Limited in the adjacent field. All credit notes and
returns for this customer appear.

26

Select the $55 credit note that you created in the previous
exercise and click Apply to Sale. The Settle Returns &
Credits window appears, displaying the customer’s unpaid
invoice.

In the Date field, type 10/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

Click in the Amount Applied column, then press TAB. The
Out of Balance field displays $0.00.

This means that you are applying the full amount of the credit
note against this customer’s outstanding balance.

[ Settle Returns & Credits =)

Customer o Widget Eaters Limited 1D # [ 54000002
Credit Amourt: | $55.00 Date: [1011/2008
Meme: | Widget E aters Limited: Credit fram $J000001

Total Applied: $55.00

Finance Charge: .00

Credt Amount: $55.00

I Inchuge Closed Sales OutofBalance: [ 6000

7. &

Click Record. The credit is applied and the customer’s
outstanding balance is reduced by $55.

Note that the credit note no longer appears in the Returns &
Credits tab of the Sales Register window, and the balance of
the invoice to Widget Eaters Limited is reduced by $55.

Click Close. The Sales command centre appears.

GETTING STARTED TUTORIAL



Exercise 6: Receive a customer payment

You receive a cheque for $670 from Widget Eaters Limited as
payment for the invoice. This is $10 more than the outstanding
balance of the invoice.

In this exercise, you will record the payment and close the
invoice. You will also create a credit note for the $10
overpayment, which will then be refunded to the customer.

1 Go to Sales command centre and click Receive Payments.
The Receive Payments window appears.

2 Select the Deposit to Account option. In the adjacent field,
select Cheque Account.

3 In the Customer field, select Widget Eaters Limited and Press
TAB. The customer’s unpaid invoice appears.

4 In the Amount Received field, type 670.
5 In the Payment Method field, select Cheque.

6 Inthe Date field, type 20/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

[ — SExX

& Depositto Account | Cheque Account Balance ©: $13500.00

€ Group with Undeposited Funds

Customer c: [widget Eaters Limted El 1D # [CRO0000G

Amount Received: | $670.00 Date: |20/11/2008

Payment Method: | Cheque = Detais.
Memo: [ Papmert, Widget Eaters Linited

Amount Discount Total Due Amount Applied

Totaldpplied [ $000

Finance Charge: $0.00

Total Received: $670.00

I Inchuds Closed Sales OutofBalance: [ $670.00

4 Receive A
7. &

HelpF1 | Jounal | Register

SALES

7

Click in the Amount Applied column. The amount of
$660.00 appears. Press DELETE, then type 670. Press TAB. The
Out of Balance field at the bottom of the window displays
$0.00

Note that even though the payment you received is $10
more than the total of the outstanding invoice, you need to
apply the whole payment to the invoice.

[ A —— SExX

& Depositto Account | Cheque Account Balance ©: $13500.00

€ Group with Undeposited Funds

Customer ©: [widget Eaters Limited = 1D #: [CROD000E
o a Date [Z0717200
PaymentMethod: [Cheque || Detais

Memo: [Papment; Widget Eaters Limted |

Invoice #  Staku Amount Discount Total Due

piied
00000004 = Open 660, 0 $670.00 ) |

Total Appiedt 7000
Finance Charge: $0.00
Total Received: $670.00

I™ Include Closed Sales Outof Balance: 5000
43 Recei

HelpF1 | Jounal | Register

Click Record. A message appears, telling you that a credit
note will be created for the overpayment.

B MYOB Premier

This pagment willresult in 1 credit memo. Use Settie Credits
to apply the credit to an open receivable or ta wiite a refunt
cheque.

Cancel

Click OK. The credit note is created.

If you want, you can now view the credit note in the Returns
& Credits tab of the Sales Register window.

10 Click Cancel. The Sales command centre appears.

27



28

Exercise 7: Pay a refund

You will now refund the $10 credit by recording a cheque to

Widget Eaters Limited.

1 Go to the Sales command centre and click Sales Register.

The Sales Register window appears.
2 Click the Returns & Credits tab.

3 Select Customer from the Search by list, then select Widget
Eaters Limited in the adjacent field. The credit note created

in the previous exercise is displayed.

[& sales Register.

Open fiekurns Cjosed
Quotes o Inycices 2 Credits Invoices

Search by: | Customer =l o[ widget Eaters Limited

ice # Cust PO#
14 /idc

Select the credit note and click Pay Refund. The Settle
Returns & Credits window appears.

In the date field, type 21/11/8 and press TAB. If you receive a
date warning, click OK to ignore the message.

{2 Settle Returns & Credits

Account: [Cheque Account

Balance o> $14.170.00

Customer ©: Widget Eaters Limited

Papee | [Widaet Eaters Limited
23 Main Sireet
widgetvile Vie 3333

Ten Dollars and 0 Cents

Mema: |Widget E aters Limited: Credit from 00000004 Tl spystor Py d o

Cheque No.: &
Dae: [21/11/2008
Amourt: [$10.00

I™ Cheaue Aready Printed
Fenmittance Advice Delivery Status: | Ta be Printed

2

Help F1 Journal

% Pag Refund ‘ * 4pply to Sale $715.00 -$10.00

=

Click Record. The refund is recorded.
Click Close.
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" Header Job I Inactive Job
& Detail Job IV Track Reimbursatles

Job Number: [ 2360

Subviob of = Percent Complete: [ 25%
7 Job Name: [Fiters - Island Wy Start Date: [3/01/2009
Hep

Dessiiption: [Instal iters n fity suites: Finish D ate: [ 20/01/2003
Manager: [Hany J. Knax

Contaet, | Teny Fothergil Linked Customer c: [Island wap Hotel =l

HelpF1 | Budgets

Jobs can be set up to track income and expenses for individual
projects. You can allocate transactions to a job and then view

financial details and profit-and-loss statements for individual jobs.

A job can be a profit centre, a product line, a project or any other
subset of your business that requires a separate income
statement.

This module shows you how to use the Jobs function to create
jobs, assign expenses to a job, and analyse job activity.

This module includes the following exercises:
= Exercise 1: ‘Create a job’ below
= Exercise 2: ‘Allocate an expense to a job’ on page 30

= Exercise 3: 'View job activity’ on page 32

JOBS

Jobs List You can view all of your jobs in the Jobs List window.
To display the Jobs List window, go to the Lists menu and select
Jobs.

To view and edit information about a job, including start date,
finish date, percentage completed and contact details, click the
zoom arrow (=>) next to any job in the Jobs List window.

Exercise 1: Create a job
Your company has been hired to install 50 water filters at Island
Way Hotel.

In this exercise, you will set up a job to keep track of the income
and expenses associated with this installation. You will also track
expenses incurred as part of the job, that need to be reimbursed.

1 Go to the Lists menu and select Jobs. The Jobs List window
appears.

2 Click New. The New Job window appears.

Job Information

" Header Job [~ Inactive Job
& Detail Job [~ Track Reimbursables

JobMumber [ |
Subiob of Percent Complete:
Job Name: Start Date:
Deserplion: Firish Dale:
Manager

Contact: Linked Customer

HelpF1 | B New | Reimbuse




3
4
5

7

Select the Track Reimbursables option.
Select the Detail Job option.

Enter the job information:
a In the Job Number field, type 4980 and press TAB.
b In the Job Name field, type Filters - Island Way.

¢ In the Description field, type Install water filters
in fifty suites.

d In the Contact field, type Terry Fothergill.

e Assume the job has been started and type 25 in the
Percent Complete field.

In the Start Date field, type 3/1/9.

In the Finish Date field, type 20/1/9.

In the Manager field, type Harry J. Knox.

i Inthe Linked Customer field, click the search icon (5).
The Select from List window appears.

j SelectIsland Way Hotel and click Use Customer. The

New Job window reappears.

o Qe -

Job Information

" Header Job I Inactive Job

(+ Detail Job ¥ Track Reimbursables
Job Number: | 4380
Subqob of: =l

Job Name: | Filters - Island ‘wiay

Description: |Install filkers in fifty suites

Percent Complete: [25% |
StaiDate: [3/01/2003
Finish Date: [20/01/2003
Manager: [Hanpd Knox |

Linked Customer o [Island Wway Hatel =

Contact: | Termy Fathergill

Help F1

Click OK. The Jobs List window reappears, displaying the job
you just created.

If you want, you can view and edit the job details by clicking
the zoom arrow next to the job in the Jobs List window.

Click Close.

Exercise 2: Allocate an expense to a job

To install the water filters at Island Way Hotel, you have to
purchase 50 wall brackets. In this exercise, you will allocate this
expense to the installation job.

1

10
1
12

13

Go to the Purchases command centre and click Enter
Purchases. The Purchases window appears.

Select Bill from the menu in the top left corner of the window.

[E Purchases - New Item

QuoTE ]
ORDER
RECEIVE ITEMS |

v BILL '

In the Supplier field, type World of Gadgets Pty Ltdand
press TAB. Your company’s address appears in the Ship to
field.

Click Layout. The Select Layout window appears.
Select Item and click OK.

In the Date field, type 7/1/9 and press TAB. If you receive a
date warning, click OK to ignore the message.

In the Supplier Inv# field, type 1234.
In the Bill column, type 50.

In the Item Number field, press TAB. The Select from List
window appears.

Select Wall brackets and click Use Item.
In the Price field, type 4.

Click in the Job column then click the search icon (). The
Select from List window appears.

Select 4980 and click Use Job. The job number appears in the
Job column.

GETTING STARTED TUTORIAL



14 In the Paid Today field, type 200 and press TAB. 3 Click Reimburse. The Job Reimbursable Expenses window
appears.

[ Purchases - New ltem DEx

[& Job Reimbursable Expenses
Supplier & | World of Gadgats Pty Ltd =l Temns & Net 30 after EOM ¥ TaxInclusive
Shipto [w|: Tutonal Cleamwater Pty Lid Purchase #: 00000002

154 Johnson Street
Alerandiia, NSW 2135 Date: | 7/01/2003

Supplier Invit: 1234

Rembursed/Removed

may overide a mark by cicking .

‘ Allmarked expenses wil b removed from the “To Be Reimbursed st when you click Remove From List You

Subtetal $200.00

Camment Freight 3000
Ship Via Tan = $18.18
Promised Date: Total Amount $200.00

Customer & lsland Way Hotel $181.82
7. | &
Help F1 Print

Note that the purchase you just created appears in the To Be
Reimbursed tab of this window, indicating that you have not
15 Click Record. As you paid for the items when you recorded yet been reimbursed for this purchase by the customer.
the bill, a window appears asking you to verify the details of
your payment.

Journsl Memo: |Purchase, World of Gadgets Pty Ltd Pail Today $200.00

Eil Delivery Status: [To be Frinted = Balance Due $0.00
Baye as Hecurin Use Recuring | P88 Spef
Sax g

Help F Prnt | SendTa | Joumal | Laow | Register

Once you receive the reimbursement payment, click in the
select column (=) next to the expense that has been

16 Click OK. reimbursed, then click Remove from List. The expense
disappears. You can then view the expense in the
Reimbursed/Removed tab of the Job Reimbursable
Expenses window.

17 Click Cancel. The Purchases command centre appears.

Review

You will now view the list of reimbursable expenses for this job.

1 Go to the Lists menu and select Jobs. The Jobs List window
appears.

2 Click the zoom arrow (=) next to job 4980. The Edit Job
window appears.

JOBS
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Exercise 3: View job activity

In this exercise, you will use the Analyse Jobs window to display
a profit-and-loss statement for the job you created earlier.

1 Inany command centre, click the Analysis down arrow, then
select Jobs from the drop-down menu.

Analysisl - I

Balance Sheet
Profit and Loss
Jobs
Cash Flow
Sales
Receivables
Payables
Pagrall
Inventory

The Analyse Jobs window appears.
2 In the Job Number field, type 4980 and press TAB.

A detailed profit and loss statement for this job appears,
listing the actual versus budget information for every account
in your accounts list.

Note that you did not enter budget information when you
created the job in Exercise 1: ‘Create a job’ on page 29, so no
amounts appear in these columns for this example. For more
information about setting budgets for jobs, see your user
guide or MYOB help.

3

If you want, you can click Up to simplify the information so
that it shows fewer account levels. To show more account

levels, click Down.

[’3 Analyse Jobs

Job Mumber 32| 4380 2| Filters - lsland Way Percent Complete: | 25%

s vs. Budgets

les Retums
Miscellaneous Income
Giadget Sales Income
Total Income

Cost of Sales
‘widgets Cost of Sales

Miscellaneous stack puichases I 181,82
Freight . i 000~ |

7. | = N
Help F1 Brint Up

Click Close. The Command Centre window appears.
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Forms

STATEMENT
Tools n Trade Pty Ltd ABN:32 123 456 789

ler NSW

ESTIMATE

Tools n Trade Pty Ltd ABN:32 123 456 789 tion
onas AL'S
[ Nsw
TAX INVOICE
Tools n Trade Pty Ltd ABN:32 123 456 789 on 10/2005
Trading as The Solar Protection Professionals | L §
15 Burshag R, ester NSW.
;* The Solar Protection |
§ -
A PROFESSIONALS 000.00
600.00
—— 2000

2 Newhouse Road
Festler NSW 0.00 000.00

600.00
QY temNo  Description Price Extended

10 100 | Shadecloth rolls $500.00 $5000.00 12000

50 123 | Large ciips 51200 | 560000  0-00

Labour | Labour for instalation | $120.00 | $120.00

Total including GST __55720.00

Your printed and electronic invoices, purchases, cheques,
statements and mailing labels are called forms. You can customise
the way your forms look by adding and removing text, adding a
logo, or by changing the appearance of the text.

This module shows you how to customise an invoice form by
adding custom text, formatting text and adding a logo.

FORMS

This module includes the following exercises:

= Exercise 1: ‘Select a form to customise’ on page 34
= Exercise 2: ‘Resize and move a field’ on page 35

= Exercise 3: ‘Add and delete fields’ on page 35

= Exercise 4: ‘Format text in a field’ on page 36

= Exercise 5: ‘Add a business logo’ on page 36

= Exercise 6: ‘Save a form template’ on page 37

= Exercise 7: ‘Print a form’ on page 38

You can have as many different templates as you like for each
type of form. For example, you could use one invoice template
for your quotes and another for your standard invoices.

NoTE: Form templates When you set up a form template, you
should back up or make a copy of the original template file (stored
in the Forms folder) to avoid accidentally replacing it or losing it.

To access a range of customisable forms, go to the Setup menu,
click Customise Forms and choose the type of form you’d like to
customise.

You can also customise forms through command centres. For
example, you can customise purchase orders by clicking
Print/Email Purchase Orders in the Purchases command
centre.
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Form customisation tools In the form customisation window,
you use the following tool bar to edit the form:

A‘ «

E G‘ | K|

=S T i)

B Dl
A Add data
B Add text

C Add a graphic

D Draw a rectangle
Draw a line
F Undo

G Send to back

H Bring to front

| Font properties

J Form properties

K Print preview

F H J

Adds a data field to your form.
Data fields are automatically filled in with
information from your company file.

Adds a field where you can type text that you
want to appear on all forms that use this
template.

Adds a graphic to your form.
Draws a rectangle.

Draws a vertical or horizontal line.
Reverses the last action

Sends the selected object behind all other
objects. The object may be difficult to select
or become hidden behind another object.

Brings the currently selected object to the
front of all other objects. If there are other
objects behind it, they may be hidden.

Changes the font, size and style of the text
on your forms.

Enables you to set margins, page size and
background image for your form.

Displays a preview of your printed form.

Exercise 1: Select a form to customise

Go to the Sales command centre and click Print/Email
Invoices. The Review Sales Before Delivery window
appears.

Click Advanced Filters. The Advanced Filters window
appears.

In the Sale Type field, select Item.

B2 Advanced Filters

Print/Email

Sale Type: | Item = & aiCustomers
Sales Status: [Dpen = " Selected =l

In the Selected Form for Sale field, select MYOB Plain Paper

Invoice.

Selected Form for Sale: | MYOE Premier's Plain Paper Invaice =

Click Customise. The Customise Item Sales window
appears.

[& Customise Item Sales - MYOB Premier’s Plain Paper Invoice.
EHEENEEEEEE]
o P b & 5 b 7 I 15 [0 In I B I [ [ _I7 1§ [1)

(&=

[Company Name]
[Company Address]

{invaice Tyne]

Invoice #:fInvoice #]
ABN.[ABN]
ACN.IACN]

Bill To, Ship To

[Mailing Address] [Shipping Address]

[ saEsPeRsON | YOURNO. | SHPVIA_[COL[PPD] SHIP DATE | TERMS [ oaE Jpo

coll

[CustPO#] ‘ 18hip Via]

ledl‘ [Ship Date]

L ,

[Terms] ‘ [Date]

[Pac

You can now begin customising the form.

NoTE: Do not click Save Form If you click Save Form, you will
replace the original form template with your customised form.
To avoid using your original form templates, save your
customised form under a different name by clicking Save Form
As. For more information, see Exercise 6: 'Save a form template’
on page 37.
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Exercise 2: Resize and move a field

In this exercise you will change the size of a text field and move it
to a new position on the page. You can use this process to change
the size and position of all text fields on your customised forms.

1 Click on the [Company Address] field. A black outline
appears around the field.

2 Locate the small black box at the centre bottom of the
[Company Address] field. Click and drag this box upwards to
reduce the height of the field until it is approximately half its
original height.

[Company Mame]
Company Address]

B AB N ABN]
AGHM.[ACH]

3 Clickin the [Company Address] field and hold down the
mouse button. The pointer changes to a hand (¢ ).

4 Drag the field downwards until it is directly above the A.B.N.
field, then release the mouse button.

[Company Mame]
Company Address]

ABMNAB.N]
AN [ACN]

5 You will now add and delete fields. Go to Exercise 3: ‘Add
and delete fields’ below.

FORMS

Exercise 3: Add and delete fields

Continuing from the previous exercise, you will now add a field
that displays your company’s email address and you will delete a
field that displays the invoice type.

1 Delete afield:

a Click the Invoice Type field. A black outline appears
around the field.

Ervoice Typel . 1

b Press DELETE. The field is deleted and will not appear in your
printed invoice.
2 Add afield:

a Click the data field tool (:&2}) on the toolbar. The Select
from List window appears, displaying a list of the fields you
can add to your form.

& select from List 5]

Select onl:

DataEvery Page
DataEvery Page

Cantact Name DataEvery Fage
D. e
Cust POH# DataEvery Page
D. e

Cust/Suppl AEN ctaEvery Pog
Cust/Suppl ABN Branch DataEvery Page |
nce

DataEvery Page
Daf

b Select Email and click OK. The Customise Item Sales
window appears, with the Email field selected.

The field will now appear in your printed form. You can
move it and resize it however you wish.

3 You will now format text in a field.

Go to Exercise 4: ‘Format text in a field” on page 36.
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Exercise 4: Format text in a field

Continuing from the previous exercise, we will now format text
in a form field.

1 Double-click the [Company Address] field. The Field
Properties window appears.

[3 Field Properties g|
Layout || Bodes |
Field Name: [Compary Address]
Fisld Logation Fisld Sizs
TH | 2882 em |;";| 1186 cm
B[ iz SR [ 1075 o

Teat Format Background Colour

elp

2 Click Text Format. The Text Format window appears.

3 Make the following selections to change the size and style of
the text that will be shown in the field.

Font: Size:

|ésial ~| s |
Font Style: Justify:

| Bald j | Ceritre j

4 Click OK. The Field Properties window reappears.
5 Click OK. The Customise Item Sales window reappears.

6 You will now add your business logo to the form. Go to
Exercise 5: ‘Add a business logo” below.

Exercise 5: Add a business logo

Continuing from the previous exercise, you will add your
business logo to the form.

1 Click the picture tool (&) on the toolbar.

2 Click anywhere on the form. A picture frame appears on the
form.

ABN[ABN]
ACN[ACH]

|

3 Double-click the picture frame. The Field Properties window
appears.

You will import a picture into your form. You could also use a
graphics program to copy a picture onto your clipboard, then
paste it into your form by clicking Paste Picture.

4 Click Load Picture. The Open window appears.

5 Select clear.omp, which is located in the Tutorial folder, and
click Open.The Field Properties window reappears,
displaying a preview of the picture you are importing.

6 Set the position of the picture:

a In the top Field Location field, type 0. 45.
b In the bottom Field Location field, type 14.

GETTING STARTED TUTORIAL
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8

9

In the top Field Size field, type 2. 1. and press TAB. The value
in the bottom Field Size field is adjusted automatically. This
makes sure the picture does not appear stretched.

Field Properties El

Field Location Field Size Freview Picture

ﬁ 0450 om Ii] 210 | em
14000 om T Clearwater
] X

Picture Size: 33 KB

Heb | Cancel Laad Picture | o |

Click OK. The picture appears on the form.

(&=

[& customise Item Sales - MYOB Premier’s Plain Paper, Invoice

ERHEENEEREEE]

0%z [ 114 [15_[6_[17_ [18_[19 |2

Clearwater

[Email]

[Company Addrass]

Invoice #: finvoice #]
ABN.[ABN]
ACN.IACN]

Bill To, Ship To

[Mailing Address] [Shipping Address]

SALESPERSON | YOURNO. | SHIPVIA_ | COL[PPD[ SHIP DATE | TERMS [ oE Jpo

[CustPO#] ‘ 18hip Via]

coll

ledl‘ [Ship Date]

[Terms] ‘ [Date]

[Page

arv. ITEM NO, DESCRIPTION PRICE UNIT  [DISC %| EXTENDED |CODE|

[QtyUnits]) [y e # [Description/Backordered [ExPrice] | | (Uit | || [Disc | [ExAmount | [Tax
Label] %] Cade]

You will now save your customised form as a template. Go to
Exercise 6: ‘Save a form template’ below.

FORMS

Exercise 6: Save a form template

Continuing from the previous exercise, you will now save your
customised form to the Forms folder on your hard drive. This
folder is located in your MYOB software installation folder (for
example, C:\Accounting18\Forms).

NOTE: Do not save your forms to another folder You must save
your customised forms to the Forms folder. If you save them in
another folder, your MYOB software will not be able to access them.

1 In the Customise Item Sales window, click Save Form As.
The Save As window appears.

2 In the Form File Name field, type Test.

3 In the Description field, type Tutorial Exercise.

Fom Fiie Name:  [Test
Description: | Tutarial Exercise

Help F1

4 Click OK. The Customise Item Sales window reappears.

This form is now the default form for printing item invoices,
except for customers who have a different form specified in
the Selling Details tab of their customer card.

5 Click Cancel. The Advanced Filters window appears.

The form you created is displayed in the Selected Form for
Sale field.

Selected Form for S ale: |Test =

If you want, you can click the search icon (&) next to this field
to select a different form.

6 You will now print a form using the template you just created.
Go to Exercise 7: 'Print a form’ on page 38.
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Exercise 7: Print a form

You will now print an invoice using the customised template you

created in the previous exercises.

1 Go to the Sales command centre and click Print/Email
Invoices. The Review Sales Before Delivery window

appears.

2 Click Advanced Filters. The Advanced Filters window

appears.
3 Inthe Sales Type field, select Item.

4 In the Sales Status field, select All Sales.
5 Click Selected and select Widget Eaters Limited in the

adjacent field.

6 In the Selected Form for Sale field, select Test.

[& Advanced Filters

&

Print/Email

Sale Type: Item [ Al Customers
Sales Status: [Al Sales =  Selected: [Widget Ealers Limited

¥ Unprinted or Unsent § ales Onlg
I” Sales Dated From | ta
I Invoice Numbers Between and

Selected Form for Sale: | Test =l

?, i T Tl | oK

Help F1

7

Click OK. The Review Sales Before Delivery window
reappears. An invoice for a sale to Widget Eaters Limited is
listed.

Click in the select column (T&]) next to the invoice.

[& Review Sales Before Delivery
To Be Printed ToBe Emailed

SolesType:[ltem =l
Pink| 1] Copies of Each Selected Sale
Pink| O PackingSlips per Sale
Pint| O Labels per Sake

Q@ Advanced Fiers

= 00000004 3112008 Widget E aters Limited

2

Help F1

If you want, you can print the invoice by clicking Print. Select
your printer options, then click Print.

Click Cancel. The Sales command centre appears.

GETTING STARTED TUTORIAL



Reports

EBX

Furchases | Paprol Inyentary a Custom

F@ Index to Reports

GST/ Time
Sales Tax | " || Biling

A listing of all accounts and their balances.

i

Account Transactions [Soorual]
Account History [OffiseLink]
General Ledger [Summary]
General Ledger [Detai]

Trial Balance
Linked Accounts

Balance Sheet
Standard Balance Sheet
Multi-Period Spreadshest
Mult-Period Budget Spreadshest

o ViewSample |
7 " .

7. = W
HelpF1 | Prrt | SendTo

You can view detailed information about different aspects of your
business by generating reports.

Customise

Display

This module shows you how to display, customise and email
reports.

It includes the following exercises:

= Exercise 1: 'Display a report’ below

= Exercise 2: 'Customise a report’ on page 40

= Exercise 3: ‘Email a report’ on page 41

Index to Reports The Index to Reports window contains a list
of all reports available in your MYOB software. Reports are
organised into the following tabs: Accounts, Banking, GST/Sales
Tax, Sales, Time Billing, Purchases, Payroll, Inventory and Card.

You can also define custom reports, which are stored in the
Custom tab.

Note that the Time Billing and Payroll feature is not available in
MYOB Accounting, so no corresponding reports are included in
the Index to Reports window.

REPORTS

Exercise 1: Display a report

In this exercise, you will display a report that lists all of the
accounts in your Accounts List and their balances.

1

Go to the Reports menu and select Index to Reports. The
Index to Reports window appears.

Click the Accounts tab. A list of accounts-related reports

appears.

[E Index to Reports

GST/ Tirne:

EB&X

Puichases | Papoll | Inventon

Custom

Sales Tay " Eiling

Accounts List Detail
Account Transactions [Accmual]
Account History [DfficeLink]
General Ledger [Summary]
General Ledger [Detail]
Trial Balance
Linked Accounts

Balance Sheet
Standard Balance Sheet
Multi-Period Spreadshest
Multi-Period Budget Spreadsheet

A listing of all accounts and their balances

.

@"y\ew Sample ‘ Customize

7 e oD
HelpF1 | Print | SendTo

Display

Select Accounts List Summary and click Display. The Report
Display window appears, displaying the Accounts List

Summary report.

Click Close. The Index to Reports window reappears.
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Exercise 2: Customise a report

In this exercise, you will customise a report by changing the font

and style of the text, selecting which fields to include, and
rearranging the layout of the final report.

1

8

Go to the Reports menu and select Index to Reports. The
Index to Reports window appears.

Click the Banking tab. A list of banking-related reports
appears.

Select Bank Register and click Customise. The Report
Customisation - Bank Register window appears.

Click the search icon (Fi) next to the Accounts field. The
Select from List window appears.

Click the select icon ('m]) at the top of the left column. All
accounts are deselected.

Select Cheque Account, then click OK. The Reports
Customisation - Bank Register window reappears.

In the Dated From field, type 1/9/8. In the To field, type
30/9/8.

[ Report Customisation - Bank Register X

Agvancedﬁueu[ Fiepot Fields I Firishing ]

Dated From: [1/03/2008 To: [30/08/2008

4w ]
HelpFil | Pt | SerdTo | Fomat

Click Format. The Report Format - Bank Register window
appears.

10

1

12

In the Report Line field, select Report, then select the
following font and styles to use for the report:

Fant & Style

Report Line: |Repart hd
[#sial | 1o ]

CEBNETES >~ | [ Underdine | Strikeout

Use the preview on the right side of the window to see how
your selections will affect the appearance of the final report.

Click OK. The Report Customisation - Bank Register
window reappears.

Click the Report Fields tab. A list of fields that you can
include in the report appears.

Click in the select column next to Src to deselect it.

The Selected Fields list no longer includes Src, and the field
will not appear when you display the report.

[ Report Customisation - Bank Register X

Advanced Fiers I

D8 - D8

Sic Date

Date hemo/Payee

Memo/Payee Deposit
cposit Withdramal

Withdrawal Balance

Balance

Fieconcied Date

BeportFields | frising |

~
v
~
~
~
~

Notes
Credit Card Nurber - |
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13 Click Display. The Report Display window appears,
displaying the Bank Register report.

The report lists all transactions that affected your cheque
account for the month of September 2008.

Note that the Src column does not appear in the report.

[& Report Display

Dated From: [1/08/2008 | Tox [30/09/2008 Fiedisplay ‘iew: [Scieen Repot |

Bank Register
1032008 To 30032008
1D# Date " Memo/Payee *__Deposit
11110 Cheque Account

CROOOOOT B/09/2008 Initial funding of the compar $20,000.00 $20,000.00

1 8/09/2008 Acme Business Supplies $5.500.00 $14.500.00

2 10/09/2008 X2 Electicity $450.00 $14,050.00

3 30/09/2008 Bark Charge $5.00 $14.045.00

j_l

~ *_Withdrawal “__Balance

$20,000.00 45.955.00

4 |
7. | = q;’
HelpF1 | Pirt | SendTa

TIP: View original transactions You can view full details of a
transaction shown on a report by clicking on the transaction

14 Move the ID# column:
a Position the cursor over the ID# heading. The cursor
changes to a hand.

b Click and drag the ID# heading until itis to the right of the

Date heading, then release the mouse button.

Bank Register
LOG2008 To F092008
Date ~  ID# ~ Memo/Payee ~__ Deposit " Withdrawal ~_ Balance

11110 Theque Account -
£/03/2003 CRODOON  Initial funding of the compar $20,000.00 $20,000.00
8/09/2008 1 Acme Business Supplies $5.500.00 $14500.00
10/09/2008 2 #YZ Electiicity $450.00 $14.050.00
0/09/2008 3 Bank Charge $5.00 $14,045.00

$20,000.00 $5.955.00

NOTE: Saving customised reports You can save your customised
reports by clicking Save As in the Report Display window. You can
access your custom reports in the Custom tab of the Index to
Reports window.

REPORTS

Exercise 3: Email a report

In this exercise, you will email the report to your accountant.

1

In the Report Display window, click Send To, then select
Email. The Email window appears.

Tab-Delimited Text File
omma-Separated Text File.
Simple Text File.

Click the search icon (F|) next to the Name field. The Select
from List window appears.

Select ABC Accountants and click Use Card. The name and
email address fields are filled in automatically.

In the Subject field, type Clearwater banking report.

If you want, you can type in the Message field to include a
short email message with the report.

2 Email 3]
Emai
Hame: [ 4BC Accountants 5]
Emal ddress ¥ : [b dawson@abe-accountants. com.au
Subject: [ Cleanwater barking report
Message: [Please find attached our banking tepart for September 2008
Help F1

As you do not want to email the report, click Cancel.
If you wanted to email the report, you would click Send.
Click Close. The Index to Reports window reappears.

Click Close. The command centre appears.
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Payroll

The payroll feature is only available in MYOB Premier Enterprise,
MYOB Premier and MYOB Accounting Plus.

[’3 Tutorial Clearwater Pty Ltd - Command Centre

[mvos] PAYROLL =]

1 oy

Accounts Banking Sales

WS wEWE =

Time Biling  Purchases

Faproll Inventary Card File

Prepare Electronic Payments

Print Paycheques

@ Enter Timeshest

&

- Process Payroll -

Print Payment Summaries

Pay Liakilties

‘- Pay Superannuation -

& & M-Bawered
PrinfEmail Pay Slips -+ @ Transaction Journal o Services
) Centre

ToDoList » Find Transactions Repors w Analysis w

categories to an employee’s card, then combine them to
calculate the employee’s pay.

Exercise 1: Create an employee card

In this exercise, you will create an employee card for a new
employee named Rick Shaw. He is a full-time, permanent
employee with an annual salary of $55,000. He is entitled to sick
leave and holiday leave and receives superannuation guarantee
contributions on top of his annual salary.

1 Go to the Card File command centre and click Cards List.
The Cards List window appears.

2 Click the Employee tab.

3 Click New. The Card Information window appears.

4 Enter the employee’s personal details as shown:

The Payroll command centre enables you to calculate
employees’ wages, salaries and entitlements, and process pays
for both salary and wage earners. You can calculate overtime
rates, allowances, tax deductions, employer expenses,
superannuation and leave entitlements.

This module shows you how to use the Payroll command centre
to set up employee records and process a pay run.

This module includes the following exercises:
= Exercise 1: 'Create an employee card’ below

= Exercise 2: 'Pay employees’ on page 44

Payroll categories An employee’s pay is made up of
components, called payroll categories. These may include wages,
entitlements, superannuation and taxes. You assign payroll

[& card Information

Profile Cord Details Payroll Delgis

Papment Detals

Contact Log History

Shaw. Rick

EMPO000S

EEx

Card Type: [Employes |

Designation: |Individual =

I Inactive Card

Last Name: | Shaw

Card ID:

Address:

Ciy
State:
Country

= Frint

EMPO000S

Lonation: [Addiess 1 =

22 Biiar Strest

Thistleton
NEW

| % Lot

Posteode: | 2073

Abustialia

=7 Emal

First Name: | Rick.

Phonet1
Phanett2
Phane3
Far

Email
“website:
Saltation:

‘ 8B \Website

2

Help F1

02 3555 5655
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5 Click the Payroll Details tab. There are a number of views in

this tab.

[& card Information

EnleTs

Shaw. Rick

Payroll Details Payment Detals Contact Log

History

EMPO0005

Personal Details b
‘Wages b
Superannuation b
Entitlernents »
Deductions p
Employer Expenses »
Tases b

Standard Pag b

Pay History »

Date of Bith: [27/03/1572
CdoulledAge: 36

Gender [Mae =1

Start Date: [1/03/2009 |

TemingionDae <[ |

Employmert Basie [Individual =1

Emplopment Category: |Permanent ]

Ermployment Status: | Ful Time |
Emplopment Classifcation

Pay Slip Defivery: | To be Emaled =

»
Time Biling Pay Slip Email: [1shaw@mail conl

‘ [ Create New Payroll Cateaory

?

Help F1

6 In the Personal Details view, enter the employee’s personal
information as shown:

Date of Bith: | 27/03/1972
Calculated Age: 36

Gender. [ Male =

Sta Date: [1/03/2008

TeminaionDate <[

Emplopment Basis: [Individual =
Emplogment Category: [Femanent =1
Employment Status: | Full Time =
Emplopment Classification =
Pay Slip Delivery: [ To be Emailed =

Pay Slip Email: |ishaw@mai. com

7 Click Wages. The Wages view of the Payroll Details tab
appears.
8 Enter the employee’s wage details:
a In the Pay Basis field, select Salary.
b In the Annual Salary field, type 55000.
¢ In the Pay Frequency field, select Monthly.

PAYROLL

9

10

1

12

Note that when you select Salary as the pay basis, the Base
Salary wage category is selected automatically.

PayBasis: [Sdlay ¥
Annual Salary: [$55,000.00
Hourly Rate; $26.4423
PayFrequency: [Monthly (=]
Hours in Monthly Pay Period: 173333 |
Wages Expense Account - |Wages kSalaies |5

Selsct all the relsvant wage cateqories for this emplayes

o Advance Salary -
o Back Pay Hourly
o Base Hourly Hourly
~ | o Base Salay Salary
o Bonus Salary
o COEF Papments Hourly =

Click Superannuation. The Superannuation view of the
Payroll Details tab appears.

Enter the employee’s superannuation details:

a In the Superannuation Fund field, type AMP Life.

b Click in the select column (&]) next to SGC

Superannuation to assign the superannuation guarantee
contributions payroll category to the employee’s card.

Superannuation Fund = | AMF Life =

Emploes Membership #: |

(s Piint Supesannation Cheice Fom |

> Employes Additional
> Employer Additional
£ Productivity Superannuation
> Redundancy Superannuation
> Salary Sacrifice

~ | e SGC Superannuation

Employee &dditional [deduction)
Employer Additional [expense]
Froductivity (expense]
Redundancy [expense]

Salary Saviifice (deduction)
Superannuation Guarantee [expense]

£ Spouse Spouse [deduction]

£ Superannuation Guarantee Superannuation Guarantee [expense]

Click Entitlements. The Entitlements view of the Payroll
Details tab appears.

Click in the select column (‘&) to select Holiday Leave
Accrual and Sick Leave Accrual.
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14

15
16
17
18

44

Entitlermnent Canp Over  ‘YeartoDate Total
~ | o Holiday Leave Acciual 0.000] 0.000] 0.000
~ | o Sick Leave Acciual 0.000 0.000 0.000

Click Taxes. The Taxes view of the Payroll Details tab
appears. Note that the PAYG Withholding category is
automatically selected.

Tan
~ | & PAYGE Withholding

Click Standard Pay. The Standard Pay view of the Payroll
Details tab appears.

The employee’s standard pay details are displayed. These
values have been calculated using the values you entered and
the payroll categories you selected in the Payroll Details tab
of the employee card.

Amaunt

$4.58333

Payroll Category
o Bass Salary
o PAYG Withholding

ENTITLEMENTS

& Holiday Leave Accual
o Sick Leave Accnal

EMPLOYER EXPENSES

= SGC Supsrannuation

Click the Payment Details tab.
In the Payment Method field, select Cheque.
Click OK. The Cards List window appears.

Click Close. The Card File command centre appears.

Exercise 2: Pay employees

In this exercise, you will process a pay run for five employees. You
will adjust one employee’s pay to include four hours of overtime.

1

5

Go to the Payroll command centre and click Process Payroll.
The Process Payroll assistant appears. The Process Payroll
assistant is a series of windows that take you through the
process of recording your employee pays.

Select the Process all employees paid option, then select
Monthly in the adjacent field.

In the Payment date field, type 15/3/9.

In the Pay period start field, type 1/3/9. In the Pay period
end field, type 31/3/9. If you receive a date warning, click
OK to ignore the message.

{2 Process Payroll SDEx

" Process individual employee:

Select Pay Period Papment date: [15/03/2003 [

[~ Payleave in advancs

=
Pay period start. [ 1/03/2009 [ Pay peiiod end [ 31/03/2003 [

Select Pay Period

 Process al employees paid Monthly |

B2 Help for This Window

Close | Nest >

Click Next. The Select & Edit Employee’s Pay window
appears. If you receive a date warning, click OK to ignore it.

GETTING STARTED TUTORIAL



Note that all employees who are paid monthly have been
automatically selected.

[& Process Payroll

Select Pap Period

Select & Edit Employee’s Pay
Paymert date: 15/03/2003
Pay period start. 1/03/2009
Pay period end: 31/03/2003

Monthly Pays

Select & Edit Emplopee’s Pay

Click on = to edit an employes's pay.

Preview Pay Details

Card D

EMPOOOOT

apment Metho

Cheaue

v EMPDOO02 Cheque Auo#t | $3865.00
v EMPO0002 Cheque Auto # $2,722.33
v 3 EMPOO00S Cheque Auo# | $357833
v | & | Smith, Sue EMPO0004 Cheque Auto # $4,959.67

10

1

When you have finished reviewing and editing pay details,
click Record. A message appears, informing you that five
paycheques will be recorded.

Click Continue. The pay run is processed and another

message appears informing you that five paycheques were
recorded successfully.

Click OK. The Process Payments window appears.

& Process Payroll EEX

(MvoB/

Process Payments

5 employess selected

Total Net Pay: $18.417.00

B2 Help for This Window

6 Torecord the overtime hours worked by Peter Parker, click the
zoom arrow (=) next to Peter Parker’s name. The Pay
Employee window appears.

7

In the Hours column next to the Overtime (2x) payroll
category, type 4 and press TAB. The Net Pay and PAYG

Cheques Recorded: 5

Select Pay Period 1f 50, clck Pt Paycheaes.
Select & Edit Employe’s Pay
Process Payments

Electionic Payments Recorded: 0

Cash Payments Recorded: 0

|8 Helo for This Window

Close.

Do you want o pint thess cheques iow?

Amount. $18,52285

Print Paycheques

Amount: $0.00

Amount: $0.00

\

12 To print the paycheques, you would click Print Paycheques.

However, for the purposes of this tutorial click Next. The

Withholding amounts are adjusted automatically.

[& Pay Employee

Pay from Acceunt: 11110

Cheque Account

Payment Method: [Cheque 1=l

Balance o §14.455.00

ustralia

Paycheque

Employes c: Parker, Peler

Cheque No.: [Auto #

Payes: | : (88 Hudderfield Crescent Paymer
Blanchville NSW/ 2637

Pay Peiod

NetPay §262818

Pay Period Start: 1/03/2009

it Date: 15/03/2009

Ending. 31/03/2009

egory
Dverlime [24]
Base Salan:

PAYE withholding

Holiday Leave Accrual
Sick Leave Accrual

\w/ages & S alaiies

wages & Salaries

Paproll Acciuals Payable
ENT|

TLE ME|
133365130 |Wages & Salaries
533 65130 |wages & Salaries

Amount

N5

I™ Cheque Already Printed

2

Help F1 Journal

Number of

Pay Sl Delivery Status: | Ta b Prirted I

f Pay Peiiods: 1

8 Click OK. The Select & Edit Employee’s Pay window

reappears.

PAYROLL

Print Employee Pay Slips window appears.

& Process Payroll EEX

(MvoB/

Select Pay Period

Print Employee Pay Slips
A3 an el I hopmEhEd:

theit pay detals. You can do this by printing or emaiing a pay sip for each
employee.

Bt s Print o Email Pay Sips
employee pay sips.

Frocess Payments

Print Employee Pay Slips

|8 Helo for This Window

13 If you want to print or email pay slips for your employees,

click Print or Email Pay Slips.

14 Click Finish.

You have successfully processed a pay run for five employees.
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