MORSE |GROUP

ACCOUNTANTS & ADVISORS

MYOB Update



Contents

A Online Banking Reconciliations

A Job Numbers & Categories

A BASIink

A Financial & Business Analysis

A Fair Work Australia Changes

A Paid Parental Leave (PPL)

A Setting up Paid Parental Leave in MYOB



Online BankingReconcliliations

L {

—

ADone by importing bank statements from
Internet banking

AVYOB will then be able to perform the bank
reconciliation for you



U Step1

- Log onto internet banking and select the appropriate
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u Sep 2
- Save file as a QXF file so that MYOB will be able to open it
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u Step 3

{SEtSO0 UKS WY OQGA2yQ AO2Y AY
and select Get Statement

U Step 4

- Click on the Action icon and select Match Transactions

- If any transactions have not been entered click on the Action
Icon and select Add Transaction to put it in

Wincoaw Services Help

Account: | 1-1100 Seneral Cheque Account New Statement Balance: 56.993.13
teconcied Date: 30/11/2010 Calculated Statement S8alance: -513,018.13
tatement Date- | 31/12/2030 Cut of Balance: -520,631 26

‘ROD2371 7/312/2010
IROO2372 7/12/2010
(ROD2375 7/12/2010

‘ROO2374 8/12,/2010 POS 522432300 08 DEC <220.00
POOOQ348 S/12/2010 Elsctronic Psyrment 548, 754.50
ROD237S S/12/2010 PGA AUST PGA Aust inv 8021 $2,007.50
‘ROO227E6 S/12/2010 POS 227556 0S DEC s<22s5.00
32 10/12/2010 AMERICAN EXPRESS NETBANK BPAY 4M £2,410.19
ROO2377 13/12/2010 AMEXGR 131 .84 S7S726S386 <:127.85
POOO3S9 1IG/12/2010C Electronic Payrment $3.733.30
33 27/12/2010 NETBANKTFR COG MPW 2124 $131.000.00
‘ROD2378 17/1272010 QUICK DEPOSITS 2867 &ss.o0
3% 20/12/2014 Undo Reconalstion ar 321 5.00
as 20/12/201: oS S 33.oo
26 20/12,201 Bewdc Eatry <65.00
37 20/12/2014 S273 a0
as 20712203 Spend Money sS284 s0
39 20/12/201 Sy Sills $328.50
a0 20/12/2031 % S433.00
2y 20/12/201 Recmive Morey SS30.00
‘ROD2379 22/12/2014 Recsive Payment= $660.00
PO0O03SO 23/12/201 Tras=fer Money $10.245.26
a2 29/12/201 Record Journal Enty sS7a1.78
as 30/12/2031 Setti= Returns and Cradits An S56.00
[ s A0/227208 Settls Returns =nd Debits $s0.00
as 30/12/201 S1.231-19
as 31/ 1= =ind Trars=ctons sg.ga — |
view Bank Regster
Prnt Last Recoralston Report Elempents S0.00 $0.00
=
Dare cancel ]

Mo e Cour Dva S s 1400



Job Numbers

A Commonly used by ndor-profit organisations

A Can be used to track both costs & income for a particular job
or project

A Job numbers help with:

- Costing jobs

- Billing customers for expenses incurred
- Tracking job profitability

- Tracking projects/departments



U Setting up Job Numbers in MYOB

A There are two types of jobs, header and detail

- Header jobs total associated detall jobs (including detait sub
jobs). You cannot assign transactions to header jobs

- Detall jobs are assigned to transactions to track income, Costs
and expenses

A Note that subjobs can be either a detail or header type job
U To Set up a Header Job in MYOB:

1. Go to the Lists menu and choose Jobs. The Jobs List windov
appears.

2. Click New. The New Job window appears

3. Select Header Job and enter a job number, name and
description

4. If you want to create this job as a s{db of another header
job, type or make a selection from the Sjap Of field

5. Click OK. The header job appears in the Jobs List window



To setup a detalil job in MYOB

1. Go to the Lists menu and choose Jobs. The Jobs List windov

> W

o1

appears
Click New. The New Job window appears. Select Detail Job
Type a code for the job in the Job Number field and press Ta

Enter additional information about the job, such as a job
name, description and start date

If you are creating a sdjob, type or select a header job In
the Subjob Of field. Note, you can only assign detall jobs to
header jobs, not to other detail jobs.

If you want to link the job to a customer, type or select a
customer in the Linked Customer field. This is useful if you
Intend to seek reimbursement for goods and services
LIMZNDKIF aSR 2y (KS 0Odzaid2YSNXa
You can view detalls of all jobs linked tg a customer in the
W2oa OASg 2F UKS 0Odzad2z2 YSNXa

Click OK. The Jobs List window reappears.



U To enter budgets for Jobs

1. Go to the Lists menu and choose Jobs. The Jobs List windoy
appears

2. Select the detalil job for which you want to enter budgets.

Click Budgets. The Job Budgets by Account window appears
with the number of the job you selected in the Job Number
field.

4. Ly GKS . dzR3IS0GAa O2fdzYys Geé LIS
for specific accounts for this job and then click OK

W

Setup  Reports  Window  Serwices  Help

= Sub Job B

Fees Income

Freight Collected

Late Fees Collected
MMiscellaneous Income
Fuel T ax Credits
Accounting & Audit Fees
Adwertising

Bank Charges

Cleaming

Couriers

D eprecisticn

Discounts Given
tAaterials

Discounts Taken
El=ctricity

Freight Charges
Insurance

Late Fees Paid

B-ZE0O0 Office Supplies FZ200. 00
S-=F00 Fient $1.000.00
E-Z900 Subscriptions $0.00
E-3000 T elephons +1.000.00
E-3100 Trawel & Entertainment $0.00
5-5110 Staff Armenitios $0.00
E5-5120 Supsrannuation $270.00
E-51=20 “wiages & Salaries £2.000.00
E-5140 “wforkers' Compensation $0.00
55150 Other Emploper Espenses $0.00
55160 Paid Parental Leawe $0.00
55170 Less: AT0O PPL Reimbursement $0.00
S-1000 Interest [ncome $0.00
3-1 000 Interest E=pense F0O.00
[-Z2000 Income Tax Expense F0O.00

delp F1 Jobs List

= F1 to get help.



U To Setup Job Number Reminder

1. Choose setup menu and select preferences option
2. Tick Warn if jobs are not assigned option

3. Select Ok

ountRight Plus - [Preferences] =]

e Edit Lisks Command Centres  Sstup  Beporks Windoww  Serwvices  Help

. Reports - .
=tem I wdimd o s I 2 Forme I Banking I Sales I Purchazes I Inwentorn I Securiky

| Use MYOB Betailtdanager

| Use Timeslips Accounting Link

| Prefer to Use Help From the Intermmet. Father Than by Computer

97 717

adarn if Jobs Are Mat A zzighed o All Tranzactions [Swestem-wide]

I Turn on Categore Tracking: Categories are ,m o Al Transactions [Sestem-wide]

I For Time Billing, Enter Time in Special |1 Minute Billing Lnits =i

I Round Timer-Calculated time W I— MMinute Increment

I | Include Items on Time Eilling |nyoices

I | Use Timeshests for [ Tire Billing and Fayroll =l and My week Starts on [Monday =] [Swstem-wide]
Z

= F1 ta get help.



U Bill the customer for the Job

1.
2.
3.

Go into Enter Sales

¢eL)S 2NJ aSf SO0 UKS 0Odzzaia2zYSN
Click Reimburse. The Customer Reimbursable Expenses
window appears.

The To Be Reimbursed tab lists all expenses that have yet to
be billed to this customer




5. Click in the select column for each expense you want to bill

6. If you want to change the amounts that will be billed, you can
edit the amounts in the Reimbursable column

/. fyou want to mark up all selected expenses by a certain
amount or percentage, click Matkp and complete the Mark
up Information window

To Be Reimbursed

The Reimbursement Account will be used to record the income for all billed expenses.
Reimbursement Account =]




8. Select markup criteria & choose either markup all
items or markup x items

9. Click reimburse

Formaktion

Round FPrices: | To Mearest

=z Calculated Price

ake Frice a bAultiple of: |

ake Frice End in: |

© Armount b arkup:
i Percent bMarkup: L

J Cancel I k arkup Al ltems= I T Fd ':éi'r'l'é'l:l'ﬁ";"lut'é'l"ﬁ':




10. The invoice is then displayed with the marked up
figures

ountRight Plus - [Sales - Edit Service]
e Edit Lisks Command Centres Setup Reporks Window  Serwvices Help

=
=

Customer 5> A Terms & Met 30th after ECRM W Tax Inclusive

Shipto = ]: @ lrwoice #: | 00000007
Drate: | 14/0342011
Customer PO #:
Ao Amount
aunkiy enengy 4-1000 $284.09 2 G5T -
dstra 4-1000 42614 2 GST
angcott media 4-1000 $+454. 55 2 G5T
=l
Salezperzon : = Subtotal: $1.164.78
Comment: = Freight: $0.00 GST 5|
Ship “ia: = Tax o= 10589
Promized D ate: Tatal Armount: $1.164.73
Journal b emo: | Sale: A Applied to D ate: $0.00 Hiztory. .. I
Referral Source: | =l
woice Delivery Status: | To be Printed | Balance Due: $1.064.78

J Save as Fiecurringl ik, Reimburze | B Pavment | REC) Spell |

7.

delp F1

Cancel

= F1 ta get help.



U To Print Job Reports
AGo to reports menu and scroll down to Jobs section
ASelect the report you want to view and view like a normal repor:

ountRight Plus - [Repork Display] =]
e Edit Lists Command Cenktres Setup Reports Window  Services Help =1
=d From: |[ENER=E] To: | 14/03/2011 Fedizplay I iew: | Screen Report ]|
Job Profit & Loss Statement
1/03/2011 through 14032011
Account Name “Selected Period™ vear to Date ™
Sub Job B =
ome
“ee lncome $1.321.29 $1.2321.29
T atal Income $1.321.39 $1.321.39
pense
S lectricity F227.27 F227.27
Total Expenze $227 27 $227 27
et Profit [Loss] $1.094.12 $1.09412
-1

= F1 ko get help. I STE Mo



Categories

AAllows departmental (profit centre) accounting

AEnables you to record and track transactions for all departments,
branches, divisions etc rather than resorting to a complex chart of
accounts

ACategory tracking preference can be set as either an optional or
mandatory task

AMakes it possible to produce P&L and B/S reports for each separate
category

AYou_cannot allocate a category to these transactions: Pay Bllls,
Receive Payments, Prepare Bank Deposit, Settle Returns and
Credits/Debits and Pay/Receive Refunds

AA software program called Calxa has to be used to enter budgets for
categories



U Enabling Categories
AGo to the Setup menu and choose Preferences

AClick the System tab
ASelect the Turn on Category Tracking option

Alf you want to make the selection of a category mandatory for
all transactions, choose Required from the list

Alf you choose to turn off category tracking, any categories you
have created and their transaction history will be deleted from
your company file. You should make a backup of your company
file before you do this so that you can access this information if
required.



U Setting up Categories

AGo to the Lists menu and choose Categories. The Categories
List window appears

AClick New. The Edit Category window appears

Aln the Category ID field, type a code that will be used to
identify the category and press Tab

Aln the Category Name field, type the name of the category

Aln the Description field, type a description of the category or
notes relating to the category

AClick OK



U To Print Category Reports
AGo to reports menu and scroll down to category section

ASelect the report you want to view and view like a normal
report

3

1032011 through 147/03/2011
Account Hame “Selected Period™ rYear to Date ™

Dubbo Office =

See lncome $2E2.50 $2E2.50
Total Income F262. 50 F262.50

et Profit [Loss) F262.50 F262.50
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U Setting up BASIink
AGo to the Accountsommand centre and click BASIink. The BASIlink
window appears.

AClick BAS info. The BAS Information window appears.
ASpecify your activity statement information. You need to specify:

AGST information (such as your accounting basis, reporting frequency
and calculation method), if registered

APAYG Instalments information, if registered
APAYG Withholdings information, if registered
AClick OK

I 1 Claim Fuel Tax Credits

PAYG Instalments

Inzstalment reparting frequency: | Huartery Instalment option: | Option 2 =l

Inztalment accounting baszis: | Cazh PAYG instalment rate: 0%

PAYG Withholdings WET/LCT/FBT
Withholding reporting frequency: | CQuarterly [small withholder) -] [ I have FET,WET or LCT obligations




U To Prepare your Activity Statement
AGo to the Accounts command centre and click BASIlink. The
BASIink window appears.

ASelect the last month of your reporting period. Click Prepare
Statement. The MYOB BASIink window appears.

AAssign tax codes, accounts and payroll categories to activity
statement reporting fields.

Alf you are registered for GST, review the GST calculations in the
GST Worksheet for BAS tab.



