Medium Sample Task 12 (Level 3): Computerised Accounting 2 

Notes for the Supervisor 
This is the second of a series of three computerised accounting tasks for students to process simulated transactions for a client, Starfield Electrical Stores. The series consists of transactions for three consecutive months (January to March 2013) – one month per task
· Computerised accounting 1    January 	
· Computerised accounting 2    February
· Computerised accounting  3    March 

· There are two options to complete the tasks 
Option 1 - one month at a time (with a pres-set file)
Option 2 – process all months
(Refer to the Medium task11 (L3)_Comp Actg1 document for details)

It is assumed that you have conducted an induction in the task for January and have checked the student’s work. Although the degree of guidance is expected to be relatively reduced in this second task for February as the student now has some experience from the first task, guidance is still essential. 

Task organisation
1. Work request form 
· Fill in the work request form on the next page and print the work request for the student. [Insert your organisation name/logo]
· Load a copy of the pre-set file, Medium task12_MYO file (February) onto the student’s USB.
2. Briefing
· Brief the student about the task. Check if there is anything that the student requires guidance or clarification before starting. 
3. Check student’s work
Solution file is provided in the folder ‘Solutions to medium tasks’.

Task organisation
4. Work request form 
· Fill in the work request form on the next page and print the work request for the student. [Insert your organisation name/logo]
· Load a copy of the pre-set file, Medium task3_MYO file (January) onto the student’s USB.
5. Induction 
· Run an induction to start the student off. The extent of the induction may vary with different students, depending on their previous experience with computerised accounting. 
6. Check student’s work
Solution file is provided in the folder ‘Solutions to medium tasks’.



[Insert your organisation name/logo]
Work Request for Work Placement Student

Student name: ___________________________________________________________
Work Requested by: ______________________________________________________
Contact phone/email: _____________________________________________________
Date requested: __________________________________________________________
Date and time required: ____________________________________________________
Task importance (please circle):		URGENT	    Normal	           Low

Task details
Your task – Record February transactions for a client 
1. Access MYOB and open the pre-set file Medium task12_MYO file(February) in the USB provided to you
2. Record the February transactions and perform a bank reconciliation


Starfield Electrical Stores


Transactions for February 

	Feb 	1
	Received 2 electric fans from Electrical Wholesalers Pty Ltd (PO #148) remaining from the previous order. Supplier’s invoice #1048A includes a freight charge of $40. Invoice total is $198 including GST.

		2
	Credit sale to Harly’s Iron (PO #205) of 6 refrigerators @ $998 for $4,102. Invoice total includes a freight charge of $110 (including GST). Their Invoice No. is 2105.

		3
	Purchase order #151 sent to Westinghouse Ltd for 7 refrigerators @ $560 each.
Total $4,312, including GST.

		4
	Paid monthly rent $495, including GST, Cheque No. 1238 to Rainbow Realty.

		5
	Cash sale (PO #206) of 2 washing machine @ $756 for $1,512, including GST, Invoice No. 2106. Customer paid cash which was banked today.

		6
	Received and banked a cheque from Strathfield Primary School for $809 for the invoice #2090 & #2102.

		8
	Received the refrigerators (PO #151) from Westinghouse together with their invoice #1051 for $4,532. Invoice total includes a freight charge of $200 plus GST.

		8
	Fill customer back order of 2 refrigerators for Harly’s Iron on 2nd February, invoice no 2105A, total invoice $2,106. Invoice total includes a freight charge of $110 (including GST). 

		10
	Received and banked a cheque from Harly’s Iron for $4,102, their invoice no, is. 2103.

		11
	Goods delivered from Electrical Wholesalers, their purchase order #150 10 kettle and 10 Electric fans, Supplier’s invoice #1050 add a freight charge of $25. Invoice total is $907.50 including GST.

		11
	Received and banked a cheque from Harly’s Iron for $5,897.60, their invoice no, is. 2105 and part invoice no 2105A.

		12
	Credit sale (PO # 209) to Strathfield Hotel (invoice # 2109) of 30 fans @ $149 and 15 kettles @ $19, total invoice $4,780 including GST. Invoice total includes a freight charge of $25(including GST).

		14
	Paid Westinghouse Ltd $1,452, for their Invoice No. 1047 (PO # 147) received on 8/1 our Cheque No. 1239.

		15
	Purchased a refill of papers for printing from office works for $44.40 including GST, our cheque no is 1240.

		17
	Paid Electrical Wholesalers Pty Ltd $1,967.62 in payment of all amounts owing (PO # 148, 149 and 150) less discount, our Cheque No. 1241.

		19
	Credit sale (PO # 210) to Strathfield Primary School (invoice # 2110) of 25 fans @ $149 and 20 kettles @ $19, total invoice $4,120 including GST. Invoice total includes a freight charge of $110 (including GST).

		23
	Purchase order #153 sent to Electrical Wholesalers Pty Ltd for 10 electric fans@ $70.00 each and 10 electric kettle. Total $880, including GST.

		26
	Cash cheque No 1242 for $1,200 for drawings for owner.

		28
	Information for bank reconciliation
· The bank statement for the cheque account shows a closing balance of $40,284.88 
· There are two payments in the bank statement that have not been recorded in Starfield’s accounting records yet  
· Bank charges of $28.50(NT).
· Interest on the loan of $123(NT). 
· Cheque #1238 in Starfield’s accounting records has not been yet presented to the bank.



Print Reports
Print the following reports:
1. Trial Balance as at 28/02/2013 
2. Bank Reconciliation as at 28/02/2013
3. Aged Receivable (Receivable Ageing Summary)
4. Aged Payables (Payables Ageing Summary)
5. Report - All Journals for the month of February
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