Medium Sample Task 13 (Level 3): Computerised Accounting 3 

Notes for the Supervisor 
This is the third 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 for January and February. Having worked through the first two tasks, the student should now have greater confidence and independence in completing this task, although it varies with different students. 

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 task13_MYO file (March) 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’.



 [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 March transactions for a client 
1. Access MYOB and open the pre-set file Medium task13_MYO file(March) in the USB provided to you
2. Record the March transactions, make end of month adjustments and perform a bank reconciliation




Starfield Electrical Stores


Transactions for March 

	Mar	1
	Cash sale (PO #211) of 2 washing machine for $1,512, including GST, Invoice No. #2111. Customer paid cash which was banked today.

		2
	Received goods from Electrical Wholesalers Pty Ltd (PO #152) 10 Electrical kettle and 10 Electric fans, Supplier’s invoice # 1052 includes a freight charge of $25. Invoice total is $907.50 including GST.

		3
	Fill customer back order of 2 electric kettles for the Strathfield Primary School on 19th February, invoice no 2110A, total invoice $120. Invoice total includes a freight charge of $25 (including GST).

		4
	Paid monthly rent $495, including GST, Cheque No. 1243 to Rainbow Realty.

		5
	Cash sale of (PO #210) of 2 refrigerators @ $998 for $1,996 including GST, Invoice No. 2110. Customer paid by cheque, which was banked today.

		7
	Paid Westinghouse Ltd $4,532, for their Invoice No. 1051 (PO # 151) received on 8th Feb our Cheque No. 1244.

		9
	Purchase order #154 sent to Electrical Wholesalers Pty Ltd for 10 fans@ $70.00 and 10 kettle @ $10. Total $880, including GST.

		11
	Purchased some stationery from Office works for $59.90 and envelopes for postage for $27.50, total invoice for $87.40 including GST. Our cheque no is 1245.

		13
	Received goods from Electrical Wholesalers Pty Ltd (PO #154) 10 kettle and 10 fans, Supplier’s invoice # 1054 includes a freight charge of $25. Invoice total is $907.50 including GST.

		15
	Credit sale (PO # 213) to Harly’s Iron (invoice # 2113) of 11 fans @ $149 and 10 kettles @ $19, total invoice $1,854 including GST. Invoice total includes a freight charge of $25(including GST).

		17
	Received and banked a cheque from Strathfield Primary School for $4,240.00, their invoice no is. 2110 and part invoice no 2110A.

		19
	Harly’s Iron returned 1 electric fan that was damaged (original invoice # 2113). Issue an adjustment note (CR2113) for the damaged item.

		23
	Received and banked a cheque from Harly’s Iron for $1,619.75 (payment of all amount owing less returns and discount), their invoice no is 2111. 

		26
	Cash cheque No 1246 for $1,200 for drawings for owner.

		
	27
	Write off Strathfield Hotel on their Account Balances ($5064.99) as a Bad Debt (A/c # 6-1250)
Invoice #891	259.09
Invoice #29177	4322.72
Freight charged	 $22.73
Total Bad Debt Written Off 	$5064.99

	
	Information for bank reconciliation
· The bank statement for the cheque account shows a closing balance of $42,677.13
· 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 #1245 in Starfield’s accounting records has not been yet presented to the bank.




Print Reports
Print the following reports:
1. Trial Balance as at 31/03/2013
2. Bank Reconciliation as at 31/03/2013
3. Profit and Loss Statement for the period ended 31/03/2013
4. Balance Sheet as at 31/03/2013 
5. Aged Receivable (Receivable Ageing Summary)
6. Aged Payables (Payables Ageing Summary)
7. Items List (Summary)
8. GST (Detail – Accrual) for the March quarter 
9. Report - All Journals for the month of March
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