
Short Sample Task 13 (Level 3): Introductory Computerised Accounting 1
				            (Set up company file)

Notes for the Supervisor 
This task is the first of a series of introductory activities for students to learn computerised accounting basics. Students have learned introductory manual accounting in their Financial Services course, including the double-entry principles, recording transactions in journals, posting to ledger accounts. It would be useful for them to learn the computerised process. From experience, most students are excited to see what they have learned in action in a computerised system in the real workplace. 

This series consists of 
1. Set up company file (Short task 13)
2. Process cash receipts transactions (Short task 14)
3. Process cash payments transactions (Short task 15)
4. Perform a bank reconciliation (Short task 16)
5. Process purchases transactions and payments to suppliers (Short task 17)
6. Process sales transactions and payments from customers (Short task 18)

All the transactions relate to the company set up in the first task of the series. There are two options in performing this series of tasks.

Option 1 
The student works through the series in the numbered sequence in a single MYOB file (up to where you want them to learn, e.g. you may only want them to learn cash transactions but not the purchases and sales).  	

Option 2
Use a pre-set MYOB file - For each of the short tasks 14 to 18, use a pre-set MYOB file* with all the setup and transactions in the preceding tasks in place and only process the transactions in that task. The pre-set MYOB files have been created in AccountRightPlus v19.

There are several advantages with this option, including 
· avoid the consequential effect of any errors in the previous tasks, making it easier for the student to learn and for you to check the student’s work 
· each task can be used independently e.g. if you only want the student to learn cash transactions, you can pull out those tasks with their accompanying MYOB files, without having to worry about  the setup  
· The MYOB file for a task can also be used as solution for the student to check the accuracy of their work in the previous tasks. 

Computer Accounting System - MYOB AccountRightPlus v19 or later versions
Although this task uses the package MYOB AccountRightPlus v19 or later versions, the transactions can be processed in other similar MYOB packages. If you would like to use MYOB but it is not installed in your organisation, you can buy or download a trial test drive from the MYOB website www.myob.com.au. Regardless of what computerised system you are going to use, an induction is necessary. 



Use the computerised accounting system in your work place
If you use the system in your work place to process the transactions you need to combine all the short tasks and make a company file on your system with all the initial setups, including accounts, inventory items, customers and suppliers and so on. 

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]
· Provide a USB for the student to save their work in. 
2. Briefing 
· Show the student about 
(i) Accessing and navigating the system
(ii) Setting up a company file
(iii) Customising accounts
(iv) Recording opening balances
(v) Setting up purchases and sales 
(vi) Setting up inventory items
3. Check student’s work



[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

Introductory Computerised Accounting 1 (MYOB) - Set up company file
1. Read the notes 
2. [bookmark: _GoBack]Your supervisor provides an introduction to the computerised accounting system 
3. Work through all the required setup

Notes
This task is the first of a series of introductory activites for you to learn the basics of computerised accounting using a package called MYOB. You have learned manual accounting in your Financial Services course. Now you can apply what they have learned in the classroom to a computerised system. 

There are many computerized accounting systems available in the market. They all build on the same manual accounting process and double-entry principle. Learning how to use MYOB should also enables easier understanding of other similar computerized accounting systems.

(i) Introduction to computerized accounting 
The accounting process is the same in a manual and a computerized system. The main difference is in a computerized accounting system, most of the accounting process is automated. 
          Step (i)		    Step (ii)		       Step (iii)	              Step (iv)
	Transactions   
	 Journals	
	 Ledgers      

	Trial
Balance
	    Financial
Reports


In a computerized accounting system, the user still has to check, collate, code and classify the source documents and record the transactions in the journals through the Command Centres in MYOB [Step (i) in the accounting process]. But the remainder of the accounting process from journals onwards is automated (Steps (ii), (iii) and (iv)]. 


Your task (i) - System Overview 
· Click on the MYOB shortcut icon to access the package 
· Click on ‘Explore’ sample company
· Browse and navigate 
· the various Command Centres, such as Accounts, Banking, Sales, Purchases
· the transaction journals 
  
If you would like to understand further, you can search in the support notes on MYOB’s website http://myobaustralia.custhelp.com/ e.g. search for set up company, and you will find a set of support notes on ‘’Company file setup’’.

Your task (ii) - Set up a new data file
You are required to 
(i) Set up a company file
(ii) Customise accounts
(iii) Record opening balances
(iv) Set up purchases and sales 
(v) Set up inventory items
(vi) Check if all the setups are correct 

Client Information 
Heat Wave is a wholesaler of heaters in Australia. The company started recording its accounting transactions in a computerised accounting system MYOB AccountRightPlus version 19 on 1 March 2013.

(i) Company Information  
Heat Wave		ABN 83 403 459 831


2013 version 1
34 Kent Crescent, Asquith NSW 2077
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Accounting information
Current financial year 	2013 		Conversion month	March
Last month			June 		No of period 		Thirteen
Accounts List
Industry Classification = Other	Type of Business = Wholesale Business

(ii) Customise the Accounts List
Use the Easy Setup Assistant		Accounts
· Edit account 
Account # 1-1200 change account name to A/C Receivable
Account # 2-1200 change account name to A/C Payable 
· Add new accounts
Account# 6–1900 Insurance (Tax code GST)
Account# 6-4900 Electricity (Tax code GST)
Account# 8-2000 Commission Income (Tax code GST) 
Account# 8-3000 Rent Income (Tax code GST)
·  Delete account 6–3120 Cooperative Adv Allowance

(iii) Enter Opening Balances in these accounts

	Account #
	Account Name
	Amount

	1 – 1110
	Cheque Account
	$40,000

	1 – 1200
	Accounts Receivable
	$616

	1 – 2310
	Buildings & Improvements at Cost
	$418,662

	1 – 2320
	Buildings & Improvements Accum Dep
	-$75,088

	2 – 2100
	Bank Loan
	$35,200

	3 - 1100
	Owners Capital
	$348,990



(iv) Set up Sales 
In the Easy Setup Assistant		Sales
· Invoice layout - Item
· Income Account = 4-1000 Sales 
· Credit Limit = $10 000
· Tax Code = GST 
· Freight Tax Code = GST
· Credit terms - Balance due days 30 days and no discount for early payment
· Account for Customer Receipts = 1-1110 Cheque Account
· Account for Undeposited Funds = 1-1180 Undeposited Funds
· Customer details
	Bumble Appliances
45 Chatter Road 
BANKSTOWN  NSW 2200
	Style Wares 
9 Jerry Street
CHELTENHAM NSW 2119
	Keep Warm
30  Ella Street
HORNSBY  NSW 2077
	Cash Sales
Credit  Terms: COD, Credit Limit = $0.00 
Payment method: Cash

	ABN 32 134 222 678
	ABN 16 999 888 776
	 ABN 32 112 444 661
	



· Record Opening balances for pre-conversion sales 
	Customer
	Invoice #
	Date
	Invoice Total

	Keep Warm
	#120
	04/12/2012
	$  165.00 (GST Inclusive)

	Bumble Appliances
	#215
	04/01/2013
	$  451.00 (GST Inclusive)

	Total Accounts Receivable Balance
	$  616.00



(v) Set up Purchases 
In the Easy Setup Assistant 		Purchases

Use the following information to set up the Purchases Module
· Invoice Layout - Item 
· Expense Account = 5-1100 Purchases  	
· Credit Limit = $40 000
· Account for Paying Bills = 1-1110 Cheque Account
· Tax Code = GST, Freight Tax Code = GST 
· Payment information - all suppliers are paid by cheque
· Credit terms - Balance due days 30 days and no discount for early payment
· Suppliers details
	Carlton Wholesalers
	Appliance Enterprises
	Bing Kee

	39 Hunter Street
PENRITH NSW 2751
	21 Hot Road 
ASQUITH NSW 2077
	12 Pioneer Avenue
DURAL NSW 2158

	ABN  16 888 799 443
	ABN:32 333 222 211
	ABN 71 444 111 443

	
	
	Credit Terms Credit Limit $50,000
5% discount for payment in 10 days Net 30 days












(vi) Set up Inventory items 
	Item #
	N100
	S100
	T100

	Name
	Nikko
	Sparkle
	Turbo

	I Buy – Cost of Sales A/C
	5-1000
	5-1000
	5-1000

	I Sell – Income A/C 
	4-1000
	4-1000
	4-1000

	I Inventory – Asset A/C
	1-1300
	1-1300
	1-1300

	Buying unit of measure
	Each
	Each
	Each

	# per buy unit
	1
	1
	1

	Buying Tax Code
	GST
	GST
	GST

	Minimum Level
	10
	10
	10

	Primary Supplier (for reorders)
	Carlton Wholesalers
	Bing Kee
	Appliance Enterprises

	Supplier Item #
	120
	102
	412

	Reorder quantity
	20
	30
	20

	Sell price excl GST
	$150
	$90
	$240

	Selling unit
	Each
	Each
	Each

	# per sell unit
	1
	1
	1

	Selling Tax Code
	GST
	GST
	GST



