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Training 3 – Computerised Accounting 1 (MYOB) – Set Up and Banking
1. Introduction 
(i) Computerized and manual 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 [Step (i) in the accounting process]. But the remainder of the accounting process from journals onwards is automated (Steps (ii), (iii) and (iv)]. 
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. 
 
(ii) 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 
  



2. Set up a new data file
You are required to 
(i) Set up a company file
(ii) Customise accounts
(iii) Record opening balances

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

(i) Company Information  
Heat Wave		ABN 83 403 459 831
34 Kent Crescent, Asquith NSW 2077

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
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Training 3 – Computerised Accounting (MYOB) – Banking
1. Process cash receipts transactions 
Heat Wave is a wholesaler of heaters in Australia. Other than purchasing and selling heaters, it also sells heaters for some manufacturers on a commission basis. It rents out part of its building it owns to several other small stores, earning rent income. Use the company file you have set up in Training 3.

You are required to 
1. Record the Cash Receipts transactions for March 2013. (Use undeposited funds and prepare bank deposit every day)
1. Record the Cash Payments transactions for March 2013
1. Perform a bank reconciliation as at 31/3/2013

Cash Receipts for the month of March 2013
	Date 
	ID
#
	Details
	Details

	Amount
(Ex-GST) 
	Plus GST

	Total
	Deposited 
to the bank

	5th 
	801
	Commission received
	Hot Air (Chq 21321)
	420
	42
	462
	

	
	802
	Rent received
	Sure ‘n Sure (Cash)
	1,300
	130
	1,430
	1,892

	
	
	
	
	
	
	
	

	16th
	803
	Commission received
	So Warm (Cash)
	2,000
	200
	2,200
	

	
	804
	Commission received
	Hot Air(Chq 21324)
	299.09
	29.91
	329
	

	
	805
	Rent received
	Ski Co (Cash)
	800
	80
	880
	3,409

	
	
	
	
	
	
	
	

	20th 
	806
	Rent received
	Arts Supplies (Cash)
	930
	93
	1023
	

	
	807
	Commission received
	Radiant Heaters (Cash)
	2,400
	240
	2,640
	

	
	808
	Commission received
	Hot Air (Chq 21345)
	400
	40
	440
	4,103

	
	
	
	
	
	
	
	

	29th
	809
	Commission received
	Radiant Heaters(Cash)
	948
	94.80
	1042.80
	

	
	810
	Commission received
	So Warm (Cash)
	3,180
	318
	3,498
	

	
	811
	Rent received
	Auto accessories (Cash)
	400
	40
	440
	4,980.80

	Total
	
	13,077.10
	1307.70
	14,384.80
	14,384.80


Cash Payments for the month of March 2013
	Date 
	Cheque
#
	Paid to
	Amount
(Ex-GST) 
	Plus GST

	Total
	Details
	A/C to allocate
	Tax code

	1st 
	1801
	Trend Fittings
	9,000
	900
	9,900
	Air conditioners
	Furniture & Fixtures at cost 
	CAP

	2nd 
	1802
	Office Store
	8,000
	800
	8,800
	Computers 
	Office Equipment at cost 
	CAP

	4th 
	1803
	Safe & Sound
	3,000
	300
	3,300
	Insurance premium
	Insurance
	GST

	
	1804
	Telstra
	2,000
	200
	2,200
	Telephone expense
	Telephone
	GST

	7th 
	1805
	Get Noticed
	3,000
	300
	3,300
	Advertising expense
	Advertising
	GST

	14th
	1806
	Green Energy 
	1,300
	130
	1,430
	Electricity expense
	Electricity
	GST

	16th 
	1807
	Cash
	2,420
	-
	2,420
	Wages
	Wages & Salaries
	NT

	18th 
	1808
	Costi Barn
	1,300
	-
	1,300
	Office supplies
	Office supplies 
	GST

	22nd 
	1809
	Heavy Weight
	3,930
	393
	4,323
	Warehouse equipment
	Warehouse equipment at cost
	CAP

	27th 
	1810
	Cash
	1,800
	-
	1,800
	Wages 
	Wages & Salaries
	NT

	30th 
	1811
	Office Works
	1,330
	133
	1,463
	Office furniture
	Furniture & Fixtures at cost 
	CAP

	
	
	Total
	37,080
	3,156
	40,236
	
	
	






1. Perform a bank reconciliation 
Bank statement as at 31 March 2013
	Wealthy Bank 
	Account Statement

	
Heat Wave
34 Kent Crescent  
ASQUITH NSW  2077
	Statement no. From 
To 
Account no.
	0001
1/3/2013
31/3/2013
187-9567

	Account name:  Heat Wave

	Date
	Particulars
	Debit
	Credit
	Balance

	1
	Balance 
	 
	 
	40,000.00
	CR

	
	Chq# 1801
	9,900
	
	30,100.00
	CR

	2
	Chq# 1802
	8,800
	
	21,300.00
	CR

	4
	Chq# 1803
	3,300
	
	18,000.00
	CR

	
	Chq# 1804
	2,200
	
	15,800.00
	CR

	5
	Deposit
	 
	1,892
	17,692.00
	CR

	12
	Chq#1805
	3,300
	
	14,392.00
	CR

	16
	Deposit
	 
	3,409
	17,801.00
	CR

	
	Chq# 1807
	2,420
	
	15,381.00
	CR

	20
	Chq# 1808
	1,300
	
	14,081.00
	CR

	22
	Deposit
	 
	4,103.00
	18,184.00
	CR

	29
	Chq# 1810
	1,800
	
	16,384.00
	CR

	30
	Bank fees
	33.2
	
	16,350.80
	CR

	
	Interest earned
	 
	30
	16,380.80
	CR



Steps to reconcile
1. Go to the Banking Command Centre. 

1. Click Reconcile Accounts. 

1. Select the bank account you want to reconcile in the Account field 

1. Enter the bank statement date in the Bank Statement Date.

1. Enter the closing balance 16,380.80 in the bank statement in the New Statement Balance field

1. Identify and tick presented cheques and cleared deposits that appear in the bank reconciliation screen.

1. Record any transactions in the bank statement that are not yet recorded in your books e.g. banks fees, interest earned

1. Check the Calculated Statement Balance which should then match the New Statement Balance you have entered. When the Out of Balance field shows $0, you are ready to reconcile.

1. Click the Reconcile button once and print a copy of the report. When you have checked the report, click Reconcile a second time. You have now successfully reconciled your bank account.
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