Short Sample Task 16 (Level 3): Introductory Computerised Accounting 4
         (Perform a bank reconciliation)

Notes for the Supervisor 
This task is the fourth of a series of introductory activities for students to learn computerised accounting basics. You can use the MYOB file that the student has been working on for Short tasks 13 to 15 (check if there are any errors) and continue from there. Alternatively, you can use a pre-set MYOB file with all setup and previous transactions recorded.

This series consists of 
1. Set up company file 
(including customise chart of accounts, suppliers, customers and inventory items)
1. Process cash receipts transactions 
1. Process cash payments transactions
1. Perform a bank reconciliation
1. Process Purchases transactions and payments to suppliers
1. Process Sales transactions and payments from customers

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 -Short task16_MYO file (bank reconciliation) onto  the student’s USB 
1. Show and tell
· Show the student the steps to perform a bank reconciliation
1. Check student’s work
· A copy of the bank reconciliation report for this task is provided in the ‘Solutions’ section. 




[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 4 (MYOB) - Perform a bank reconciliation

1. Your supervisor shows you the steps to perform bank reconciliation. You can also refer to the notes ‘Steps to reconcile’ on Page 4.  
1. Perform the bank reconciliation.
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 Your task -	Perform a bank reconciliation 
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. The data file for the company has been set up and all the Cash Receipts and Cash Payments transactions have been recorded.

You are required to 
(i) Access MYOB and open the Short task 16 MYO file (bank reconciliation)
(ii) Perform a bank reconciliation as at 31/3/2013
(iii) Print a bank reconciliation report as at 31/3/2013
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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
	[bookmark: _GoBack]16,380.80
	CR



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

2. Click Reconcile Accounts. 

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

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

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

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

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

8. 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.

9. 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.

