
Short Sample Task 15 (Level 3): Introductory Computerised Accounting 3
            (Process cash payments transactions)

Notes for the Supervisor 
This task is the third 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 and 14 (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 task15_MYO file (cash payments) onto the student’s USB 
1. Show and tell
· Show the student the steps in recording a cash payment transaction.
1. Check student’s work
· A copy of the completed Cash Disbursements Journal 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 3 (MYOB) - Process cash payments transactions 

1. Your supervisor shows you the steps to record a cash payment transaction.
1. Record the cash payments transactions.
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Your task - Process cash payments 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. The data file for the company has been set up and the Cash Receipts transactions have been recorded. 

You are required to 
(i) [bookmark: _GoBack]Access MYOB and open the Short task 15 MYO file (cash payments)
(ii) Record the Cash Payments transactions for March 2013
(iii) Print Cash Disbursements Journal 1/3/2013 to 31/3/2013
(iv) Check if you have recorded all the transactions correctly

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
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