2013 version 1
Short Sample Task 17 (Level 3): Introductory Computerised Accounting 5
           (Process purchases transactions)

Notes for the Supervisor 
This task is the fifth 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 the previous Short tasks 13 to 16 (check if there are any errors) and continue from there. Alternatively, you can use a pre-set MYOB file with all the setup and previous transactions recorded. 

This series consists of 
1. Set up company file 
(including customise chart of accounts and recording opening balances)
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 company file -Short task17_MYO file (purchases) onto  the student’s USB 
1. Show and tell
· Show the student the steps to record purchases and pay suppliers transactions.
1. Check student’s work
· A copy of the completed Purchases 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 5 (MYOB) - Process purchases transactions 

1. Your supervisor shows you the steps to record a purchase invoice and a payment to supplier.
1. Record the purchases and payment to suppliers.



Your task - Record purchases and payment to suppliers transactions 

You are required to
(i) [bookmark: _GoBack]Access MYOB and open the Short task 17 MYO file (purchases)
(ii) Record purchases and payment to suppliers transactions
(iii) Print Purchases & Payables Journal 1/3/2013 to 31/3/2013
(iv) Check if you have recorded all the transactions correctly

(i) Record purchases and payment to suppliers transactions  
(When you record a purchase with inventory items for the first time via ‘Enter Purchases’, you have to select ‘Item’ for the Layout.) 
 
· Purchases and Supplier Payments
	Record the following purchase transactions for March 2013

	            March 2	 
	Bill        Carlton Wholesalers Purchase # 00000001 Supplier Invoice #11280
              20 x N100 @ $49.50 (including GST) each
              Total $990

	
	Bill        Bing Kee  Purchase # 00000002  Supplier Invoice #232
              30 x S100 @ $44.00 (including GST) each
              Total $1320

	5 
	Bill        Appliance Enterprises Purchase # 00000003 Supplier Invoice #5870
              20 x T100 @ $132.00 (including GST) each
              Total $2640

	18
	Bill – return items to Appliance Enterprises from inventory purchased on 5 March
          Credit Note #CN021
          3 x T100@$132.00 (including GST) each         
          Total $396

	30                                	
	Purchase Order  Bing Kee Purchase #00000004 
                               30 x S100 @ $44.00 each (including GST) Total $1320


	Record the following payment to suppliers

	31 
	Cheque 521  To Carlton Wholesalers
Amount $990  For Purchase #00000001 Invoice #11280

	31 
	Cheque 522  To: Bing Kee	$1320 
For Purchase #00000002 Invoice #232



(ii) Print Reports
· Purchases and Payables Journal 01/03/2013 - 31/03/2013
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