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FNSACCA416 Set up and operate a computerised
accounting system

Application

This unit describes the skills and knowledge required to establish, operate, and modify an
integrated computerised accounting system. This is generally under supervision and
encompasses processing transactions in the system, maintaining the system, producing
reports, and ensuring system integrity.

It applies to individuals who, within the scope of own responsibility, use specialised
knowledge, information technology, and planning and organising skills to establish and
maintain an organisational system in service and trading environments.

No licensing, legislative or certification requirements apply to this unit at the time of

publication.

Elements and Performance Criteria

Element
Elements
describe the
essential
outcomes.

Performance criteria
Performance criteria describe
the performance needed to
demonstrate achievement of the
element.

Workbook ref%

1. Implement
integrated
accounting
system

1.1 Implement general ledger,
chart of accounts, and
subsidiary accounts according
to organisational requirements,
policies and procedures

C 1&Getting up a company file

1.2 Set up customers, rs

and inventory ite em to
meet organisati

requirementsgan
requireme
servic

ing
oods and
ST)

Chapter 10 Sales Command Centre
Chapter 12 Purchases Command Centre
Chapter 15 Setting up a company file

de ources of technical
use them to solve

op. nal problems

Chapter 15 Setting up a company file

2. Process
transactions in
system

2.1 Collate, code, and classify
input data before processing

Chapter 6 Banking Command Centre
Chapter 8 Consolidation 1

Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2

Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3

2.2 Process wide range of cash
and credit transactions
according to organisational
policies and procedures

Chapter 6 Banking Command Centre
Chapter 8 Consolidation 1

Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2

Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3
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Element

Performance criteria

Workbook reference

Elements Performance criteria describe
describe the the performance needed to
essential demonstrate achievement of the
outcomes. element.
2.3 Use general journal to make | Chapter 14 End of year procedures and
balance day adjustments for adjustments
prepayments and accruals Chapter 18 Preparing a company file for
end of year
2.4 Regularly review system Chapter 6 Banking Command Centre
output to verify accuracy of data | Chapter 8 Consolidation 1
input, and make adjustments for | Chapter 10 Sales Command Centre
detected processing errors Chapter 11 Consolidation 2
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3
Chapter 14 End of year procedures and
adjustments
2.5 Perform end of financial Chapter 14 End o %cedures and
year rollover adjustments z
Chapter 18 P, company file for
end of year
3. Maintain 3.1 Add new general ledger ear procedures and
system accounts, and customer,
supplier, inventory and fixed 8 Preparing a company file for
asset records as required
3.2 Maintain and update apter 16 Setting up the fixed asset
existing chart of accounts, gister using Microsoft Excel
customer, supplier, inveifitc Chapter 17 Using a company file
and fixed asset reco %
subsidiary accoun]d s
3.3 Customise c& accounts | Chapter 15 Setting up a company file
to meet rep uirements
of or
4. Produce 41G atdreports to indicate | Chapter 14 End of year procedures and
reports financia ormance and adjustments
financial position of organisation | Chapter 18 Preparing a company file for
and for goods and services tax |end of year
(GST) purposes
4.2 Generate reports that Chapter 10 Sales Command Centre,
confirm that subsidiary ledgers |Chapter 11 Consolidation 2
and accounts reconcile with Chapter 12 Purchases Command Centre,
general ledger Chapter 13 Payroll reports and
Consolidation 3
4.3 Generate reports that Chapter 7 Reconciling the cheque account
confirm that system’s bank Chapter 11 Consolidation 2
account entries reconcile with | Chapter 13 Payroll reports and
bank statements Consolidation 3
Chapter 15 Setting up a company file
Chapter 17 Using a company file
2 © Software Publications Pty Ltd, 2019




Element
Elements
describe the
essential
outcomes.

Performance criteria
Performance criteria describe
the performance needed to
demonstrate achievement of the
element.

Workbook reference

4.4 Establish systems and
practices to ensure information
is stored securely and
according to legislative and
organisational requirements

Chapter 9 Correcting errors, file
management and security

Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3

end of year

Chapter 15 Setting up a company file
Chapter 18 Preparing a company file for

4.5 Maintain secure record of
processed transactions for audit
purposes

Chapter 9 Correcting errors, file
management and security

Foundation skills

Skill Description ook reference
Reading e Accesses, manages, and analyses TJiroughout workbook
financial information and data from g
of sources and reports
Writing e Accurately records and che @al Throughout workbook
and textual information in ation
and systems
e Uses correct sp in@\mar and Throughout workbook
terminology when data and
preparing rep
Oral  Je Usesque d active listeningto | Throughout workbook
communication clarify formation and
instruc

Numeracy

mathematical calculations and
athematical problem-solving
straltegies to analyse financial data and
ports

Chapter 17 Using a company
file

Navigate the
world of work

e |dentifies and complies with legislative and
regulatory requirements, protocols, policies
and procedures associated with own role

Chapter 1 Legislation and
requirements

Chapter 15 Setting up a
company file

Chapter 16 Setting up the
fixed asset register using
Microsoft Excel

Chapter 17 Using a company
file
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Skill Description Workbook reference
Getthe work |e Organises work to meet organisational Throughout workbook
done requirements, taking responsibility for
process, compliance, and scheduling
needs
e Makes critical and non-critical decisions in | Throughout workbook

relatively complex situations, taking
legislative and regulatory requirements into
consideration

Identifies and responds to predictable
problems and implements solutions to
issues that have the potential to impact on
the data entry and reporting process

Chapter 7 Reconciling the
cheque account

Chapter 12 Purchases
Command Centre

Implements security requirements for
managing digital data

Chapter 1 Legislation and
requirements

Chapter 9 Correcting errors,
file ma ment and

sec

Assessment for this Unit

Assessment for this Unit is by:
e submitting completed exercises

e completing a formal assessment.

Assessment requirements

Performance evidence

Evidence of the ability to:

O

NG

orkbook reference

e set up the chart of accougfs e
organisation by m n
established integr ncial

software system

Chapter 15 Setting up a company file

e implement an integrated computerised
accounting system, ensuring integrity
of the data

Chapter 15 Setting up a company file

e process transactions in the integrated
system, including:

e BPAY Chapter 17 Using a company file
e credit card payments Chapter 17 Using a company file
e direct debit Chapter 12 Purchases Command Centre
e invoices Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2
Chapter 17 Using a company file
e petty cash Chapter 6 Banking Command Centre

Chapter 14 End of year procedures and
adjustments

Chapter 17 Using a company file
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Evidence of the ability to:

Workbook reference

e generate reports in the integrated
system over at least two reporting
periods, including:

e goods and services tax (GST)
accrual report

Chapter 14 End of year procedures and
adjustments

Chapter 18 Preparing a company file for end of
year

e payroll report

Chapter 13 Payroll reports and Consolidation 3

Chapter 18 Preparing a company file for end of
year

e bank reconciliation report

Chapter 7 Reconciling the cheque account,
Chapter 11 Consolidation 2,

Chapter 13 Payroll reports and Consolidation 3
Chapter 15 Setting up a company file

Chapter 17 Using a company file

e profit & loss statement

e balance sheet

S

R
S

Chapter 10 Sale mand Centre

Chapter 6 Banking C and Centre
Chapter 8 Consolig 1

Chapter 11 ion 2

Chapter 1 eports and Consolidation 3
Chapte ear procedures and
adjusime

C @ 7 Using a company file
Chap®T 18 Preparing a company file for end of
ar

apter 7 Reconciling the cheque account
Chapter 8 Consolidation 1
Chapter 10 Sales Command Centre
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and Consolidation 3
Chapter 14 End of year procedures and
adjustments
Chapter 15 Setting up a company file
Chapter 16 Setting up the fixed asset register
using Microsoft Excel
Chapter 18 Preparing a company file for end of
year

e maintain computerised accounting
system information securely.

Chapter 9 Correcting errors, file management
and security

Chapter 15 Setting up a company file

© Software Publications Pty Ltd, 2019




Knowledge evidence

The candidate must be able to demonstrate the following knowledge to effectively complete
the tasks outlined in the elements and performance criteria of this unit, and to manage tasks
and reasonably foreseeable contingencies in the context of the work role.

Workbook reference

e Key features of desktop and cloud-
based computerised accounting
systems

Chapter 2 Using MYOB AccountRight

e Key features of organisational policies
and procedures relating to setting up
and operating a computerised
accounting system

Chapter 15 Setting up a company file

e Key requirements of financial services
industry legislation relating to
information privacy when using
computerised accounting systems

Chapter 1 Legislation and requirements

e Key features and characteristics of
information included in source
documents of financial data

Chapter 15 Setting up a company file
Chapter 6 Banking Comp
Chapter 8 Consolidatia

@ntre
Chapter 10 Sales ¢
gommand Centre

Chapter 11 Conso %
Chapter 12 P{ir e
Chapter reports and Consolidation 3

Chapter of year procedures and

adjustment
C 18 Preparing a company file for end of
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How to use this workbook
This workbook is divided into two parts:
e required knowledge

e required skills, i.e. using MYOB AccountRight.

Order of learning

The following order of learning is recommended prior to attempting this Unit:
1. FNSACC311 Process financial transactions and extract interim reports
2. FNSACC312 Administer subsidiary accounts and ledgers

If you have not completed equivalent learning you may have difficulties completing this
workbook. Speak to your trainer for further guidance.

Solutions

Solutions for exercises which do not form part of your assessmen@rovided electronically
with the exercise files download.

Use the solutions to check your progress as you comple wics.

Important
Where legislative changes affect financial transagti @Jtions may be financial year

sensitive.
i@rkbook
stantly changing, information, URLs and website

¢) changed.

Content and websites in £

Because legislation and websites 3
images used in this workbook may

Where possible, instructions hfive 3, provided to guide you to find the required information

instead of providing the full{R

Delivery of book

This workbook is desiggied to be trainer-led or self-paced and learners follow a set sequence
of exercises and enter data and print reports.

It could take up to 50 hours to complete this workbook.

© Software Publications Pty Ltd, 2019 7



What you will need

a

I

a ud

g o g d

Your own copy of this workbook

Pen or pencil

Correction tape or eraser

Access to a computer with:

D internet access

D access to a printer

D ability to install new software 6
D Microsoft Excel @
MYOB AccountRight Plus and a student serial numb g

The following exercise files downloaded from tr@ re Publications website:

Setup2018ACC416.myox

Setup2018ACC416Sales.myox \@

Setup2018ACC416C2.myox
Setup2018ACC416Purchases
Setup2018ACC416C3.my

Template Hwan fixed @ ister.xlsm
USB memory st%o der on your computer to save documents. This will be your

working folder for thisgiiorkbook.

Backup device, e.g. CD/DVD, USB memory stick
Calculator

A folder to store information and completed exercises

© Software Publications Pty Ltd, 2019



CHAPTER 1

Record keeping requirements

Under the Corporations Act 2001, all disclosing entities, companies and registered managed
investment schemes are required to maintain records which accurately record their financial
transactions and which would enable the preparation of financial statements and the audit of
those financial statements.

Annual financial statements must be prepared by all entities except small proprietary
companies. The annual financial statements consist of a balance sheet, a profit & loss
statement and a cash flow statement. The matters to be disclosed in the financial statements
are contained in accounting standards which have the force of law under the Corporations
Act. The Corporations Act also provides that consolidated financial statements must be
prepared where the preparation of such statements is required by an accounting standard.

Accounting standards

The accounting standards used by entities for preparing financial reports required by the
Corporations Act are developed by the Australian Accounting Standards Roard, a body
established under Part 12 of the Australian Securities and Investments %\ission Act
1989." The standards are commonly referred to as AASB standard@

Australia Accounting Standards Board

The Australian Accounting Standards Board (AASB) is an t accounting standard-
setter.
The Board comprises 11 members including the Chair? Chair is appointed by the

backgrounds, are appointed by the Financi g Council (FRC).

2 Nblic interest, a single set of high quality,
ire transparent and comparable information in

Minister for Superannuation and Corporate L%me ers, from a variety of

The AASB is committed to developing, i
understandable accounting standards t
general purpose financial statementg’

The computerised accounting sy&lem§ou will set up has been developed to Australian
Accounting Standards, includi

AASB Title
No.

urpose

1001 Accounting PolicCies To prescribe the concepts that guide the selection,
application and disclosure of accounting policies and to
require specific disclosures to be made in relation to the
accounting policies adopted in the preparation and

presentation of the financial report.

1004 Revenue To prescribe the accounting treatment of revenues arising
from various types of transactions or other events; and to
require certain disclosures to be made in relation to
revenues.

1014 Set-off and To specify when a debt is to be accounted for as having
Extinguishment of Debt | been extinguished; and to prescribe the method of
accounting for the extinguishment of debt.

12 © Software Publications Pty Ltd, 2019




CHAPTER 2

MYOB AccountRight student edition

Before starting the MYOB content in this workbook, you will require the MYOB AccountRight
installed on your computer. The current AccountRight student access is different to how the
AccountRight v19 student edition worked. The main difference is that you need to activate
files with a serial number.

The MYOB AccountRight student edition can be purchased from the MYOB website
www.myob.com/au/accounting-software/student-edition. The purchase gives you access to a
serial number to enable you to activate any new company files you need to create while
completing your study.

Serial numbers are not provided in this workbook or by Software Publications, however
some of the exercise company files may already be activated. Instructions are provided when
you require a serial number.

Speak to your trainer. Your training organisation may be able provide you with a serial
number. If your training organisation has provided you with a serial number, download MYOB
AccountRight from the MYOB website.

Important %

Without a serial number you will only be able to access your comp the 30-day trial
period. After 30 days the company file will become read-only. A number cannot be
added to a company file after the trial period has expired.

PC or Mac? (b‘

Before installing the MYOB application you need to ¢ r if you will be working on a PC or
Mac while completing this workbook.

AccountEdge for Mac and AccountRight fo (%any files are not cross-platform

compatible. This could be a problem if yo ac at home and a PC at your training

organisation. Talk to your trainer as thi @ ave implications on completing this workbook.
Qlels to use the Windows-based application

Look into options such as Bootcamnfo
AccountRight on a Mac side-by-siffe.

Installing M Q‘countnight for PC

Quit any applications ave running.

Go to the location you have saved the MYOB AccountRight .exe file.

Double click on the .exe file.

Follow the prompts during the installation.

When MYOB AccountRight has been installed an MYOB AccountRight shortcut can be
found on your desktop.

'AR

AccountRight

o kw0 bdh =

24 © Software Publications Pty Ltd, 2019



CHAPTER 3

Opening a company file

You will be exploring a company file of (Your name) Copy Centre, a business which operates

a snack bar.

1. Start MYOB AccountRight by double clicking on the MYOB shortcut on your desktop.

The following window displays:

Let's get started

I T ] Open Already have a company file?
| acompany file < To access your AccountRight 2011 (or later) company files,
click Open.
= Create New to AccountRight?
~@  a company file < Start by creating a company file to store your business details.
You'll use this file to record your transactions.

Just upgraded from AccountRight v19 or earfier?

__ y Ez%\r:_l?fﬂ = < Before you can start using the new features, you need to
bl upgrade your company file.
[, Exit
. AccountRight
Explore a sample company Restore a backup file Help Centre Q
yob

Click on Open a company file.
Locate the MYOB company file Setup2018 the 978-1-921971-26-6

FNSACCA416 exercise files folder.

The Setup2018ACC416.myox comp ile hasPbeen activated with a valid serial
number. If the file opens in read-
page 26.

4. Select (i.e. double click) Se CC416.myox.
You are asked to sign in th
Sign in to company file:
User,

Pass

o [one

Sign in as Administrator without a password.
Click on OK.

© Software Publications Pty Ltd, 2019
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CHAPTER 3

Tax Codes

To view the tax codes used in this company file:

1.
2.

4.
5.

44

Select Lists in the Menu bar.

Select Tax Codes. The following tax codes are used in business to track GST collected
and paid:

| | Code | Description | Type | Rate
AMR. ABM but not registered Goods & Services Tax 0%
@ CAP Capital Acquisitions Goods & Services Tax 10%
FRE G5T Free Goods & Services Tax 0%
& GST Goods & Services Tax Goods & Services Tax 10%
INP Input Taxed Input Taxed 10%%

Input Taxed Sales Goods & Services Tax 0%

O s
NOA No ABN

o NT Mot reported on BAS Goods & Servi 0%
QLE Questions to Ask Goods & 5 T4 10%%
Click on the zoom arrow to the left of GST Goods & S Tax to view how GST
has been set up.
Tax Code:
Description:
Tax Type:
Rate:
Linked Account for Tax Collected: 0 GSF Cofected on Sales
Linked Account for Tax Paid% 30 GST Paid on Purchases
Linked Card for Tax #ithogi Australian Taxation Office
When the GST tax ¢ used, the amount of GST will be allocated to the accounts

displayed automatically.
Click on OK then view how the other tax codes have been set up.

Return to the Command Centre.

© Software Publications Pty Ltd, 2019



CHAPTER 6

4" transaction

No. DD

Date: 1 May

To: A Landlord Pty Ltd
For: Fortnightly shop rent

This payment $275.00 inc GST

Enter the above payment in the following manner:

1.
2.

6.

In the Cheque No. field, type: DD. Ignore if a yellow warning box appears.

The date should be remembered from the previous transaction however it is best practice
to check.

Press TAB or ENTER.
Type the amount 275 and press TAB or ENTER.

Enter the Card and Memo details. This payment will be automatically allocated to Rent
(GST amount = $25.00).

Do not record. @6

Saving a recurring payment

1. Click on the Save as Recurring button [: t ottom left corner of the
window. A Recurring Schedule Information dial pears.
2. Change the details to meet the following requireme
a. paid fortnightly
b. starting in 14 days
c. continue indefinitely
d. do not add a reminder or sele @ atic recording of the transaction for this
workbook, however in busi erts section should be set up to meet business
requirements.
e. use the next cheque
f. tick Save my c | record this recurring transaction.
Your recurring sched oud look like this:
ecurring Transaction Name: | A Landlord Pty Ltd -fortnight
Schedule
Frequency: Fortnightly Starting or L]
® Continue indefinitely:
(O Continue until this date:
O Perform this # oftimes:
Alerts
® Reminc & | to record this transac Newver
O Automatically record this transaction when due )
Transaction
® Use the next sequential number as the Cheque No.
(O Use the following as the Cheque No. (no waming for duplicate IDs):
Save my changes when | record this recurring transaction
62 © Software Publications Pty Ltd, 2019



CHAPTER 6

Cash sales
Banking for the business consists of money from the:

e snack bar
and

e copy centre.

All money received will be put in Undeposited Funds, then taken out and banked (i.e.
deposited) into the Cheque A/c whenever or as frequently as possible.

To keep it simple, you will process cash in this chapter.

Setting up Undeposited Funds in the company file

To set up MYOB so that all money received is allocated to Undeposited Funds to be banked
at a later date:

1. In the Menu bar select Setup.
2. Select Linked Accounts.

Equity Account for Current Earnings:  3-9000
Equity Account for Retained Earnings:  3-8000

Equity Account for Historical Balandng: |

.........

Bank Account for Electronic Payments: &2

Bank Account for Undeposited Funds:

Check that Bank Account for U
Click on OK.
Select Setup in the Men r

Funds is 1-1200 Undeposited.

Select Preferences
Click on the

Payee... option. This will make a difference in reporting.

20 ® N o oA

0. Activate the preicrence When | Receive Money... displayed below so that this option is
always activated when you begin a session.

System || Windows || Reports & Forms || Sales || Purchases || Inventary || Secur

Make a Contact Log Entry for Every Chegue [System-wide]
Make a Contact Log Entry for Every Deposit [System-wide]

[ Default Cheque is Already Printed

[ Display Payee, Rather Than Memao, in Registers and Reports [System-wide]:

Warn far Duplicate Cheque Mumbers [System-wide]

When I Receive Maney, I Prefer to Group It with Other Undeposited Funds [System-wide]

11. Click on OK to return to the Command Centre.

© Software Publications Pty Ltd, 2019 67



CHAPTER 7

Bank statements and IYOB

Why are cheques credited to the Cheque A/c in MYOB and debited on my bank
statement?

In a business the money in the account at the bank is an asset — something that the business
owns, unless your business has a bank overdraft which is a liability.

Therefore, the following accounting rules apply to the Cheque A/C in MYOB:
In MYOB Cheque Alc (asset)

Debit increases (deposits) Credit decreases (payments) | Balance is a debit balance

e A cheque or direct debit payment appears in the Cheque A/c in MYOB in the credit
column — decrease in asset.

e A deposit appears in the Cheque A/c in MYOB in the debit column — increase in asset.

Search by: | Account [ | 1-1100 Cheque Ajc = |
Dated From: | 1/05/ [ To: |31/05/ 6

| ID No. | sre :Date A | Acct | Memo '-. | Credit
> [w001 oo |15/ [11m0  |Te .00
€ 1002 co 105/ 1-1100 5DS Supplies N $220.00
& o o 105/ 1-1100 A Landlord Pty Ltd §275.00
DD o 105/ 1-1100 Telstra €39.00
€ CROODDO3 CR  3/05/ 1-1100 Bank Deposit $615.00

To the bank however, the money in the acgou sents a liability. This means that the
bank owes the amount of money in the acc to the business, unless the business
has a bank overdraft which is an asset t k.

Therefore the following rules apply t account of the business at the bank.

Debit decreases (payments) increases (deposits) Balance is a credit balance

Date Transaction Withdrawals Deposit Balance
(payments)

1 Balance 8 500.00 CR

3 1001 320.00 8 180.00 CR

4 1004 275.00 7 905.00 CR

5 Deposit 200.00 8 105.00 CR

78 © Software Publications Pty Ltd, 2019



CHAPTER 7

Reconciling the Cheque Al/c

Each month (or week) it is usual for the business to receive a bank statement from the bank
or download their bank statement using internet banking or MYOB M-Powered bank
statements.

The bank statement received shows transactions up to 18 May.
Copy Centre

Bank statement

Issued: 18 May Bank statement 1 Page 1
Date Transaction Withdrawal Deposit Balance

1 Balance 8 500.00 CR
3 1001 320.00 8 180.00 CR
3 Deposit 615.00 8431.00 CR
4 Direct debit 275.00 7 905.00 CR
4 Deposit 1,6@ 9 895.50 CR
5 Direct debit 89.00 @ 7 816.00 CR
9 1002 220.00 8211.00 CR
15 1007 470. 9 425.50 CR
18 Account keeping fee w 9416.50 CR
18 Transfer to loan A/c 0 8 416.50 CR
18 Interest @ 2.20 8418.70 CR
Method 1 \

To reconcile the Cheque A/c nk statement:

1. Start MYOB and open pP2018ACC416.myox company file you used in the

previous chapter.

Sign in as Agimini @without a password.
Select the B%ommand Centre.
Select Reconcile Accounts.

In the Account field select Cheque Alc.

In the Bank Statement Date field enter the date of the statement 18/5 and press ENTER.

You may receive a warning that this date is after the system date on your computer.

2B

a. In this exercise select OK.

7. In Closing Statement Balance type in the new statement balance of 8418.70.
This is the final balance from the bank statement.

8. Press ENTER.
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CHAPTER 9

Changing the company file option to unchangeable

1. Select the option Transactions CAN’T be Changed... so that your company file is
unchangeable. Your window should look like this:

ystem || Windows || Reports & Forms || Banking || Sales || Purchases || Inventory

k) Transactions CAN'T be Changed; They Must be Reversed [System-wide]!

Laock Period: Disallow Entries Prior To: | 107/ [System-wide]

2. Click on OK to return to the Command Centre.

Using the unchangeable data option

1. Enter the following cheque in the usual manner and record:

Cheque No. 1010
19 May

To: Telstra
For: Internet (Account 6-4100)
This cheque $350.00 inc GST @

After recording this cheque, you realise you have ma error. The amount should be
$380.00.

To correct this error you must call up the incorn try:

2. Select the Register button S5} Register p of the window.

3. Change the dates from 1 May to 19* required.
18/05/ TRO0DO01 n repayment 2-5100 £1,000,00
19,05/ 1[:10 Telstra 6-4100 $350.00
The zoom arrows nstead of blue. This indicates you are working in an

unchangeable file.
4. Call up cheque num 10 by clicking on the zoom arrow to the left of the transaction.
5. Try to change the amount from 350 to 380.
MYOB will not allow this change because the company file is unchangeable.
To make the correction this entry must be reversed.
6. Select Edit in the Menu bar.

7. Select Reverse Cheque Transaction. The reversed cheque transaction displays.

Card: @ 1D #: |CDO00001
Date: |19/05/
Payee: Amount:
Memo: |Rewersal; 1010; 19/05/ [Your Name] Copy Centre
Acct Mo, Name Amount Job Memo Tax
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CHAPTER 10

Customising a tax invoice

To customise a tax invoice:
1. In the Sales Command Centre select Print/Email Invoices.

Advanced Filters. .. |

Select the Advanced Filters button |%

2
3. In Sale Type select Professional.
4. In Selected Form for Sale, select INCPIPLN-2009 Tax Inclusive Plain Paper Invoice.

Selected Form for Sale: & |INCSIPLN-2DI39 Tax Indusive Plain & |

MPS (mathematical programming system) formats are available for the MYOB M-

Powered invoices which enables customers to pay by BPAY, internet, credit card, phone

or at the post office. The remittance slip below can be printed on invoices.

How to pay powered by ((TRLL)
S by credit card by mail
c‘” To payvia MasterCard arWSA, @ [ratach thiz section and mail yvour cheque to...
by INTERNET: myob.com.aufezvbillpa
bi FHONE: 13y00 855 558 R [Carmaany Na
tinimum payment $10.00. Maximum payment $10,000.
Quaote Ref: [Customer Reference]
qu in pers
= , , billpay | Fresept th oicivat any Post Office to make a payment via
IB Eiller code: [Enter biller code here] - cazhes eque payments not accepted.
PRY Ref: [Customer Reference] @ ] pawment $10.00. Maximum payment F10,000,
-

Contact your financial institution to make this payment
from your bank account (excluding credit cards).
Minimum payment F10.00.

The following biller name will appear on your bank
statement - [Enfer biller name here]

ce# [Inveice#]  |Amount Due: [Balance]

Go to www.myob.com.au for mo in@ion.

5. Click on Customise.

6. Maximise your window. Th displays:
[Company Name]
{[Company Address]
[Invoice Type]
A ‘[ABN]
[ACN [[ACN]
Bill To: , ~ Invoice No.:||[Invoice No.] |
e 'b}ite:"l'iiﬁét'é']"'

Data fields have brackets, e.g. [Company Name]. The data printed here comes from
somewhere in MYOB, e.g. Company Information window.

You wish to make the following changes:

e reformat your business name and address so that it displays clearly
e add telephone number

e delete information not required.
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CHAPTER 10

Entering payment details in an invoice window

1. Click in the Paid Today field and enter the amount 321.50. Your payment should look like
this:
Paid Today: $321.50 [

2. Payment Method Cheque has been selected because this method was selected in
Payment Details in the card for Ross Wilson.

3. Click on the Details button to display the cheque account details entered on his card.
The details should look like this:

() Deposit to Account:

(@) Group with Undeposited Funds: 1-1200 Undeposited Funds

Payment Method: | Cheque

BSE: | 333222 6
Account Mame: | ROSS WILSON @
Account Mo.: | 124573 g

Chegue No.: | 12333
Check that the Group with Undeposited Fun %as been selected.
Enter the cheque number.

Click on OK. @
Click on Record to record the im\ the payment.

Viewing the sales re or the month
1. Select the Register butn.

N o a s

2. In the date fields enfie y to 31 May. A list of open and closed invoices entered this
month is dis d.

Date wvoice BB, & | Cust PO No. Custamer Amount Amt Due Status

E— e o " Ssss0] s open

805/ 00000002 Wilson Ms F £175.00 §175.00 Cpen
9/05/ 00000003 Wilson Ms F 566,00 556.00 Open
15/05/ 00000004 Wilson Ms F £539.00 §533.00 Cpen
15f05) 00000005 551 A-One Solutions 5$118.00 £118.00 Open
15/05/ 00000005 552 A-One Solutions £170.50 §170.50 Cpen
15f05) 00000007 33 Wilson Mr Ross £321.50 $0.00 Closed

You can call up an invoice by clicking on the zoom arrow < or double clicking on the
line.

3. Return to the Command Centre.
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FNSACC426 Set up and operate
computerised accounting systems
supplement

Application

This unit describes the skills and knowledge required to establish, operate, and modify an
integrated computerised accounting system. This involves processing transactions in the
system, maintaining the system, producing reports, and ensuring system integrity.

The unit applies to individuals who, within the scope of own responsibility, use specialised
knowledge, information technology, and planning and organising skills to establish and
maintain an organisational system in service and trading environments.

No licensing, legislative or certification requirements apply to this %at the time of

publication.

Elements and Performance Criteria

Element Performance criteria Workk erence
Elements Performance criteria describe
describe the the performance needed to ®
essential demonstrate achievement of th
outcomes. element.
1. Implement | 1.1 Establish general le pter 5 Copy Centre policies and
integrated chart of accounts, a procedures
accounting subsidiary account g |Chapter 15 Setting up a company file
system to organisational @ ents,
policies and ppsgeiNess
1.2 Set up mets, suppliers | Chapter 5 Copy Centre policies and
and invegiong items according | procedures
to me sational Chapter 10 Sales Command Centre
qui s and reporting Chapter 12 Purchases Command Centre
irements of goods and Chapter 15 Setting up a company file
sengsts tax (GST)
1.3 Establish and review system | Chapter 4 Using Help
output, verify accuracy of data, |Chapter 6 Banking Command Centre
and identify sources of technical | Chapter 8 Consolidation 1
help and use them to solve Chapter 10 Sales Command Centre
operational problems Chapter 11 Consolidation 2
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3
Chapter 14 End of year procedures and
adjustments
2. Process 2.1 Prepare, code, and classify |Chapter 6 Banking Command Centre
transactions in |input data before processing Chapter 8 Consolidation 1
system Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3
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Element Performance criteria Workbook reference
Elements Performance criteria describe
describe the the performance needed to
essential demonstrate achievement of the
outcomes. element.
2.2 Process cash and credit Chapter 5 Copy Centre policies and
transactions according to procedures
organisational policies and Chapter 6 Banking Command Centre
procedures Chapter 8 Consolidation 1
Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and
Consolidation 3
2.3 Use general journal to make | Chapter 14 End of year procedures and
balance day adjustments for adjustments
prepayments and accruals Chapter 18 Preparing a company file for
end of year
2.4 Review system output Chapter 6 Banki and Centre
process,verify accuracy of data |Chapter 8 Co
input, and make adjustments for | Chapter 10 § ommand Centre
detected processing errors Chapter 24,C%
Chapte@r adéises Command Centre
Chape ayroll reports and
Congolidation 3
Chapt®¥r 14 End of year procedures and
nts
2.5 Perform end of financi apter 14 End of year procedures and
year rollover accordin adjustments
legislative requirem Chapter 18 Preparing a company file for
organisational poli end of year
procedures
3. Maintain 3.1 Add newfg ledger Chapter 14 End of year procedures and
system accoufits, an omer, adjustments
supp vantory and fixed Chapter 18 Preparing a company file for
asset re as required end of year
3.2 Maintain and update Chapter 16 Setting up the fixed asset
existing chart of accounts, and | register using Microsoft Excel
customer, supplier, inventory Chapter 17 Using a company file
and fixed asset records and
subsidiary accounts
3.3 Customise chart of accounts | Chapter 5 Copy Centre policies and
to meet reporting requirements | procedures
of organisation Chapter 15 Setting up a company file
4. Produce 4.1 Generate reports to indicate |Chapter 14 End of year procedures and
reports financial performance and adjustments
financial position of organisation | Chapter 18 Preparing a company file for
and for GST purposes end of year
284 © Software Publications Pty Ltd, 2022




Element Performance criteria Workbook reference
Elements Performance criteria describe
describe the the performance needed to
essential demonstrate achievement of the
outcomes. element.
4.2 Generate reports that Chapter 10 Sales Command Centre,
confirm that subsidiary ledgers | Chapter 11 Consolidation 2
and accounts reconcile with Chapter 12 Purchases Command Centre,
general ledger Chapter 13 Payroll reports and
Consolidation 3
4.3 Generate reports that Chapter 7 Reconciling the cheque account
confirm that system’s bank Chapter 11 Consolidation 2
account entries reconcile with | Chapter 13 Payroll reports and
bank statements Consolidation 3
Chapter 15 Setting up a company file
Chapter 17 Using a company file
4.4 ldentify and implement Chapter 9 Corregiing errors, file
systems and secure information | management a i
storage practices according to
legislative and organisational
requirements

4.5 Maintain secure record of pter 9 Correcting errors, file
processed transactions fi dit nagement and security
purposes

Foundation skills

This section describes those | iteracy, numeracy and employment skills that are
essential to performance bu explick in the performance criteria.

Skill Workbook reference
Numeracy s mathematical calculations and Chapter 17 Using a company
mathematical problem-solving file

tegies to analyse financial data and
reports
Reading e Accesses, manages and analyses financial | Throughout workbook

information and data from a range of
sources and reports

Writing e Accurately records and checks financial | Throughout workbook
and textual information in documentation
and systems

e Uses correct spelling, grammar and Throughout workbook
terminology when entering data and
preparing reports

Planningand |e Organises work to meet organisational Throughout workbook
organising requirements, taking responsibility for

process, compliance, and scheduling

needs
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Assessment requirements

Performance evidence

The candidate must demonstrate the ability to complete the tasks outlined in the elements,
performance criteria and foundation skills of this unit, including evidence of the ability to:

e set up and operate at least one computerised accounting system, ensuring the integrity of
the data.

In the course of the above, the candidate

must:

Workbook reference

e set up the chart of accounts for one
organisation by modifying an
established integrated financial
software system

Chapter 15 Setting up a company file

e process at least three of the following
transactions in the integrated system:

e BPAY Chapter 17 Using a compap
e credit card payments Chapter 17 Using a co
e direct debit Chapter 12 Purchas and Centre
e invoices Chapter 10 Sales nand Centre
Chapter 11 Cg
Chapter 17 _USigg A*cor
e petty cash Chapter€ % |g Command Centre

Chapter 14
adi ents

tel 17 Using a company file

d of year procedures and

balance day adjustments

ter 14 End of year procedures and
justments
hapter 18 Preparing a company file for end of
ear

e generate reports in the in ?,
system over at lea -
periods, including:

goods and servic (GST)
accrual report

Chapter 14 End of year procedures and
adjustments

Chapter 18 Preparing a company file for end of
year

reconciliation of subsidiary
accounts, including customers,
suppliers and inventory

Chapter 7 Reconciling the cheque account
Chapter 9 Correcting errors, file management
and security

Chapter 10 Sales Command Centre

Chapter 12 Purchases Command Centre
Chapter 14 End of year procedures and
adjustments

bank reconciliation report

Chapter 7 Reconciling the cheque account
Chapter 11 Consolidation 2

Chapter 13 Payroll reports and Consolidation 3
Chapter 15 Setting up a company file

Chapter 17 Using a company file
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In the course of the above, the candidate
must:

Workbook reference

¢ financial performance

Chapter 6 Banking Command Centre

Chapter 8 Consolidation 1

Chapter 10 Sales Command Centre

Chapter 11 Consolidation 2

Chapter 13 Payroll reports and Consolidation 3
Chapter 14 End of year procedures and
adjustments

Chapter 17 Using a company file

Chapter 18 Preparing a company file for end of
year

¢ financial position.

Chapter 7 Reconciling the cheque account
Chapter 8 Consolidation 1

Chapter 10 Sales Command Centre

Chapter 12 Purchases Command Centre
Chapter 13 Payroll refortg and Consolidation 3

Chapter 14 End o cedures and
adjustments
Chapter 15 So§ a company file

Chapter 16 A up the fixed asset register
using Mi
Cha
ye

eparing a company file for end of

Knowledge evidence

The candidate must be able to
demonstrate knowledge to comple
tasks outlined in the elements,
performance criteria and foun
of this unit, including knowl

rkbook reference

o key features of co
accounting s

Chapter 2 Using MYOB AccountRight

lisll and maintain
nting systems

e methods to
computerised

Throughout workbook

e methods for processing the following
transactions in an integrated
accounting system, including:

e BPAY

Chapter 17 Using a company file

e credit card payments

Chapter 17 Using a company file

e direct debit

Chapter 12 Purchases Command Centre

e invoices

Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2
Chapter 17 Using a company file
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The candidate must be able to
demonstrate knowledge to complete the
tasks outlined in the elements,
performance criteria and foundation skills
of this unit, including knowledge of:

Workbook reference

e petty cash

Chapter 6 Banking Command Centre

Chapter 14 End of year procedures and
adjustments

Chapter 17 Using a company file

e Dbalance day adjustments

Chapter 14 End of year procedures and
adjustments

Chapter 18 Preparing a company file for end of
year

e features and functions of common
reports relevant to operating
accounting systems

Chapter 1 Legislation and requirements
Chapter 6 Banking Command Centre

Chapter 10 Sales Command Centre

dures and

Chapter 12 Purchases Cor%j Centre
Chapter 13 Payroll rep@e onsolidation 3
0

e organisational policies and procedures
relating to setting up and operating a
computerised accounting system

Chapter 14 End of yea

adjustments

Chapter 5 Co licies and procedures
Chapter 15 S p“d company file

¢ financial services industry legislation
relating to information privacy when
using computerised accounting
systems

Chapter 1 islation and requirements
C 15 Setting up a company file

e methods to substantiate financia
transactions and record retentj
requirements for audit and
substantiation purposes.

o

apter 6 Banking Command Centre

hapter 8 Consolidation 1
Chapter 10 Sales Command Centre
Chapter 11 Consolidation 2
Chapter 12 Purchases Command Centre
Chapter 13 Payroll reports and Consolidation 3
Chapter 14 End of year procedures and
adjustments
Chapter 18 Preparing a company file for end of
year
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