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Pre-requisites
You should have a certain number of skills alreiigpu are going to progress fuer with any word processing program. You shouldvkr
a) How to start a program (Beginners 101),
b) How to open and save a file (Beginners 1
c) How to move around the text in a document (Begisni€3), anc
d) How to make changes (edit) to text (Beginners.

e) How to access and navigate around a website (ktté0b
Need a website?

Get all the tools you need to create, maintainjpe and promote your website to new and existlients.
Includes:
- Website builder to create and maintain as manys and menus as you want.

Website builder that enables you to place “anaytiode” on each page so you can see where youitevglsitors are goini
Website builder that allows you to enter keywompge descriptions and page titles to optimise yalsite for search engines like Goo
FREE scripts (online programs) that you can useake your website interactive, including blogsufas and email newslers.
Statistics to show you what your visitors are |ogka
Visit www.123ezy.confor more information.

Need a business Telephone System V | [ | U [ I

Get all the features offausiness telephone system AND the benefits ancpatedbng rates of VolP. Include
Extensions can be in remote (including home offand still be part of the system.

Calls from extension to extension are free, no enathere they are locat
Local and National calls at 11c fixed with no tictearges
Hold, music on hold and the ability to transferiatiludec
- Voicemail messages to email
Visit www.cloudpbx.com.atior more information.
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Getting to know the screen (Command Centres)

Task: Identify parts of the screen:
Watch: video 502101

1. Program Title bar

2. Menu bar

3. Command Centre Title bar

4. Datafile name

5. Command Centre buttons

Task: Maximise the Command Centre
For the purposes of training and making thingsreleae suggest you maximise the Command Centre

window.

©2010 Steve Slisar 3 Phone: 1300 888 869
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Task: Several Windows open at once

Also realise that you can have several differemdews open at any one time and go to the open wugdhy clicking on Windows (menu bar) and
then clicking on the section you want to go to.

1. When you are at the command
centre, click Sales then Enter Sales.

2. Click Window (menu bar) notice you
can go back to the Command Centre.
Click it.

3. Click Sales Register, then click
Window and go back to the
Command Centre.

4. Click Receive Payments then click
Window to see that you now have 4
windows open including the
Command Centre.

5. Now click on Cascade Windows and
you'll see something like we have on
the left.

6. Click on Sales register to bring it
forward.

7. Close all windows so you are only
looking at the command centre and
no other windows are available from
the Window menu

©2010 Steve Slisar 4 Phone: 1300 888 869
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Moving around the Modules

Let’s become familiar with how to move around tbé&ware so that when we have to do it later we kmdvat to do. Notice in the screen shots below
that there is a big visual different between dégfdrversions of MYOB. The example on the left isiBess Basics and the one on the right is MYOB
Accounting Plus version 18 (has payroll and inveyjto

Task: Look at the Command Centres for each section

1. Click on the large button at the top of the scriget says Accounts and notice that the optionslwappear below change.
2. Click on Accounts list and notice that this showsathat is called the Chart of Accounts.
3. Close that window and click on Purchases

You may notice that MYOB asked for a
linked account. If it does, it means that you
need to provide one.

a) Click the drop down arrow at the top
right and you'll see a list of potential
“accounts” from your chart of
accounts list.

b) Scroll upwards until you start seeing
the Liability accounts.

c) The account we are looking for is
called “Trade Creditors” and it's not
showing in the list.
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d) Click on the New button towards the
bottom of this screen.

e) Enter the information you see in this
screen shot to the left.
i.  Select Accounts payable then
press TAB
ii.  Type 1500 in the account
number field, press TAB
iii.  Type in Trade Creditors
iv.  Click OK

It should now say “Trade Creditors” in the
liability account for tracking payables and
the Bank Account for Paying Bills should
say “Cheque Account”

f) Click OK to accept this information

©2010 Steve Slisar 6 Phone: 1300 888 869
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Purchases, liabilities and Accounts Payable

When you operate a business which supplies progoctpurchase these products and keep them inwanghouse until customers order them.
Usually you don’t need to pay for them up frontdgse you have an account with your suppliers.

This means that when you purchase stock your balabe doesn’'t go down until you actually pay for goods. You end up with a current liability
which shows that you owe the money in a given nurobdays depending on the terms you have orgamstddyour supplier.

The purpose of the linked accounts in MYOB is sat &l you have to do is enter a purchase andd@ayment for that purchase, and the software
takes care of all the accounting for these trammastiutomatically.

When youpurchasestock using aaccount
your assets increase (inventory)
and your liabilities increase (Trade Creditors).

When youpay for yourpurchase
your liabilities decrease (Trade Creditors)
and your assets (Cheque Account) decrease

©2010 Steve Slisar 7 Phone: 1300 888 869
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Purchases

Scenario: We called Octagon Cleaning to clean &igeoeach week and when they have completed gsnahlg they leave us with an invoice. This is
a service and not a stock item we are buying spthehase will be quite simple.

Purchases — Service Layout Video: 502602

Click the Purchase command centre
Click on Enter Purchases

Notice at the top of the screen that it
says “[Purchases — New service]”

WwnN e

This is the default setting and we will
learn how to change the layout later.

4. Type Octagon Cleaning in the
Supplier field and press TAB

We don’t have Octagon Cleaning
setup as a Supplier yet so the screen
is blank. We are going to create a
Supplier card “on the fly”.

Create Card on the fly,
Video:502407

5. Click the New button (bottom).

©2010 Steve Slisar 8 Phone: 1300 888 869
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6. Octagon cleaning appears in the
Name field so press TAB and the
other fields open up.

7. Enter the information you can see in
this diagram.

8. When finished click OK.

You have just created a Supplier
card in your card file. Well done.

You should have the Enter Purchase
window on your screen.

9. Press TAB and all fields become
available.

10.Press TAB until you get to the
description field.

11.Type “office cleaning” then press
TAB.

12.Press TAB again and you will be
prompted to enter an Account Name.

13. Scroll down and look for an expense
account called cleaning. You should
notice that one does not exist.

©2010 Steve Slisar 9 Phone: 1300 888 869
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14.Click the New button at the bottom
of the dialog box.

15.Choose Expense as the Account
Type

16.Make the account number 4150
(notice it will start with a 6 because
it is an expense), press TAB

17.Type the description as in the
diagram. Click OK

18. Select your new expense account for
the Account name column, press
TAB

19. Enter an amount of $160, TAB your
way to Tax and type in GST

20.When finished click Record.

21.1s MYOB asking whether you want
to change the Tax code used?

22.Click No and the purchase will be
recorded.

©2010 Steve Slisar 10 Phone: 1300 888 869
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Purchase Register

In the last exercise, we created a purchase onderezorded it. We did however have an issue waghsuppliers ABN number so we want to go back
to that supplier’s card and alter it. We can ds #averal ways and in this exercise we will getdalieom the Purchase register.

Task: Edit a Supplier Card
1. Make sure you are looking at the
Purchase Command Centre.
Click Purchase Reqgister.
Notice that the last purchase you
entered is listed.
4. Click the little white arrow (far left
of the record) to see the purchase
you entered.

W

5. The purchase is on your screen
again. Notice the white arrow next to
Octagon Cleaning? Click it.
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6. You are now looking at the supplier
card.

7. Click the Buying Details tab (top)
and notice the A.B.N. field at the
right.

8. Click in it and enter the number on
the screen.

9. Click OK

10.Cancel the purchase window and
Purchase register until you see the
command centre again.

You should not see the “change tax
code” message again for this
supplier.

©2010 Steve Slisar 12 Phone: 1300 888 869
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Inventory

We will now embark on a wholesale buying spreestdfihone system components because it's an exowgmarket and businesses have the
opportunity of saving hundreds and even thousahdsltars on their call costs per year.

Here are some important facts to be aware of:
If you operate a business that sells products pheduct purchases are normally classified as “Gb&oods Sold” rather than an expense.
You can use MYOB to keep track of the number ah&ge/ou have in stock.
If you choose to have MYOB keep track of your iniep you will always know the value of your invengassets.

Inventory items
This is a list of the products we are going to kieepur inventory. You will need to refer to thiformation when you enter your transactions.

LlnksysSPA96¢ (Cisco) Sell Price L|nksysSPA94‘ Sell Price
Shows 6 incoming lines = $449 (inc GST) Ideal workstation $269 (inc GST)
(to answer differently if - Can show up to 4 lines
f"q“ired) onofa | BUY Price - Hands free Buy Price
recoption console - $264.60 (ex | peadset $159 (ex GST)
Hands free GST) . Call transfer
Head set . Hold
Mute
Call transfer & Hold
LlnksysSPA93g (connected = Sell Price CiscoWIP310 Wifi IP Sell Price
to the SPA962) $199 (inc GST) Phone $449 (inc GST)
Reception console - PBX functionality like
Faster transferring of calls Buy Price transfer and hold calls Buy Price
See who is available $129 (ex GST) - Connects to network | ¢559 (ex GST)
via Wifi
Cordless

©2010 Steve Slisar 13 Phone: 1300 888 869
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Task: Create inventory items

Video: 502408

. Click on Inventory in the command

centre, then click on Items List.

. You should see a screen very similar

to this one.

. Notice that we don’t have any items

yet?

. Click the New button

. Type SPA962 into the Item Number

field and press TAB, the other fields
should open up.

. Enter the information as you see it in

this diagram.

Note: you need to ensure that you
find a Cost of Sales account for
buying the item, Income account for
selling the item and an Asset account
for keeping it in Inventory.

. When you've completed this step,

click on the Buying Details tab.

©2010 Steve Slisar
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Notice there is no information in
here? We'll leave it blank for now
and take a look at the selling
information.

8. Click on the Selling Details tab.

9. Type 449 in the Base Selling Price
field and press TAB.

10. Enter the rest of the information you
see in this screen, including GST for
tax code and tick the Prices are Tax
Inclusive box.

11.When finished Click OK

12.There is GST when bought. Ensure
you make that change if asked.

13.Create an inventory item for each of
Extra task the other 3 products that we want to
keep in stock, see the first page of
this Inventory section.
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Purchase Inventory items
We've decided on a product range now we need teeraghurchase so that we have phones when our cerstask for them.

One supplier of Cisco IP Telephony products is \6@siGroup at St Leonards so we’ll go ahead ance@acorder with this company. We are
assuming we have an account for the purposesshihikbook.

Task: Create a New Supplier Card

1. Ensure you are looking at the Card
File command centre.

2. Click on Card List and a list of all
contacts will appear.

3. Note that the All Cards tab is
currently selected but your view can
be filtered by clicking on the other
tabs like Supplier, Customer,
Employee etc

4. Click the New button (bottom)

©2010 Steve Slisar 16 Phone: 1300 888 869
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5. Enter the information as you see it in
this screenshot to the left.
6. Click on the Buying Details TAB.

7. Change the Purchase Layout to Item
so you'll never have to change this
whenever you create a Purchase for
this Supplier.

8. Enter the ABN
(77 050 539 672) and then click OK

9. Close out of every window so that
you can see the main command
centre.

©2010 Steve Slisar 17 Phone: 1300 888 869



502 MYOB Accounting v20100419 www.ezylearn.com.au

Task: Enter a purchase for inventory items Video: 502603

1. Make sure you are looking at the

Purchases command centre.

Click on Enter Purchases

Notice that it says [Purchases — New

Service] in the title bar?

4. Click the layout button (bottom) and
notice that you have several options
to choose from.

5. Click on Item (notice the different
layout) and click OK

W

6. Enter a purchase with the following
information.
7. Note:
a. Change it from a BILL to an
ORDER
b. Change the Ship to Address to a
street
c. DON'T ENTER a SUPPLIERS
INV# BECAUSE WE DON'T
HAVE ONE YET
d. Make sure the tick next to Tax
Inclusive is not ticked (top right)
8. When finished click Record.

Ignore the suppliers inv# in this
diagram
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Receiving Inventory Items

Task: Receive ltems

Once you've ordered you need to wait for
the products to be delivered. Once your
products are delivered to you, they can be
entered into MYOB.

1.

Make sure you are looking at the
Inventory command centre.

2. Click on Receive Iltems
3.

Enter Westcon into the Supplier field
and press TAB.

An existing Purchase Order will
appear and as this is the one that we
are receiving products for select it
and click on Use Purchase.

The purchase order we entered now
appears on the screen.

Look towards the bottom for the
button which says Receive Items,
click it.

©2010 Steve Slisar 19
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7. If this message appears, click on the
drop down arrow and selected Trade
Creditors.

8. Click OK and you’ll get back to the
Purchase Order again.

9. Click Receive Items again.

10. Enter the same values we have in
this screenshot under the heading
Receive (note we didn’t get the full
order).

11.Enter a value of $120 for freight.

12.Click record

13.Note that the Balance Due is
$8674.607?

14.Close all windows.
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Convert Purchase Order to Bill Video: 502604

If we received an invoice from the supplier for fhet shipment we received, we can open the puechiaer and make a bill from it specifying the
products that are still on backorder.

1. Locate your purchase order and click
on the Bill button (bottom next to
Receive Items)

2. Enter the numbers in the Backorder
column in the screenshot.

3. Enter the supplier invoice # of
1662518

4. Click Record

5. If prompted to choose a freight
account, click OK

6. Choose Freight Paid from the
Expense accounts.

7. Click OK
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8. You'll notice that you original
purchase order has now been altered
and shows only the products that are
waiting on backorder.

9. This is your new purchase order
showing the remaining balance
owing once all products are received.

10.Now that we have a bill we can
apply payments.

©2010 Steve Slisar 22 Phone: 1300 888 869
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Pay Bills

If an invoice came with the products that were plagas part of our purchase order we can pay dsrWihat's important to remember is that if we
created a Purchase Order in the Purchases comraatrd,avhen we need to use the tools in that cordroantre.

If you click on Purchases you'll notice that Payl8is one of the options in that command centreu ¥se this section here because it reduces your
Accounts Payable and reduces your bank accouné aame time.

Task: Pay Bills Video: 502601

Click Pay Bills

Enter Westcon Group and press TAB

Notice that we only have $1099 in

our account? (top of screen)

4. Keep the cheque number the same,
enter 1000 in the Amount column
and then keep TABBING until you
get to the Amount applied column.

5. Notice that the full amount you typed
goes into this field.

6. Press tab and then click Record.

wn e
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Sales

The sales centre is where you can create quotegerddhem into orders that you can use to seryoto suppliers and ultimately create invoices that
you can print or email to customers. Once an ire’@created payments can be applied to thesecesail within the Sales command centre.

Task: Create Customer Cards and modify terms
Let's create some customer cards and set their @atyrarms before we create the invoices.

1. Create a new Customer card and
enter the details from the screenshot
on the left.

2. Click on Selling Details

3. Change the Sale Layout to Item.
4. Change the Customer Terms
information (bottom) to
a. Paymentis due “In a Given #
of Days”
b. Balance Due Days should be
7
5. Click OK

The next 3 Customer Cards we create will
all have the same Selling Details.

©2010 Steve Slisar 24 Phone: 1300 888 869
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6. Create a new customer card with
these details

7. Create this customer

8. Create this customer

©2010 Steve Slisar 25 Phone: 1300 888 869
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Create a Customer Quote

The first step in getting a new customer is ta fmovide a quotation for your products and sewi@ome small businesses create these quotes using
Microsoft Word and when they win the business ttr@ate an invoice. We are going to use MYOB fontthele process.

Task: Create a quote for a customer Video: 502109

Make sure you are at the Sales

Command Centre.

Click Enter Sales

Convert it to a Quote (top left)

Use Flockana as the Customer

Enter the products as displayed in the

screenshot on the left.

Enter a product code called Misc and

press TAB.

7. We don’t have a product called
Misc, but we want to quote for
miscellaneous activities.

8. Click the New button and create a
new Item using the details in these
screenshots.

9. Click OK

=

agbrwpn

o
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10. Create another Item called
Consulting so that we can use the
Items list to bill for services that we
provide.

11.For this we’ll have a day rate and
charge out at $1200 per day.

12.Now you have all the products in
your Items list to complete the
guotation.

13.Complete the QUOTE with the
information in this screenshot and
click Save Quote.
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Enter Invoices

We've just completed some work at a customer sitereeed to invoice them for the products we sudmdied the work we completed. It's a nice
simple job and they paid on the day.

Task: Enter a Sales Item invoice & apply a payment Video: 502501

1. Click on Enter Sales from the main
command centre

2. Ensure you are creating an
INVOICE (top left).

3. The Customer is Brandaid

4. The date is 18/3/2010

5. The consulting only took half a day
so make that comment in the
Description column and then in the
discount column for that item enter
50% and press TAB

6. Click in the Paid Today field and
type $1587

7. Click on Payment Method and
change it to Cheque.

8. Click Details... next to Payment
method,

9. This screen allows you to enter some
details about the cheque you've just
received.

10. Just type the cheque number 2276
and click OK

11.Click Record and both an invoice has
been created and a payment applied
to it for that day.
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12.Create an invoice using the details in
the screenshot on the left. Record it
without applying a payment.

13.Create an invoice using these details.
Record it without applying a
payment.

14.Create another invoice using the
details in this screenshot.

15. Notice the “Ship to” address.

16. Enter a freight charge of $25 and
record the invoice.
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Accounts Receivable

Accounts receivable is the term used to describeepthat is owed to you by your customers. Anotben is Trade Debtors and it is classified as a
current asset. To see how much money is owed twganization a Debtors or Accounts Receivableropli AR report is created. The Accounts
receivable report shows you which customers oweayand the age of their debt (how long since tleegived their invoice). Aging is usually
categorized into 30, 60 and 90 days but it may,deland 21 days.

Task: Who owes you money

1. Click on the drop down arrow next
to Analysis (bottom right).
2. Click on Receivables

3. Notice in this screenshot
a. The radio buttons (Summary,
Customer detail and Sale
Detail) at the top
b. The aging headings
c. The little white arrows at the
left of each customer
d. The totals (and percentages)
at the bottom
4. Click the White arrow next to
WorkingMums Consulting
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5. The total amount due is made up of
two invoices

6. Notice also that Customer Detail is
selected in the radio buttons at the
top.

7. Click the white arrow next to invoice
# 13 and notice you are now looking
at Sale Detail.

8. The three lines are made up of
Hardware sales, GST liability and
freight.

9. Click the white arrow next to
Summary to view the whole list once
more.
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Task: Accounts Receivable To Do List Vide0:502203
There is another way to take a look at who owestimepany money and that is via the To Do list atlibttom left of the screen. This

1. Click the To Do List drop down
arrow and select A/R (Accounts
Receivable) from the list.

2. You now get to see a listing of all the
money outstanding on an invoice by
invoice basis.

3. Notice the Overdue Column shows
how overdue the payment is. If this
value is a minus is simply means that
they are within their payment terms.
The values will change depending on
the date.

4. Notice the Mail Merge button at the
bottom of the screen?

5. Tick next to $3855 in the far right
column and click Mail Merge

6. These are all the Microsoft Word
templates that come with MYOB.
They are pre-designed letters that
convey a desired message and can be
used to encourage a customer to pay,
give them a warning, thank them or
send them a legal notice.

7. This is not in the scope of this course
but is very handy to know.
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Task: Send Statements Video: 502205

It's time to send a statement to our customersttthem know the situation with their debt to use Goal of course is to encourage them to settle
these debts by making a payment as soon as poséthleean now email statements rather than pridtraail them.

1. Click the Print/Email Statements link
from the Sales command centre.

2. Click on the To Be Emailed tab at
the top.

3. If you change the Statement type to
Activity (rather than just invoice)
only customers who have made a
payment will appear

4. Make the following changes:
a. Change statement date
b. Tick all the boxes at the far
left of each customer.
c. Change the Message that will
be sent to customers.

Note: your email program needs to be
setup and running and you need to have
your customers email address in the
system to proceed.
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Quote to an Order Videos: 502111 to 502113

Scenario: Flockana Virtual Services has agreeditauootation for supplying a hosted PBX telephaslatgons using virion. For this service we use a
company called yourlTsupport who perform all thektaand supply all the equipment so we simply w@send an order through to them so that they
can get onto the job and completed it. We normaliya margin of 10% on their cost to act as thg¢eptananager.

1. Click Sales Register button (in Sales
command centre).

2. Notice the Quote for Flockana, click
the white arrow (left side)

3. The Quote appears on the screen.
Click Create PO (bottom)
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. Type yourlTsupport in the Supplier

field and press TAB

. Notice the supplier is not currently in

our Card File so for now and to make
this process faster, just click Easy-
Add

. Notice that there are no services in

this invoice? That's because we
didn’t click the “I buy these” when
we set them up in the Item List.
We'll jump and do that now.

. Click Window and go to the

Command Centre (leaving this
ORDER as itis so we can come back
to it later).

. Click Inventory, go to the Item List,

and click the white arrow next to
Consulting.

. Tick the | Buy This Item box and

choose Wages and Salaries as the
expense category. Specify a tax code
of GST in the buying details section.

©2010 Steve Slisar
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10.Tick the “I BuyThis Item” box and
choose the Cost of Sales category
called Misc. Parts - Purchase.

11.Click on Buying Details and set the
tax code to GST if it's not done
already.

12.Click window and go back to your
Purchases — New Item option.

13. Enter all the information we have in
the screenshot on the left. Notice that
we have simply listed our retail price
for each item and then applied a 10%
discount.

14.We have also put our Customer in
the Ship to field.

15.Our Quote is still in the system, but
we now also have a Purchase order.
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Quote to an invoice

The work for Flockana has been completed and we teasend them an invoice for the project so wegdén our ORDER and convert it to an Invoice.

1. Locate the Quote.
2. Click on Invoice (bottom)

3. The Invoice is created (background
colour changes from orange to blue)
4. Click Record.
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Credit a Customer Video: 502402 (more at 502605)

We've invoiced Flockana but we didn’t realize tlgatirTsupport spent only one day at the customempges and was able to complete all the work
in that time so we need to issue them with a credit

Task: Issue a Credit

Go to Sales Command Centre

Click Enter Sale

Use the Flockana Customer

If asked whether you want to use an
existing Quote click Cancel.

Create a sale for -1 x consulting and
notice the total value is -$1200.
When printed out the form will have
the words Credit Note on it
automatically.

6. Click Record

PONPE

o
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Task: Apply a credit to an invoice Video: 502607 (similar)
Now that we have given Flockana a credit of $12@0can apply that to the outstanding invoice.

Go to Sales command centre

Click Receive payments

Use Flockana Customer card

When you see the image in the
screenshot on the left, click Apply
Credits and the credit of $1200 will
be applied to the outstanding invoice.

PonNpE
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Receive Payments

Task: Receive a part payment

Video: 502504

. Make sure you are in the Sales

command centre

. Click Receive Payments
. User Flockana
. Enter the information as shown in

the screenshot (left)

. Click Record
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Task: Receive one payment for many invoices

WorkingMums is an organization with many virtuasigsants working from from their own homes and @ering office and book keeping solutions
for their clients who may be scattered across tlumtty. They have ordered two Virion Hosted IP P&8Xall business telephone solutions for their
clients and decide to pay for them all at once.yTdre going to pay directly into our bank account.

Click on Receive Payments

Use WorkingMums Consulting
Enter an amount of $1621

Change the Payment Method to
Transfer.

Notice that the payment will pay off
two invoices at the same time.

PwonNPE

m

6. Notice that Transfer is not in the list
of available payment methods.
Click New

Type transfer and make it a cheque
type transaction.

© N

Be aware that when we are Receiving Payments tiystihat MYOB is saying that they are going
directly into your Cheque account. This isn't tleese all the time because you may have the cheques
sitting on your desk for a couple days before ygpadit them all in one go.
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Task: Get to know the Bank Deposit

We’ll now see how easy it is to have several wind@pen at once and go between them, keeping themaill times.

1.
2.

3.

4.
5.

Click on theBanking button, therclick onBank Register

Click onWindow in the menu bar and notice that you have the Camin@entre and the Bank Register ogélick onCommand Centreand
you’ll end up back at the main screen.

In the Command Centiick onPrepare Bank Depositbutton and thenlick onWindow (in the menu bar) and notice that we have an extra
window openglick onCommand Centreto go back to the main screen.

In the command Centick on theSalesbutton and thenlick on Analyse Receivables

Click onWindow (menu bar) and notice the many different screemashave open in MYOBClick onPrepare Bank Deposit

Notice how you can have several things going as#me time without having to close them to go tifferent area of the software? This can make
things confusing at first but you'll see the powéthis when you need to check on past transactions

Have another go..

1.

2.

You should still be in the Prepare Bank DeposiésnrPresstheESC key (top left key on the keyboard — notice it is theng as clicking on
cancel)
By clicking on Window in the menu bar, go to evetkier open screen and close it so that you onlg lla Command Centre open.
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Sales Register

The sales register shows us all the transactia@ishtve gone through the sales module. They areailyrsorted by date, contain the customer card
information and show you the total sales value @ardent amount due. If the Amt Due is zero, it nsetne invoice has been fully paid and the Status
as a result changes to Closed.

Task: Look at the Sales register

Click on the Sales command centre.

Click on Sales register

Make sure you are in the All Sales

tab and you have selected the date

range in the screenshot (left)

4. Also note the Seach by: option where
you can see just records for a
specific customer or all customer.

5. Select All customers if not already

selected.

wn e
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Pay some bills
You should realise at this stage that you don’iagswhave to use the buttons available to you osdreen. You can use the menu bar commands. We

will use the menu bar in these exercises.
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Task: Enter a Spend Money Payment Video: 502601 and 502702

You should have th&raining Company file open. Click onrCommand Centres(menu bar), then move yonrouse to Bankingandclick on Spend
Money.

1.

2.

No

The yellow Spend Money screen should appear anddteeis highlighted, the date should be 3/5/2pi€ss Tabto go to the next field and
type 65 thenpress tabto go to the Card field
In the Card fieldype Sydney Water thenpress tabh We haven’t used this card before so$edect from Listdialog box appears and you
have the choice of:

a. Selecting one of the names from the list, or

b. Clicking on New
Click on New and the name Sydney Water will appear as the N@irek on OK and you have created a new card fom8ydVater (just like
an Easy-Add)

. Press tab four timesuntil you get to the Memo field and notice that thxt is highlighted. We are going to ad a shaino to the end of the

text, follow these steps:

a. Pressthe end key and then

b. Type “1/4/10-31/4/10and thenpress tabto get to the Account Name field
In the Account Name field type wat and notice ihatcks up the fact that there is an account daiMater (it fills in the er). Press the tab key
to get to the amount field and Notice that 65 iwmatically entered.
Press tab three times to get to the Tax field gpd gst and your payment is correct.
Notice that it assumes the next cheque number. aevia BPay so type bpay in the Cheque No.: fi€litk the Record button and your
payment is recorded.

Enter the following payments:

Card Amount Memo Account Name Tax
Landlords Australia Pty Ltd $500 July 2003 Rent GST
Local Newspaper $85 ad on 12th June page 5 Aduwagti GST
Australia Post $65 copy paper Office Supplies GST

Once you have entered these in, Click on Cancglbs®e out of the Spend Money screen.
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The Bank Register

Let's take a look at the banking register to getdea of how our transactions appear in MYOB.

Task: Get to know the banking register Video: 502701

1. You should be at the main Command Centre. ClickherBanking module (if you are not already in iiflahen click on Bank Register.
2. Make sure the dates you are for the current ma@e the diagram above) you want to see transad¢tons

Notice that you can use the Spend Money option fintsrscreen (the yellow area at the bottom).
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Session Report

When you quit MYOB it will prompt you for a sessiogport. This shows you every transaction you lemtered in the software for that session. It is
a good idea to print a session report and keepoall session reports on file (sorted by date oregse you have a problem with your data file and
you need to re-key information.

Have a go...
1. Click on the cross in the top right corner of th& ®B screen to close the program.

2. You'll see the above dialog appear, click on Ses&leport
3. If you are then taken back to the MYOB screen, $§jrofose it again and this time choose the Quite Report button.

You can now start your computerised accountingesydb keep track of your business finances.
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What's next

You should now feel quite comfortable to open an®Bfile and perform day to day transactions using@B accounting software.

MYOB Setup 501

There is not always a need to setup a new complanyp@it the understanding of how to set one upprdvide you with a more in-depth knowledge
of how the system comes together. This coursealgtl explain how to customize the numerous forrasdhe used in MYOB Accounting software
like invoice forms (service, item and more), plpaper or pre printed invoices, remittance advipasshase orders and more.

MYOB Bank Reconciliation 503
This course introduces some new concepts like iretoan accounts, direct debits and creditspfisecredit card account and bringing them all
together in the end of month bank reconciliation.

MYOB Reporting 504

Once your system is setup, day to day entriesraezaxl and reconciled you will want to produce soep®rts to understand the financial health of
your business. This course introduces the useeofiltrosoft Excel spreadsheet to make changesteetiorts that are produced so that you can make
better use of your historical accounting data. &reeports like Profit and Loss and Balance shemnts.

MYOB Payroll 505

Payroll can be a complex issue if you don’t havéha information in the right place. Companiesédifferent staff on different awards and
depending on their skill and role within the orgaation, their rates of pay and salary circumstaaceslifferent and proper handling of
superannuation payments is important. Learn hognter the correct information and perform weektytrfightly or monthly tasks and reports
relating to your staff and their pay.

Disclaimer

The circumstances of each business are very diffeecision making on how to handle the varietgahpliance duties vary from company to
company. This training workbook is meant as a gomdg and does not take you or your employer’suritstances into account. Use this guide as a
means to understand how to move around and eritemiation into the software but consult your adkgser information specific to you or your
employer’s organization.
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