Unit1

Contents

11

12

13
14

15
16

Unit 2 Getting Started

21

22
23
24
25
26

27

28

29

2.10

Unit 3 Banking & Cash

31
3.2
33
34

35

3.6

37
3.8

Exercise.

T

Recap Tr:

to MYOB 1
Minimum System Requirement 1
N . e < 99 ¢
Accounting Technical Terms o;g):esl:uaos%csp erm:(\?::raeé]oaqu. a2
Installing MYOB Accounting

MYOB Software ooéog&.?é:saaoéaors
MYOB Software Version 8
MYOB Feature Comparison 9

SRE
3 12
Company Data File 3’33350:«590) Casmng[é& 12
Command Centre 17
User Interface 18
MYOB Accounts Type & Accounts Code 23
Account Classification and Account Type. 24
Office Equipment zasmémqgmé? méeamrrg@rgv 26
< SRS,
aaemogeogn% Level G@')c.,@c. 28
é’]@:&n:aaermén% Modify 3? Delete (\?6@5; 28
Account List 03 oeléootrS@& 30
?ONER
33
36
37
The Bank Register. 38
Recording Cash Receipts 39
46
" c, ¢ c. cre c e,
Recording c\?o@.qc Entry ocoocC @?mém’”‘" Er 47
9 <, N0

Date format o) G[g)c.,(\)clug 49
Recording Cash Payment 51
53

The Bank Register

39 Recording cp&(G:qC Entry 60303 (§ Check §. 56 73 Record one payment for multiple bills 108
3.10  Patty Cash Account oopSeacna’(gé:aé zad:(g|g¢: 56 Unit8s ing P 111
o 8.1  Introduction to Purchases 111
3.1 Patty Cash Account n§ 333.?:@[@& 57 niroductl Y
8.2  Purchase Order qp:@lc\grf\@r(' 111
) G < <
3.12  Performing Bank Reconciliation mslc:é@c: 58 .
8.3 Purchase Orders n% Supplier Bills 33@0&%@@:5'&@5' 115
3.13  Cash Disbursments & Cash Receipts Report 60
84  Supplier Bill gp:o} egeuieq|gé: 117
Unit 4 Recording Journal Entries 62
. 5 : e,
41 Journal Entries 6o} Recording cpS(gE: 62 85  Supplier Credit Notes gp: (gjoo6(3¢ 118
i inti i 120
42 Recurring T 3@5 Save Er(. e 8.6  Printing Purchase Orders and Bills
8.7 Generating Payables Agein Report (Payable Reconciliation Detail) 123
e e s <
i 2| 3 65 .
43 RecUing Templates r}“, @§ma R @l@C 8.8  Generating Purchase & Payable Journal Report 124
(IS
4.4 General Journal Report 0905@ .@c. 67 Uit Createaniinvoice 125
. . 9.1  Overview of Sales 125
Unit 5 Setting Up for Sales & Purchases 69
.2 le P 126
541 Introduction to Sales 69 8 Sale Process
;] ; i 127
5.2 Introduction to Purchases 70 e
9.4 Creating an Quote 128
53  Customer Card 333303035? mécamrrs[g& 70 s
95 Viewing the Sales Register 134
= Y
54 Supplier Card 322080063 0pSeson0d[3E: 73 96  Viewing Items List 13e
5.5  Inventory Item 3;:1)6005? @l“?f’Er{' 74 9.7  Create an Invoice 136
9.8  Printing Invoice 138
5.6  Generating Customer and Supplier Listing 78
. . 9.9  Convert a Quote to an Invoice 140
57 Generating Item Listing 81
9.10  Sent Emails directly from A 143
5.8  Exercise 84
Unit 10 ing Sales. 146
Unit 6 Process 86 SRS
10.1  Invoice gpz 0[gce 147
6.1 Introduction to Purchase Process 86 P @l{\? [5
6.2 How to Create Orders 88 10.2  Receiving Payments from Customer 148
6.3 How to Create Bill. 93 10.3  Recording Cash Sale: 150
6.4 Viewing the Purchases Register 95 10.4 Item Sale. 151
6.5 How to Convert an Order to a Bill 97 10.5 Service Sale. 153
6.6  Smarter way to manage bills 99 10.6 Enter additional sales information 153
Unit 7 Pay Bills 104 Unit 11 Receive P 155
71 Recording for bills 104 11.1  Handling payments received for invoices 155
b o Record one payment for a single bill 106 11.2  Dealing with Single vs. Grouped Transactions 156

113
114

Unit 12
12.1
12.2
123
124

125

12.6
12.7

13.1
13.2
133
13.4
135

14.1
14.2
143
14.4
14.5
14.6
14.7
14.8
14.9

15.1
15.2
15.3
15.4

Record Payment for Single Tr: 159 15.6 Year-end 230
Record a payment for a grouped transaction (1 payment for multiple invoices) ... ...163 15.7 Close Financial Year 232
Inventory 168 15.8 Doa ktak 237
Introduction to Inventory 168 Unit 16 A Dictionary 240
Understanding Inventory in MYOB 168
Making Inventory 169
Updating Physical Stock Counts 170
q$ugé:em:ﬁ§:mn§?cfv§§' 172
Generating Inventory Reports 173
Setting Up Items 175
Unit 13 Customising and Printing Forms 176
C ise a Form 176
Resize and move the Company Address Field 180
Change the Font of the Company Address field 181
Applying Print with C ize Form 182
Add the business logo 185
Unit 14 Reporting and Insights 188
Generating Reports from MYOB Premier 189
Performing Date File Backups 189
Security with Password 192
Using the Reporting Feature 194
Business Insight 196
To Do List 198
Find Ti 199
Print or Email by batch 199
Preparing and sending a report 202
Unit 15 EOFY — End of Financial Year. 212
Introduction to EOFY 212
Connect with your 213
Use Bank feeds 215
Run the Company Data Auditor 219
Run Reports 225

15.5

0GR BN

208, BsgreqenSiesion ergéieuniaogad MYOB Computerized System a((p&:cd§ 300363 883
Training 63m oﬁécu;cﬂeugu mqé:eoao:zas@éeog@ngof) Fixed Asset, Customer Receivable,
Vendor Payable, Inventory, Cash, Report a;cy} mc@oé:saspsogn% 6206203P3P ﬂé:@m:tﬂwusn
Company File omégémme.%o@: Daily Transaction og&@é:l Final Report 0?03@5:03

wé@ﬁ:«%ﬁ]so:mﬁ:&mosu

gma?fm% a'aa$: (o8) a$:§_ Qpé:eq:oao:ooo:@: esnngdbaéa%:w«ip:rﬁ) a)éul?ec\)mq&eén
Unit 1 Introduction to MYOB Accounting
Unit 2 Getting Started 0005@5:

Unit 3 Banking & Cash Management
Unit 4 Recording Journal Entries

Unit 5 Setting Up for Sales & Purchases
Unit 6 Process purchases

Unit 7 Pay Bills

Unit 8 Managing Purchases

Unit 9 Create an Invoice

Unit 10 Managing Sales

Unit 11 Receive Payments

Unit 12 Managing Inventory

Unit 13 Customising and Printing Forms
Unit 14 Reporting and Insights

Unit 15 EOFY — End of Financial Year
Unit 16 Accounting Dictionary

Unit 1 Introduction to MYOB Accounting
MYOB Software o mq&n%é Accounting Software 33-%[:3300:@5&0)05" Australia %&":m

e o < e s . o¢ <
o?oar.?osq:aao:an@o@: DYIOIPEED FAP:TQPLEP: mslé:n?c Software @&ﬂmwu
openee:yecga’ o(gad(l: Certificate 320332605 (giroadyoseaganpds q8EoruSH MYOB s3ox
Mind Your Own Business @56\ o0 gaaagz?o MYOB Software ooéogé:(n Download @lc\l)f)qn
Sample Company File cf% Import ooéagé:[g: wrﬁsoggaa?:q)(’e% 339@5 Accounting Go’]u)’)s\qp:rr%
e(\?(\naaéugsl(ﬂsén

~10~

Unit 2 Getting Started oooé(gé:

MYOB ¢ mq&eun:c;og oo’;&\g&eaooé%é@aa%ng Company Data File gps ooéeaoon&@é:l Step
By Step @eo:o} Command Centre, Account Type §.<f: Account Code qpz me@)&l Account
oaoqu: o’)éaac’;rrg@&l Account eogo? Level e@a&@&x §{§::m: Account cogrr% @5305
mé:@o’g Delete (\?8@5“ Account List n?} Print 0905@5: moé MYOB :rae@éa)éa.%:mq_pm%
3a0§1¢0 cogamanugqolepSn

Unit 3 Banking & Cash Management

Brpreqpepbefionds 0Eeonuussdqt ege(ngeos 0qe0med (g8dloruS Sxadien Banking §,
Cash Management o0&a§tenqpz03 agcon(ngdlepSi Bank s3om Sesepyn ooasondacs u(géod
ege@:§. uorSoooSomcog :mc\?rr% Bank o3 2005605(5: 353@(30% ag@wxﬁ Cash Management
o‘{)_e;muéu c\;&c@smé?c\?é[?j@?emg Gg@@:c\)o%éf (Recive Money) %ege@:a’g:@ ¢ (Spend
Money) §qdloaoSu m@ozsge@:cﬁe@a&ﬁeog rﬁmé: electric trasfer 60330 33(\?&\?5&9&?“
MYOB ¢3¢0, Receive Money § Spend Money o3 Cheque, Cash 33685, ma?e@lcﬂeén Cheque
c}lS_Cash D%cgs[goézﬁo% Internet, ATM, Phone c%gmao(_g @Io?&ﬂeéu

Unit 4 Recording Journal Entries

Scrasigufa Journal Entries 603 Record C\?(SUI)(‘Y?) Gcgmméuﬁ@(ﬂeéu mq&:ﬁoézsogcrf\ecgn%
record c\?&ﬂeéu s\acnrl% Record Jounel Entry cﬁ_csﬂcﬂmu‘;u B8zoom amsmqﬁq@éa@cﬂm
32:%.§rri>$mr75mam5 Recurring Template :9@5 :B@:ocmc%q&ﬂ:néu @ésdf:o} :sasclﬁlfv
B@oé@éc@qsmé 8 General Journal <‘r‘§ report 33@5 ogi@écsp q&lmén

Unit 5 Setting Up for Sales & Purchases
g:maénfo ssp(c::ous Gmrﬁm:ﬁsog (Sales & Purchases) mm(‘:c\ﬁeamé%éi @10}5@5306

< 9 < (3 r I 3 o "
002:20¢060RM e(\')c\y;:ncua@tﬂean Customer Card 320000009 oo@eemm@én Supplier
Card 33:)050)«5? méeamng[é&l Inventory Item 333:50)5? @lc\?&@é:l Customer %_Supplier List
s%r‘% Generate C(?OSBE:I Inventory Item List Gogc% Generate o?oSBE; mmé aoéa%:mlﬂn:n%
chgcm@(ﬁeéu

Unit 6 Process purchases

rrf%ugé:ougogom;o’) me@o&mspsogl mugsi()n nﬁe@:ﬁ]&qeé a%oneoo)% Bill ecrgn%
Tracking (\?n&ﬂaéu 5339%:93 Order ‘} Bill s%nge Create @{c\?f‘\?én Purchases Register

T

@éiﬁé:l W%sz&;)m Order G%rr% Bill 33@5 e@aé:c\\)‘?é: qpst In Tray Ga:f?:@ﬁé:lﬂjz(‘@
cgaon(ogdlepdn

Unit 7 Pay Bills
Bill r.;og(r% egﬂé:@: Close c\?f)@é]laéu 333@%:?3 Bill cogo% egﬁ]&?& Record @F\?G?é“ Single bill
0’)5?3308(75 Payment @l{\?&?é:l Multiple Bill qp:saosdg Payment @lc\?&?é: e”):n%

sopamaoéwgdleaSi
? Rauieps

Unit 8 Managing Purchases
5339&?0 Purchase Order qp: @[q&@én Purchase Orders (r‘é Supplier Bills 33@53% e@')&&)@&l
Supplier Bill aﬂ')m% egeo:@q@&l Supplier Credit Notes qps @[{\?8@6“ Purchase $ Bills gpz Print
o?ogg&l Payables Agein Report ogos[é&l Purchase & Payable Journal Report 0905@5:

£ e 3 NS
20C85:00QPN ec\x\n@o opo

Unit 9 Create an Invoice

espf::;u@& a)o’)é[glc\P&%Quote, Order %Invoice o%o)ooé m$og:q6]eéu Overview of Sales
%G@)é:l Quotation q_]’):@qﬁ@&« Sales Register 0% cc\;c\n@én Invoice qps U%O%:@é:l Quote
eogcr% Invoice 33@5 s@')&(@@&l Overview of Online Payment 3313@;&(7% 5333@:?0

GopamaéwegdleaSi
? R9voe

Unit 10 Managing Sales

(\360%:3)63‘»33&1 (1%05(\350&00 Gspé:sueé n’e%ogpj:eogl (\%33505 @%@5:903 otﬁuﬁ@:aﬂé
Revenue oéegsog [§§q§ [§$<\)é espé:suq(ﬂeén 839@$:?3 Sale Management ms@aé:l Quote
603 Create [gl(Ya(?l Sales Register @lcvtc){u Invoice e:rnrqupqp: Create @l“?&f' Quote Gog(‘%
Invoice 33@5 e@')&c@)i’gl Customer eog&LPayment 603 c\)(‘rSéQc% Step By Step

GooamaéwedleaSi
? R9voe

Unit 11 Receive Payments

Customer 6apd) Payment 0053003 $328§:60 cgaxo0Euy(3clepSi Invoice cogaacga’ Payment
Receive G%fﬁi <\)r7§5.§é:l Single Transactions %Grouped Transaction 336[5’)&! Single
Transaction 3;0305 Payment corrSéq,é:l Multiple Invoice n;ogszog(rs Payment ov)cg?ooé;%'

mngéov} Grouped Transaction Payment (\)(‘rgé.?é: ooaé ‘?é:o‘?&qpuﬁ ec\)m@(ﬂeéu

~12~

Unit 12 Managing Inventory

5333&5;) MYOB §1'Inventory Management <7$ qf):coé@é:l Inventory Adjustment @lc\gf)@én
op§omdaysogaSqp: 0es0:[g4 m§ogoSieq)is§:ad05uod(gés Inventory Reports qp: Generate
cqorggézoooé Inventory ooéa%:mqp:rfé ec\;maaéoﬁ@tﬂeén

Unit 13 Customising and Printing Forms

Form eﬂa:a% 806@[03 @looé @5305[5&1 Company Address Field qp:rr% Resize @[(\35@&1
oadiewnSapicd [§Eaoe(gpéiad[géa 30¢ 80S(03|0S (glopSaoa:(§:om: Customize Form (g&
oqéo?dsg&l Company Business Logo ooéogé:@& ©20p§ Form &€ 0050050009 méa$:mqpm§
8308100 copanootuy(mydlepd

Unit 14 Reporting and Insights
830100 Reporting Feature qpsa3 ara:x'?:@lg&l Business Insights :(ac(?:@ﬁézl To Do List
203:(q|§p5% Transactions qp: qpegéa 3290305 32(G|0305 vgEaros(gén Email 8gEqpsa3

8m0§190 ogemanugqolepSi

Unit 15 EOFY - End of Financial Year

mgy:eq:§5crf$a§zqé c\?ﬁeamésleé c\?ﬁamésun%qpm% Ssaa%;:nin quméuﬂq&eéu
Accountant ﬂmg@éﬂ Bank Feed Jaa?s@ﬁén Company Data Auditor SBJ%EQHBC:I Report gpz
o?osgéﬂ Year-end Adjustment @l‘:\?‘sgé:' mgﬁeq:mmgﬁgézx Stock mﬁn{]@ermnggés
«»wé :x)éa.%mqpm% ec\_x\nslv.ﬂuéu

Unit 16 Accounting Dictionary
<

oqCs ?5 GC;]U)DSIGO‘;O% mé?méwézméz Gu/S@Go:om:é]o:oSu
= ou\gul% [2eseVa) a:éua :u:f.oﬁ 3

7 foo) o%.:er‘qj 8%;&(\7) Szgo:eq:c\‘)&c%ogl.\ Accounting §ézo§§[§<§ cr?(gngmo%é 6.§50’J(Qj
(gogEopqpe

(% smmgg‘pmﬁ @lmémngtxsq$ n&c%méeqp&eqpasmmzw Trace c@lrﬁgésé
Accounting Format Qj?ogqjéagqp:

% 6’):33:5;51:(\?&:%::\255‘?@: Accounting 2067006p: eogeoa:oﬁqu

« Accounting Gc\gc\n@: C\?&C%:;gé?’) Accountant 33@5 oEssprrS c\?&ﬁéq_]éoﬁqp:

<« Online Shopping (\3§G§(§: mc\&@un: 3’:05(\%0%&1?‘%: uﬁ@ﬁeq;ogqp:

~13~

% 0250&0% o.%oo&:s%%& (_\;)cﬁqemé Accounting Format n% ?$lf$m$m§ qﬁao&q}éoﬁeﬁp:
L4 33%:610% Cfag§eao95qléow@5@t§l O$OSG$:I om: 336150’,2] ooSogq]ém@@@nSl wcngme§

e3seg o?o&ué(m@é@é q§em5 38(\?5c‘§:€], Financial Statement n% Accounting Standard

0§S03jorjoposorcsboyps
« LCCI, ACCA oéeeptrg s@e@q_]éoﬁp:

Accounting Ue’)q{)@é GG’B’)E@EGQ}') :Y)OQ.P: méemﬁtﬁ%&ﬂeoc\% 805@00)§3qu€

14~

)
2™
gA-

eo@tzemé (AIT Computer)
Computer Science & MBA (Saylor, USA)
CEH (EC-Council, USA)
5.9.2022(Monday), 12:18 AM



