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This training manual has been
developed by the MYOB Enterprise
Division - Professional Services Team

for use in the delivery of training.

This manual uses a simple step-by-step
approach to give you the skills and

knowledge necessary to set up and use
the EXO Accountant’s Assistant module.

This manual has been designed for the
following MYOB product:

e EXO Accountant’s Assistant

MYEBAA

EXO Accountant’s Assistant

EXO Accountant’s Assistant
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Participants

This course is aimed at:

e Users of EXO Accountant’s Assistant.

Prerequisites

Basic PC experience is required.

Understanding of payroll processes and procedures.

Instructional method

The instructional method combines trainer-led demonstrations with hands-on student
practice. You will work through a series of examples. Each unit concludes with a Review
Task.

Conventions used in this manual

¢ Objects such as buttons or icons that you must click or select are shown in bold.
¢ Information to be entered (typed in) is shown in bold and italics.

o Keyboard keys are shown as [TAB], [CTRL], etc.

Screenshots in this manual are for illustration purposes only and may differ from those in
the actual product due to configuration settings.

© Copyright 2012 MYOB Technology Pty Ltd
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Symbols used in this manuals

EXO Accountant’s Assistant

Symbol

Name

This symbol tells you...

Practice task

Review task

... to complete a task to practice the skills you have
just learnt, or as a review task at the end of the unit
to consolidate what you have learnt.

Written Review task

... to complete written questions to review the

content covered in the unit.

Optional Challenge

... to complete this task if you have finished early
and are looking for an extra challenge.

Tip .. about helpful tips
Note ... to take note of an important message.
%ﬁ\‘ i Warning .. about potential problems to be aware of.
' Important ... to pay attention to an important notice.
I.' i New ... Where features are new for EXO Accountant’s Assistant.
ﬂ Reference ... where to go to find more information.
e

Skills Checklist

... to tick off a list of skills that you have learnt

during the unit.

© Copyright 2012 MYOB Technology Pty Ltd




Objectives

Upon completion of this course you will be able to:

Briefly explain the features of the Accountant’s Assistant
Explain the licensing restrictions

Make use of checkslists to complete an End of Period
Make use of checklists to complete an End of Year

Make use of checklists to complete a Tax Return

Make use of checklists to produce financial reports

Make use of checklists to complete data verification and identify taxation issues.

© Copyright 2012 MYOB Technology Pty Ltd
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Navigational & Function Keys

MYOB EXO Business can be navigated by keyboard or mouse, however a combination of
both is generally used. The standard keyboard convensions for Windows are used, with a
few MYOB EXO Business-specific options.

Windows Navigation Keys

TAB Moves from field to field, column to column

SHIFT+TAB Moves backwards from field to field, column to column

ENTER On open dialogue boxes, automatically select the OK
button.

ARROW KEYS Moves around a grid, or up and down a list.

PAGE UP, PAGE DOWN Moves between the “sections” of some screens, such as

moving from the invoice header to the body to the end.

ALT + (Underlined Letter) ALT key plus the underlined letter on a field label
activates that function, e.g. ALT + N within a the debtor
account screen creates a New Debtor.

© Copyright 2012 MYOB Technology Pty Ltd
Vi
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Introduction

This unit will provide an
overview of the
functionality available in
EXO Accountant’s
Assistant.

By the end of this unit, you will be able to:

>

List the three sections available in EXO
Accountant’s Assistant

Use the Global Financial Period Setting
Explain the licensing restrictions

Creata checklist widget

© Copyright 2012 MYOB Technology Pty Ltd
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Overview

EXO Accountant’s Assistant

The EXO Accountant’s Assistant module provides accountants and external advisors with
an intuitive and easy-to-use portal to the accounting functions of MYOB EXO Business.

(m

i File Utilities Setup Help
Financial Period: 0. February 2011 -
il T
f 3 Al
4 r’
Business Financial Systems.
Checklists Review Integrity

Layouts: Default

> ld

MYOB EXO Accountant's Assistant

Hi|+ B~

End of Period
= © Debtor Ledger Checklist
- @ Complete All Transactions
- @ Debtor Aged Balances
i~ © Debtor Data Verification
" @ Print Debtor Statements
= @ Creditor Ledger Checklist
- @ Complete All Transactions
- @ Creditor Aged Balances
‘@ Creditor Data Verification
= © Stock Ledger Checklist
- © Complete All Transactions
- @ Stock Valuation
‘.. @ Stock Data Verification
= @ General Ledger Checklist
- @ Complete All Transactions

- & Reconcile Bank Accounts

© Nominate Closing Rates
- @ Post Forex Variances
-~ @ Post Sub-ledgers to GL
© General Ledger Data Verification
-+ @ Ledger Reconciliation
- @ Check Trial Balance
= @ End of Period
- @ Print Financial Reports
© End Of Period
- @ Lock Ledger Periods

GL bank account:
Search

X
x:] Mew | - Edit Reconcilliation e Save < Cancel | Setup ~ %% Tools = 53 Reports ~ I [ ]
04000-00. CURRENT BANK ACCOUNT Reconcilation no:
'] l Search ] Indude Not Reconciable [7]  Autoload

GL bank account: [

GL Bank Account

Rec No Date

Opening Bank Stmt.

Closing Bank Stmt.

Balance per GL. Unpresented Payments =

04000-00. CURRENT BANK ACCOUNT 31/07/2010 32,078.60 41,559.38 41,559.38

04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT

<=

15 30/06/2010
14 31/12/2008
13 31/10/2008
12 30/09/2008
11 31/08/2008
10 31/07/2008
9 30/06/2008
8 31/05/2008
7 30/04/2008
6 31/03/2008
5 29/02/2008
4 31/01/2008
3 31/12/2007
2 30/11/2007

32,078.60
24,133.76
3,105.72
(2,288.22)
(6,515.33)
(29,686.68)
(41,708.46)
(61,239.96)
(63,310.76)
(68,420.67)
(68,738.88)
(64,737.65)
(107,172.88)
(125,472.31)

32,078.60
32,078.60
24,133.76

3,105.72
(2,288.29)
(6,515.33)

(29,686.68)
(41,708.96)
(61,239.96)
(63,310.76)
(68,420.67)
(68,738.88)
(64,737.65)
(107,172.88)

41,559.38 (5,890.68)
33,397.38 (373.02)
13,905.01 (4228.79) |=
455.84 (2,649.88)
(11,590.99) (9,643.99)
(13,160.58) (7,130.09)
(29,985.99) (3,335.57)
(45,123.98) (3,415.52)
(65,860.54) (4,620.58)
(€8,787.82) (5,831.27)
(71,374.50) (3,174.12)
(68,689.52) (1,005.84)
(68,779.23) (4,041.58)
(109,759.20) (2,586.32) _

+

The Bank Recondiliation function is used to match transaction:

l i i statement.
End of Period [EVEE T EE= IR =TS
MYOB EXO TRAINING 17 Dec 12

15 in the General Ledger Bank account to transactions that appear on the company’s bank

MYOB Accountants Assistant

The EXO Accountant’s Assistant interface is divided into the following sections:

Business Checklists

This section displays a set of dashboard widgets containing checklists for important
accounting processes.

Financial Review

This section contains a standard package of financial reports that show key metrics for
business owners and external advisors.

Systems Integrity

This section displays a set of checks against the EXO Business database and ledgers to
ensure that the system is balanced and healthy.

Copyright 2012 MYOB Technology Pty Ltd



Unit 1—Introduction

NOTE

An “Overview for External Advisors” White Paper can be accessed from the EXO
Accountant’s Assistant Help menu. This document provides an overview of key areas of
the EXO Business system for accountants and externals advisors to familiarise themselves
with the basic concepts and functions in EXO Business.

Global Financial Period Setting

The EXO Accountant’s Assistant includes a Financial Period dropdown list at the top of the
interface:

! File Utilities Setup Help

Financial Period: 0. February 2011 - |
A -
‘ = % [ A |
Financial Period

This is a global setting that specifies the period to be used by all Dashboard widgets.

Widgets set up to use this setting will automatically refresh when the Financial Period is
changed.

NOTE

To use the Financial period in a Grid or Pivot widget, the SQL statement used by the widget
must contain the relevant parameter: @ CURRENT_GLPERIODSEQNO (General Ledger),
@CURRENT_CRPERIODSEQNO (Creditors Ledger), @CURRENT_DRPERIODSEQNO
(Debtors Ledger), @CURRENT_STKPERIODSEQNO (Stock Ledger). This can be entered from
the Parameter list dropdown list on the widget’s SQL tab.

NOTE

To use the Financial period in a Clarity widget, the Clarity report displayed by the widget
must have a runtime parameter with one of the following names:
CURRENT_GLPERIODSEQNO (General Ledger), CURRENT_CRPERIODSEQNO (Creditors

Ledger), CURRENT_DRPERIODSEQNO (Debtors Ledger), CURRENT_STKPERIODSEQNO
(Stock Ledger).

© Copyright 2012 MYOB Technology Pty Ltd
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Licensing

The EXO Accountant’s Assistant module can be run by a single user without the need for
an additional licence. Licences must be purchased to allow more than one user to access
it.

The following restrictions apply when accessing the EXO Business system from the EXO
Accountant’s Assistant:

e Full access is available to key functions relating to the General Ledger.

e Restricted access to the Debtors and Creditors screens is available. Basic details of
Debtor and Creditor accounts can be edited but no transactions can be generated for
them.

e Read-only access to Stock item records is available.

© Copyright 2012 MYOB Technology Pty Ltd



Unit 1—Introduction

Checklist Widgets

The checklist widget displays a structured list of items to be checked off as part of a
process. List items can be a simple note to perform a task, or they can link to an EXO
Business menu procedure.

End of Period
= ¢ Debtor Ledger Checklist

© Complete All Transactions

© Debtor Aged Balances

O Debtor Data Verification

O Print Debtor Statements
= @ Creditor Ledger Checklist

© Complete All Transactions

© Creditor Aged Balances

O Creditor Data Verification
= @ Stock Ledger Checklist

© Complete All Transactions

O Stock Valuation

Complete these tasks to close the
Debtor's ledger for the financial period.

© Stock Data Verification For more information on EXO Business, .

=l © General Ledger Checklist open the 'EXO Overview for External J EXO
© Complete All Transactions Advisors' whitepaper found under the BUSINESS
O Reconcile Bank Accounts Help menu. ENTERPRISE T

© Nominate Closing Rates
© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance
= @ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

O e I

Checklist Widget

Buttons are available at the bottom of the checklist tree. Selecting a node on the tree and
clicking these buttons changes the node’s icon to indicate its status:

it - Not Started
%' - In Progress
< - Completed
2/ - Requires Review

NOTE

There are no options for the Requires Review status; however, it can be set by a stored
procedure attached to the node. Refer to ‘Creating Checklist Widgets’ on page 6 for more
information.

TIP
NV Node statuses can also be changed by right-clicking on a node. When right-clicking on a parent node,
= < options to set the statuses of all child nodes are available.
- g A

© Copyright 2012 MYOB Technology Pty Ltd
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NOTE

Checklist widgets are currently available only in the EXO Accountant’s Assistant module,
where they provide configurable checklists of accounting functions.

Creating Checklist Widgets
NOTE

Contact your MYOB Implementing Partner if you do not have access to create widgets.

To create a new widget:

1 Select Setup Widgets from the Setup menu.

NOTE

Widgets can also be set up in EXO Business Config in the Admin > Dashboards > Setup
Widgets section.

21 Setup Widgets e e ]
i File Help (5]
P47 New | Edit | [ Delete | 5] Copy Widget | [ Save As [ Load |

No: 90 Widget Name: Activity Quick Add
Widgets
Search key: Search
Widget ID Widget Name Widget Type -
achiy Qi Add T S
81 Activity Search Form Widget
65 Aged Payables Pivot Widget
66 Aged Receivables Pivot Widget
55 Australia Exchange Rates Website Web Widget
58 Bottom 10 customers by YTD margin Clarity Widget
63 Bottom 10 stock by ¥TD margin Clarity Widget
64 Bottom 10 Suppliers by ¥TD Margin Clarity Widget
151 Campaign - Invaices Grid Widget.
150 Campaign - Job Costing Grid Widget.
148 Campaign - Opportunities Grid Widget.
152 Campaign - Purchase Orders Grid Widget.
149 Campaign - Sales Orders Grid Widget.
146 Campaign Activity Grid Widget.
147 Campaign Pipeline Grid Widget.
153 Campaign ROI Grid Widget.
145 Campaign Search Form Widget
88 Company Quick Add Form Widget
84 Company Search Form Widget
87 Contact Quick Add Form Widget
85 Contact Search Form Widget
14 Creditors Aged Balance Clarity Widget
79 Creditors Aged Balance Summary Pivot Widget
80 Cumulative Sales Vs Cumulative Budget Pivot Widget
72 Customer Sales History Grid Widget.
25 Daily Sales Analysis by Branch Clarity Widget
Motopartz.co.nz

Set Up Widgets Menu

Copyright 2012 MYOB Technology Pty Ltd



Unit 1—Introduction

2 Click the button.

! File Help
o Tl

Widget Name: Aged Payables

Details

Widget Name:

Refresh Frequency:

Widget Type: Clarity Report hd

Report Settings:

Default Zoom Settings
LE () 100 Percent
[l © whole Page

2 © Page width

Create a new Widget

3 Enter a name for the widget.

4 Select the Refresh Frequency, which determines how often the data in the report is
automatically refreshed.

5 Select the EXO Business module in which this widget should be available. Choose
from:
e All
e EXO Business
e EXO Job Costing
e EXO Business Analytics
e EXO Business CRM

e EXO Accountant’s Assistant

© Copyright 2012 MYOB Technology Pty Ltd
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6 Select a Widget Type:

Clarity Report Select this type to create a widget that displays a Clarity
report.

URL Select this typ to create a widget that displays the target
of a URL, e.b. a web page or a local file.

Pivot Table Select this option to create a widget that displays data in
a pivot table.

Grid Select this option to create a widget that displays data in

a standard ExoGrid.

Check List Select this option to create a configurable check list that
allows you specify steps when they are not started, in
progress, under review or completed. Refer to
‘Configuring Checklist Widgets’ on page 9 for more
information.

Form This is not a selectable option. This is solely used for
system widgets that are hard coded.

7 Specify what information the widget should display:

Clarity Report Click on the @) button to select a report file. Once a
report is selected, this button opens a window to set
any necessary report parameters.

URL Enter the URL to display into the URL field.

Pivot Table or Grid | Enter an SQL statement to select the data to display into
the SQL field. You can also add in URL links to allow user
to have increased click through functionality.

Check List With this type of widget another tab called Checklist
Setup will appear. This allows you configure the check
list that you are going to use. This is only currently
designed to be used with Accountant’s Assistant.

8 For Clarity widgets, select the Default Zoom Settings. This determines how large the
report appears inside its frame.

9 Click Save.

© Copyright 2012 MYOB Technology Pty Ltd
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Configuring Checklist Widgets

Checklist widgets display of a structured list of steps, or "nodes". Each node is a separate
item that can be checked off the list; nodes can be a simple note to the user, or they can
link to an EXO Business menu procedure, which will open on the checklist widget display:

Tax Return

H @ Tax Return Tax Return Code |Tax Number  Basis Frequency From To Due B
+ Tax by Rate Type Report ‘
& Review Tax Returns 3 an07 12-345678  Invoice  |Quarterly 01.04.2007 30.06.2007 30.06.2007
o New BAS Tax Return Sep 07 12-345678  Invoice  |Quarterly 01.07.2007 30.09.2007 30.09.2007
Dec 07 12-345678  Inveice  |Quarterly 01.10.2007 31.12.2007 31.12.2007
Mar 08 12-345678  Invoice  |Quarterly 01.01.2008 31.03.2008 31.03.2008
Jun 08 12-345678  Invoice  |Quarterly 01.04.2008 30.06.2008 30.06.2008

n

Select and edit previous BAS Tax Return reports for Australia.
Not Started Complete

Checklist Widget Example

Buttons are available at the bottom of the checklist tree. Selecting a node on the tree and
clicking these buttons changes the node’s icon to indicate its status:
¥ - Not Started
& - In Progress
< - Completed
2/ - Requires Review
NOTE

There is no button for the Requires Review status; however, it can be set by a stored
procedure attached to the node.

Node statuses can also be changed by right-clicking on a node. When right-clicking on a
parent node, options to set the statuses of all child nodes are available.

© Copyright 2012 MYOB Technology Pty Ltd
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EXO Accountant’s Assistant

When "Checklist" is selected for the Widget Type, a Checklist Setup tab becomes available:

(21 Setup Widgets (ol ]
i File ModeActions Help (5 ]
il Save 3¢ Cancel | '] NewMNode -3 MNewSubnode [“f EditNode ] Delete Node - MoveUp < Move Down
| oz 74 Widget Name: Financial Review
I Checklist Setup
Context: GL Period -
Checklist Status Table: |CL_FINANCIAL_REVIEW
Checkist Procedures
= General Ledger Reports Filter:
PSL Report - All Branches
Accounts Systems Export o
Balance Sheet Add Existing Widget -
Trial Balance Bank Reconciiation
View Graphs BAS Tax Return
= Other Reports Creditors Account Totals Report
. B Creditors Aged Balances Report
Debtor Aged Balances Creditors Control Account
Creditor Aged Balances Creditors Invoice Search
Stock Valuation Data Verification
Debtors Account Info Screen
Export to Accountants Office Debtors Account Totals Report L
Debtors Aged Balances Report 3
Debtors Control Account
Debtors, Creditors Aucit Report
Edit BAS Tax Return
Edit NZ GST Return
End OF Period
Exchange Rate Variance Calc
External Program
General Ledger Account Screen
GL Closing Stock L
GL Trial Balance Tree
GST Report by Rate Type
Invoice Number Search
NZ GST Return
Period Statuses
Post Ledgers to GL
Quick Insert Template
Retained Eamings
Run Clarity Report
Run GL Graphs
Run GL Report Batch il
MYOB EXO TRAINING

Checklist Widget Setup

To set up a checklist widget:

1 Add nodes by clicking the New Node button. To add a node that links to an EXO
Business menu procedure, drag the procedure from the Procedures list onto the

checklist.

2 The Checklist Node Edit window is displayed. Enter the following details for the

node:

Field

Description

Procedure

If the node links to an EXO Business menu procedure,
the procedure's name is displayed here.

Caption

Enter a name for the node. This name will appear on
the checklist widget when it appears on a dashboard.

Parameters

For procedures that require extra parameters, e.g. Run
Clarity Report or Add Existing Widget, specify the
parameters here.

10
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Help Text Enter a short description for the node here, explaining
what its purpose is, or giving instructions on how to use
it. This text will appear at the bottom of the checklist
display when the button is clicked.

Note: Any text that starts with www. or http:// will be
displayed as a clickable hyperlink.

Field Name The statuses of all nodes are stored in the EXO Business

database, in the table specified by the Checklist Status
Table property on the Checklist Setup tab. The status
for this node will be stored in the field you specify here.
Once set, the field name cannot be changed.

Note: Field names must be unique - if you enter a field
name that is the same as another node's field name, it
will be prefixed with a number to make it unique, e.g.
FIELD_1. If this node is deleted, the field will be
removed from the database.

Status Validation
Stored Proc Name

The node's status is usually controlled by the buttons at
the bottom of the checklist widget; however, it is
possible to use a custom stored procedure to set the
node's status. This property specifies a stored
procedure that will be run when the checklist is loaded
or refreshed, when the node is clicked on, or when its
status is manually changed to "Complete". This
procedure must take in the parameters @CONTEXTID
and @NODESTATUS, and return a new @NODESTATUS
value, which must be one of:

-1 = Do nothing

0 = Set the node’s status to “Not Started”

1 = Set the node’s status to “In Progress”

2 = Set the node’s status to “Complete”

3 =Set the node’s status to “Requires Review”
4 = Hide the node and any sub-nodes below it

If the stored procedure name you enter here does not
already exist, a default procedure with the correct
inputs and outputs will be created when the table is
saved (checklist procedures are automatically prefixed
with "CL_").

Expanded By Default

If this option is selected, then all subnodes under this
node will be displayed by default; if not, the node will
be collapsed by default, so that its subnodes will be
hidden until the + icon next to the node is clicked.

© Copyright 2012 MYOB Technology Pty Ltd
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3 Click OK

TIP

Subnodes can be added under any node (including other subnodes). Select the parent node or
subnode, and then click New Subnode or drag a procedure from the Procedures list onto the parent
node.

Editing Nodes

Once added, nodes and subnodes can be edited by double-clicking on them or by selecting
them and clicking the Edit Node button. It is also possible to re-order nodes and subnodes
by dragging them drag them into a new position, or by using the Move Up and Move Down
buttons.

Select a node and click Delete Node or press delete to remove that node and any sub-
nodes underneath it.

Storing Checklist Node Statuses

The Checklist Status Table property on the Checklist Setup tab specifies the name of the
table in the EXO Business database that will store the individual statuses of each node in
the checklist. The table name you enter here must be unique; it will be created when the
table is saved (checklist tables are automatically prefixed with "CL_"). Once set, the table
name cannot be changed. The table contains a field for each node in the checklist - field
names for each are specified by the Field Name property on the Checklist Node Edit
window.

NOTE

If a checklist widget is deleted, a message appears asking the user if they also want to
delete the associated table as well as any associated stored procedures.

Context-Specific Checklists

Checklists appearing in the EXO Accountant's Assistant can be made context-specific to a
particular period. A context-specific checklist saves the status of all nodes separately for
each period; when a period is selected from the Financial Period dropdown on the EXO
Accountant's Assistant, the checklist updates to show the node statuses for that period.

Select an option from the Context dropdown at the top of the Checklist Setup tab:
e None
e GL Period
e Debtor Period
e Creditor Period

e Stock Period

12
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NOTE

Unit 1—Introduction

If "None" is selected, the checklist widget will not be context-specific; otherwise it will be
specific to the period for the selected ledger. When a checklist is context-specific, the table
that stores checklist node statuses contains a separate line for each period.

© Copyright 2012 MYOB Technology Pty Ltd
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

List the three sections available in EXO
Accountant’s Assistant

Use the Global Financial Period setting

Explain the licensing restrictions

Create a checklist widget

© Copyright 2012 MYOB Technology Pty Ltd
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Business Checklist

This unit will provide By the end of this unit, you will be able to:
instruction on using the
Business Checklists. P Complete an End of Period checklist

P Complete an End of Year checklist

D) Complete a Tax Return checklist

© Copyright 2012 MYOB Technology Pty Ltd
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Overview

The Business Checklists section of the EXO Accountant’s Assistant displays a set of
checklist widgets for important accounting processes.

By default, checklists for the following processes are displayed:
e End of Period
e End of Year
e Tax Return

Each checklist represents the best practices recommended by MYOB for those processes.
These checklists are all context-sensitive to the period selected from the Financial Period
control.

Click on the | InPregress . to mark an item in the checklist as “In Progress”. This indicates
that the particular step has been started, but is yet to be completed.

Click on the .Cempletz | to mark an item in the checklist as “Complete”. This indicates
that the particular step has been completed.

16
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End of Period - Debtor Ledger

The Debtor Ledger Checklist include the tasks that must be completed to close the
Debtor’s ledger for the financial period.

End of Period

© Complete All Transactions
© Debtor Aged Balances
© Debtor Data Verification
© Print Debtor Statements
= @ Creditor Ledger Checklist
© Complete All Transactions
© Creditor Aged Balances
© Creditor Data Verification
= @ Stock Ledger Checklist
© Complete All Transactions
© Stock Valuation
© Stock Data Verification
= & General Ledger Checklist
© Complete All Transactions
© Reconcile Bank Accounts
© Mominate Closing Rates
© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance
= @ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

Complete these tasks to close the Debtor's ledger for the
financial period.

For more information on EXO Business, open the 'EXQ Overview
for External Advisors' whitepaper found under the Help menu. EXO

In Progress. Complete

End of Period Widget - Debtor Ledger Checklist

Debtor Data Verification

This step allows you to check for any discrepancies on Debtors accounts, imbalances on
invoices and that the Debtors Ledger balances with the Debtors control account. Any
errors/discrepencies found should be corrected before closing off the Debtors ledger for
the financial period.

© Copyright 2012 MYOB Technology Pty Ltd
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Print Debtor Statements

1 From the Utilities menu, select Debtor Statements.

T - - ==

! File Help [5 ]

@ Print All @Cgm:inue Print All @ PrintGne 4l Mailshot |_;—:0—_, Load Branches
- - = =
Statement date: 31.05,2011 [~ @ thisPeriod () Last Period

[ Account Selection
0. CASH SALES To Account
[ Balances Indude Accounts With:
From : i} [~ zero Balances [T credit balances [ Inactive Status

To: 0 [ current activity regardless of account balance

[ Custom Filter SQL

Age salence> = ;
(@) Append Replace
e

Accho Code Mame Post_code Current 1Month  2Months 3 Months Balar =

20 ALLAUTO1 ALLPARTS AUTOMOTL... £1,199.52| 51,946.10 £0.00 £0.00 §3,145.
21 COMAUTO1 COMFORT AUTOMOTL... $406.03 | §5,297.70 £0.00 £0.00 5,703, =
13 |SUVPARDL SUVA PARTS §752.00 £0.00 £0.00 £0.00 5752

2 |ALLCARD1 ALL CAR PARTS 54,961.64 £0.00 £0.00 £0.00 54,961,

4 THECARO1 THE CAR. JUNCTION £0.00 £0.00 5489.94 £0.00

5 |DCPANOL D & C PANELBEATERS £0.00 £0.00 £0.00 $833.80

7 | JAMBARD1 JAMES BARRY $393.92| (%$328.60) (8328.61) £328.61

8 MARLAWO1 MARK LAWRENCE $1,530.00 | ($2,624.63)  $2,624.63 £0.00

9 MARPARD1 MARKET PARTS £0.00 §748.97 £0.00 £0.00

< [
Motopartz.com.au Ajfc 15, AUCKLAND CAR SERVICESLTD  Balance: $394.55

Debtor Statements Screen

2 Open the Debtor Statements screen using the path outlined above or clicking on

| mpsorsuenens | from the End of Month screen.

3 Search the Statements. Click the advanced Search options button to provide
additional searching features. You can filter using:

e Account numbers From and To
e Account balances
e Aged balances

¢ Include accounts with zero balances, credit balances, inactive status or where there
is current activities regarless of the account balance

e Custom filter SQL. For example, if you wish to exclude account group 2 from the
statement printing, you would enter accgroup <> 2 into the Custom Filter SQL field.
Use the Append option to append the custom SQL filter statement to the default
filters using an AND operation. Use the Replace option to replace the default filter
with the custom SQL filter.

Copyright 2012 MYOB Technology Pty Ltd
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4 If you change the parameters, remember to click the Search button to update the
returned details. Review the Transactions. Double-click on the relevant Debtor line
to review transactions that relate to the statement.

5 Sort the Statements. Click on the column header of the Exogrid to sort as required.
Statements will print based on this sort order.

6 Print Statements. Choose Print one (to print a single statement) or Print all

statements.

IMPORTANT

Only the current statement or the prior month’s statement can be printed. It is
recommended that Debtor Statements are printed prior to rolling the End of Period

7 Mailshot. The Mailshot button can be used to streamline the way in which debtors

invoices are sent.

! File Help

i) pause M Stop P Go

Email Mode  Default Email Client
Printer URL  Default
CLE File

CLM File

Attachments

|| Email Body as plain Text || Confirm each email on screen

4

BB

Accho  Name
AUCKLAND CAR. SERVICES LTD

COMFORT AUTOMOTIVE SERVICES PT...
SUVA PARTS

ALL CAR PARTS

THE CAR. JUNCTION

D & C PANELBEATERS

JAMES BARRY

MARK LAWRENCE

MARKET PARTS

<[

Emai
]
]
]
]
]
]
]
]
]
]

il - Print

HHHHHHHH:H

Primary Email
ROBMYERS@TIMARLCARS,CO.NZ

haweit@comfortautomotives.co.sg
PARTS@SUVAPARTS.IS.F]
spares@allcar.com.au

shelbyquinn @carjunction.co.nz
connor @hotmail. com.au
jbarry@dear.net.au

marklawrence @xtra.com.au
accounts@marketparts.com.au

jw)
=]
=
1]

Ooooooome@

Motopartz.com.au

Debtors Statements - Mailshot

e Email Mode. From the dropdown list, select how emails should be sent:

Disabled will prevent emails from being sent.

EXO SMTP will use the EXO Business SMTP server.
(Recommended for large batches of emails.)

Default Email Client will use the user’s default email

software.

© Copyright 2012 MYOB Technology Pty Ltd
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* Email body as plain Text. Select this option to restrict the text format of the email
body to plain text, rather than HTML.

e Confirm each email onscreen. Select this option to display a confirmation message
before sending each email.

NOTE

If the Confirm each email onscreen option is selected, a confirmation message will appear
after the first email is confirmed, providing an option to send the remaining emails without
confirmation.

e Printer URL. From the dropdown list, select the printer to be used for printed
statements.

e CLE File. Specify the Clarity email template to be used for emailed statements.

e CLM File. Specify the Clarity mail merge template to be used for printed statements.

NOTE

If the Print option is selected for any debtor accounts and the CLM file is either missing or
invalid, a warning message will be displayed.

Ik

e Attachments. Specify any attachments to be sent with the emails.

e From the list of debtors select whether the statement should be sent via Email or
Printed. This option will default to the settings in the Debtors Maintenance - Details
2 - Statement Delivery setting.

o Click on the Go button to start the mailshot.

Copyright 2012 MYOB Technology Pty Ltd
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End of Period - Creditor Ledger

The Creditor Ledger Checklist include the tasks that must be completed to close the
Creditor’s ledger for the financial period.

End of Period

© Complete All Transactions
© Debtor Aged Balances
© Debtor Data Verification
© Print Debtor Statements
= & Creditor Ledger Checklist
© Complete All Transactions
© Creditor Aged Balances
© Creditor Data Verification
= & Stock Ledger Checklist
© Complete All Transactions
© Stock Valuation

. (‘;’ Stac‘kLtha Vec:ﬂci‘t\;n For more information on EXO Business, open the 'EXO Overview
© General Ledger Checklh for External Advisors' whitepaper found under the Help menu. I EXO
BUSINESS

Complete these tasks to close the Debtor's ledger for the
financial period.

© Complete All Transactions
© Reconcile Bank Accounts
© Mominate Closing Rates
© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance

= ¢ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

In Progress Complete

End of Period Widget - Creditor Ledger Checklist

Creditor Data Verification

This step allows you to check for any discrepancies on Creditor accounts, imbalances on
invoices and that the Creditors Ledger balances with the Creditor control account. Any
errors/discrepencies found should be corrected before closing off the Creditor ledger for
the financial period.

© Copyright 2012 MYOB Technology Pty Ltd
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EXO Accountant’s Assistant

End of Period - Stock Ledger

The Stock Ledger Checklist include the tasks that must be completed to close the Stock

ledger for the financial period.

End of Period

© Complete All Transactions
© Debtor Aged Balances
© Debtor Data Verification
© Print Debtor Statements
= & Creditor Ledger Checklist
© Complete All Transactions
© Creditor Aged Balances
Creditor Data Verification

= & Stock Ledger Checklist
© Complete All Transactions
© Stock Valuation

0 Stock Data Verification
= & General Ledger Checklist

© Complete All Transactions
© Reconcile Bank Accounts
© Mominate Closing Rates
© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance

= ¢ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

In Progress Complete

Complete these tasks to close the Debtor's ledger for the
financial period.

For more information on EXO Business, open the 'EXO Overview
for External Advisors' whitepaper found under the Help menu.

End of Period Widget - Stock Ledger Checklist

Stock Data Verification

This step allows you to check for any discrepancies in Stock accounts, e.g. invalid stock
codes, that the total stock matches the sum of the total stock in each stock location. Any
errors/discrepencies found should be corrected before closing off the Stock ledger for the

financial period.

o G0Simess
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End of Period - General Ledger

The General Ledger Checklist include the tasks that must be completed to close the
General Ledger for the financial period.

End of Period

© Complete All Transactions
© Debtor Aged Balances
© Debtor Data Verification
© Print Debtor Statements
= & Creditor Ledger Checklist
© Complete All Transactions
© Creditor Aged Balances
© Creditor Data Verification
= & Stock Ledger Checklist
© Complete All Transactions
© Stock Valuation
o Stock Data Verification
= & General Ledger Checklist
© Complete All Transactions

Complete these tasks to close the Debtor's ledger for the
financial period.

For more information on EXO Business, open the 'EXO Overview
for External Advisors' whitepaper found under the Help menu. I EXO
BUSINESS

© Reconcile Bank Accounts
© Mominate Closing Rates
© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance

= ¢ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

In Progress Complete

End of Period Widget - General Ledger Checklist

Reconcile Bank Accounts

The bank reconciliation function in EXO Business has been designed so that accounting
staff can manage the company bank accounts.

While most of EXO Business is a period based system, by its nature the bank reconciliation
function is date based. It can be carried out at any time before or after the end of period
procedures.

The reconciliation can also be carried out at whatever regular interval suits your business
requirements (ie weekly, fortnightly, monthly). Generally the higher the number of
transactions in your business, the more frequently the reconciliation should be carried out
in order to highlight any issues. A separate reconciliation needs to be undertaken for each
bank account that you operate.

Bank reconciliation can be run using either of the two following methods:
1 Manual. For working from a hard copy, or printed, version of your bank statement.

2 Electronic. For working from a .CSV (Comma Separated Values) file provided by your
bank.

© Copyright 2012 MYOB Technology Pty Ltd
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Either of these methods will essentially go through the process of matching unreconciled
transactions from the selected GL bank account (payments, receipts, banking batches, etc)
with entries that appear on the statement provided by your bank. You will be able to add
extra transactions for bank fees and process any automatic payments (direct debits)
received.

NOTE

You can use the reconciliation process on any of the General Ledger accounts.
Reconciliations can be carried out on multiple GL accounts concurrently.

Once all items from the bank have been matched with those in the GL bank account, any
remaining unreconciled transactions in the GL Bank Account should represent the
difference between the balance of the GL bank account and the bank’s closing balance.

You can run either or both methods of reconciliation for the one bank account (e.g.
manual or electronic).

Review existing Bank Reconciliations

Utilities > Bank Reconciliation

Open the Bank Reconciliation Utility . This starts the Finance module and opens the
reconciliation utility.

1 Choose the bank account you wish to review from the GL bank account drop down
list.

2 Search previous reconciliations. Click Search to show a list of previous
reconciliations (these will appear automatically if the Auto Load option is selected).
Previous reconciliations can be edited if your profile allows.

ile Setup Tools Reports Help

£ 4 New. | 5 Edit Reconcilliation Save X Cancel

GL bank account: 04000-00. CLURRENT BANK ACCOUNT Reconcilation no: 13

6L bank account: | | | Seach Include Not Reconcilable (7] Autoload

GL Bank Account Rec No Date Opening Bank Stmt  Closing Bank Stmt Balance per GL Unpresented Payments Unpressnted Depo... +
04000-00. CURRENT SANK ACCOUNT
04000-00. CURRENT BANK ACCOUNT 12 10.06.2011 57,061.95 57,067.80 52,543.31 (23,074.09) 18,543.55
04000-00. CURRENT BANK ACCOUNT 11 10.06.2011 (183,044.28) (178,525.59) 52,543.31 (23,074.09) 18,555.40
04000-00. CURRENT BANK ACCOUNT 10 09.06.2011 (74,049.14) (89,291.01) (61,456.56) (21,251.09) 49,085.54 | =
04000-00. CURRENT BANK ACCOUNT 9 09.06.2011 (77,153.07) (74,042.19) (61,456.56) (67,894.70) 80,487.28
04000-00. CURRENT BANK ACCOUNT 5 09.06.2011 (58,562.67) (51,732.01) (61,456.56) (89,022.55) 86,128.65
04000-00. CURRENT BANK ACCOUNT 7 09.06.2011 (42,353.44) (58,562.67) (61,456.56) (89,022.55) 86,128.65
04000-00. CURRENT BANK ACCOUNT 6 09.06.2011 (40,763.41) (42,353.49) (61,456.56) (139,589.31) 120,486.19|
04000-00. CURRENT BANK ACCOUNT 5 09.06.2011 (34,376.69) (40,763.41) (61,456.56) (159,230.44) 138,537.29
04000-00. CURRENT BANK ACCOUNT 4 09.06.2011 3,401.76 (34,375.69) (61,456.56) (175,926.24) 148,846.37
04000-00. CURRENT BANK ACCOUNT 3 09.06.2011 (2,850.32) 3,401.76 (61,456.56) (237,215.95) 172,357.53
04000-00. CURRENT BANK ACCOUNT 2 09.06.2011 42,612.95 (2,850.32) (61,456.56) (251,016.75) 192,410.51
04000-00. CURRENT BANK ACCOUNT 1/09.06.2011 0.00 42,612.95 (61,456.56) (303,615.09) 199,545.53

Motopatz.com.au

Bank reconcilation search screen

3 Review and/or edit previous bank reconciliation as required.

Copyright 2012 MYOB Technology Pty Ltd
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If you are not planning to edit or review an existing reconciliation, you can start a new

reconciliation. The steps to complete a reconciliation are as follows:

1 Start a new reconciliation

Reconcile transactions

Add or remove transactions as required

2
3
4 Check the bank reconciliation
5 Print reconciliation report

6

Save the reconciliation

i) Start a new reconciliation:

1 Open Bank Reconciliation search screen via the path Utilities > Bank Reconciliation.

2 Start a new reconciliation by clicking New on the menu bar of the bank

reconciliation search screen.

GL bank account:

Enter new recondliation number:

Select unrecondled GL transactions

up to and induding:

Date of dosing bank statement:

Recondliation type: @) Manual

New Bank Reconciliation

3 Enter the reconciliation details as follows:

04000-00. CURRENT BANK ACCOUNT

e GL Bank Account (should default to the bank account chosen previously).

e Reconciliation Number - the system will provide this number as an increment from
the last reconciliation number used. It can be changed (for example to the bank
statement number) but cannot be the same as a number that has been used

previously on this GL bank account.

e Select unreconciled transactions up to and including. Enter the reconciliation date.
For example: If, on the 11th March, you want to run a reconciliation for 4th March
2011, key in the reconciliation date 4/03/2011 (or select from the popup calendar).
The system will obtain the GL balance at 4th March and present unreconciled
transactions up to and including 4th March ready for reconciliation.

© Copyright 2012 MYOB Technology Pty Ltd
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e Date of closing bank statement: this is held for information purposes, to easily
identify which statement file is being reconciled (for example, you may want to
conduct two fortnightly reconciliations from the one monthly bank statement).

e Reconciliation type. In this example it is manual.

e Click OKto enter the setup information and the bank reconciliation details screen will
appear.

ii) Reconcile transactions:

i File Setup Tools Reports Help

iy New | EditReconcilliation [ Save X Cancel |[El Reconcile 43 Search I Find Match  [F] Calculate Selected  ITF Auto Match

Mode: NEW

GL bank account: 04000-00. CLURRENT BANK ACCOUNT Reconcilation no: 17

Details

GL Balance as at 30.06.11: 59,681.01 Bank Statement Opening Balance: 41,553.38
Reconciiation Type: Manual Bank Statement Closing Balance (at 30.06.11): B7 57872
Locked B
iled GL T i as at 30.06.11 T i ing on the Bank Statement
Seqno Date Chequeno  Details Amount Sel ~ | Line no Date Chequeno  Details Amount Sel | 4
10417 |03.02.2011 | 78654 JOHN THOMPSON (151.00) | ™ 102.02.2011 44 BRANCH 0 12,475.03 ™
10439 |28.02.2011 6. MERCURY ENERGY (843.00) | 202.02.2011 45 BRANCH 0 14,542.60 [
r T ]

n
m

[7.897.71) Taotal: 26,019.34
Selected:

Total
Selected

MY0B EXD BUSINESS - MODULE 2 ExaM

Bank Reconciliation Details

The left hand side of the reconciliation screen shows a list of the unreconciled
transactions from the GL Bank Account. The right side of the screen shows transactions

that appear on the bank statement.

NOTE

When using manual reconciliation, the transactions move from left to right when
reconciled (e.g. we clear the left side). For CSV reconciliations the right side of the panel

will be cleared.

1 Check the Bank Reconciliation header information. Most of these are set by the
system and cannot be changed.

e GL Balance as at dd.mm.yy - Shows the GL balance at the date specified for the bank
reconciliation.

e Reconciliation Type. Set to manual when starting the reconciliation. If you wish to
change it, cancel out of this reconciliation and start again.

Copyright 2012 MYOB Technology Pty Ltd
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Locked: The reconciliation can be edited until the checkbox is ticked. When a bank
reconciliation is complete we recommend that you “lock” it via this checkbox.

Bank Statement Opening Balance: this is set to the closing balance from the previous
reconciliation and cannot be changed unless it is the first reconciliation for this
particular GL account.

Bank Statement Closing Balance (at dd.mm.yy): is the opening balance plus all
transactions that appear on the bank statement (i.e. those on the right hand side of
the screen). Again this cannot be changed.

Reconcile transactions as required. To mark transactions as reconciled (ie to move
to the right hand side of the reconciliation screen) either:

Double-click on the item, or

CTRL+Click multiple items and then click the button on the toolbar.Press the
Spacebar with the relevant transaction highlighted.

Unreconcile a transaction by Double-clicking on the item on the right side screen to
move it back to the unreconciled (left side) screen.

Reconciliation Tools

There are some useful tools available to assist in running your bank reconciliation.

1

2
3
4
5

Search. To find transactions by cheque number or an amount .

Calculate Selected: to sum a series of selected transactions.

View Banking Batch: to view the batch a transaction belongs to (right click).
Exogrid. To reorganise how information is viewed in the grid.

Arrow Keys. To reorder transactions in the grid.

Search tool

Use the search function to assist in finding transactions from either side of the
reconciliation.

1

Click the Search button on the toolbar. The search panel will appear above the
reconciliation lists.

i File Setup Tools Reports Help

iy New | EditReconcilliation [ Save X cancel |l Reconcile

GL bank account: 04000-00. CLURRENT BANK ACCOUNT Recondilation ne: 17

Details

GL Balance as at 30.06.11: 59.681.01 Bank Statement Opening Balance: 41.559.38

Recondliation Type: Manual Bank Statement Closing Balance (at 30.06.11): 67578.72

Locked ]
Chenue N Amount o Dietaik

Search Panel

© Copyright 2012 MYOB Technology Pty Ltd
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2 Enter the search criteria and click Find.
e Cheque Number must be an exact match

e Amount is an absolute value (ie 100.00 will find either Positive or negative that
amount).

e +/-provides the variance, so 100.00 +/- .50 will return values between 99.50 and
100.50, as well as -99.50 and -100.50 (ie debits or credits).

e Details. Enter text to return any entries that contain the text specified here.

3 Transactions that match all of the search criteria will be highlighted in red and the
total number of transactions found will be shown at the top of each column.

4 Hide the search panel by clicking on the Hide button when you have finished
searching.

Calculate Selected Tool (F5)

The Calculate Selected function is useful for fast calculation of a series of transactions on
either side of the reconciliation screen. This function may be useful if you have a series of
receipts entered individually that have not been batched.

e Setup Tools Reports Help
New. | 7 EditR; aton  [pf Save 3 Cancel | =3 Reconcile 44 Search I F
| GL bank account: 04000-00, CURRENT BANK ACCOUNT Reconcilation no: 17 Mode: NEW |
Details
Gl Balance as at 30.06.11: 59.681.01 Bank Statement Opening Balance: 41.559.38
Reconciliation Type: Manual Bank Statement Closing Balance (at 30.06.11): 67 578.72
Locked B
Chenue N Amount o Dietaik
Unr iled GL T i as at 30.06.11 Ti i ing on the Bank Statement
Seqno Date Chequeno  Details Amount Sel ~ | Line no Date Chequeno  Details Amount Sel | 4
417 " L0201t 44 247503
10402 |05.02.2009 Creditor Pymnt -4, FWP ... (5,893.71) [ r
Total (7.897.71) Totak 2601934
Selected 1.004.00) Selected: 0.00
MYDB EX0 BUSINESS - MODULE 2 ExaM
Calculate Selected

1 Select the transactions you wish to add by CTRL+Click. A tick will appear in the Sel
column.

2 Calculate the sum of the transactions by clicking on calculate Selected in the menu
bar.

3 View the total at the bottom of each screen as shown above.

4 Unselect the transactions by clicking on any other transaction.

28
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View Banking Batch

If the transaction you are reviewing on the reconciliation screen is part of a banking batch,
right click on the transaction to view the banking batch it is part of.

Exogrid
The bank reconciliation screens are an Exogrid, and so can be sorted, columns removed or
resized as appropriate.

Arrow Keys

As each item is reconciled, it is placed on the right hand side list in the order that it is
reconciled. You may find it easier to move through the reconciliation with items placed in
the order they appear on the bank statement. The up and down arrow keys located above
the Bank Statement transactions list enable you to move transactions in the bank
statement to a different Position on the list.

1 Click to select the transaction you wish to move.

2 Click on the up or down arrow until the transaction is in the desired Position on the
list.

iii) Add or remove transations:

Add Items to the Bank Reconciliation

The integrated cashbook feature of EXO Business is available from the Bank Reconciliation
screen. It enables you to add transactions relating to bank fees, interest, foreign exchange
accounts and other cash transactions which haven’t been processed by debtors or
creditors.

1 Make a new cashbook entry. Select Tools > Make Cashbook Entry. The system will
save any reconciliation information entered to date and take you to the Cashbook
Entry screen.

2 Enter a new transaction by clicking new.

Most commonly your cashbook entry during processing of a bank reconciliation will either
be X for Expense (bank fees), or | for Income (interest income).

Remove Items from the Bank Reconciliation

When two or more items in the list of unreconciled GL transactions balance each other
out (ie, net to zero) they can be removed from the list of unreconciled GL transactions.
This is useful when transactions have not appeared on the bank statement, even though
they have gone through the GL bank account. For example, a payment received via credit
card which did not go through correctly to the bank.

1 Select the transactions by Ctrl-clicking on each row. The transactions should be
highlighted with the checkboxes ticked (for example, the original payment as well as
the negative payment entry to reflect the fact that it did not go through to the
bank).

© Copyright 2012 MYOB Technology Pty Ltd

29



EXO Accountant’s Assistant EXO Accountant’s Assistant

2 Select Tools > Remove From General Ledger. The transactions will be removed from
the left hand side and flagged as “‘reconciled”. They will not appear on the right
hand side “Transactions appearing on the Bank Statement”.

Remember, the transactions must net to zero. If they do not, the system will not allow the
entry and will return a message “This function reconciles items on the same side of the
ledger. Amounts must total zero to reconcile.”

iv) Check the Bank Reconciliation

Tools > Check Reconciliation
When all reconciled transactions have been moved over to the “Items appearing on the
Bank Statement” column, you need to check that the current reconciliation balances.

1 From the Bank Reconciliation screen, go to Tools > Check Reconciliation.

Balance per GL 59,681.01

Unreconciled GL Transactions 0.00

59,681.01

Closing Balance per Bank Statement 59,681.01

Difference 0.00

Check Reconciliation screen

2 Click OK to continue. If the reconciliation difference is zero, it balances and you can
print the full bank reconciliation report. If not, you will need to check through the
bank rec again to see why it doesn’t balance. Refer to ‘Common issues with Bank
Reconciliations:’ on page 31 for some techniques to address an unbalanced
reconciliation.

v) Create the Bank Reconciliation Report

Reports > Bank Reconciliation Details

Once the reconciliation is balanced, you should run and print the Bank Reconciliation
Report.

1 From the Bank Reconciliation screen select Reports > Bank Reconciliation Details.
2 The system will produce the bank reconciliation Details report.

3 Print the report using the Print button on the toolbar, or
4

Save the report by using File > Save As. If you save it in a .CSV format, the data can
be taken into a spreadsheet program for analysis.
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vi) Save the Bank Reconciliation

Once your reconciliation balances and has been reported on, you should save the
reconciliation. You can also save a partly completed reconciliation to work on at another
time if required.

1 Save the reconciliation by clicking Save in the toolbar or File > Save.

If you do not want to save the reconciliation, click cancel to go back to the
search/summary screen.

Common issues with Bank Reconciliations:

Bank Reconciliation doesn’t Balance

There are many reasons why a bank reconciliation may not balance. Listed below are
some steps to follow if your reconciliation doesn’t balance.

1 Check that each transaction appearing on the bank statement has a matching item
reconciled across from the GL on the right hand side of your reconciliation screen. (It
may help at this point to use the arrow keys to organise the transactions in order on
the right hand column as outlined in Reconciliation Tools earlier in this section.)

2 Check each transaction amount matches that on the bank statement (e.g. a
transposition error - $125.52 may be represented as $125.25).

3 Check that bank fees, interest, etc have been added.
Once you have gone through these steps you may need to use the following suggestions

to address any other discrepancies.

Can’t find transaction in the GL list

1 Check the transaction date is within the range of the current bank reconciliation.

2 Check that the transaction has been Posted to the GL via Post Creditors to GL, Post
Debtors to GL.

3 Check that the payment/receipt has been allocated to a purchase/sale.
Can’t Find Debtors Banking Batch in the GL
If a banking batch appears in the bank statement but not in the GL list:

1 Check that the batch has been Posted to the GL.

Transactions > Debtors Receipts > Debtors Banking Batches

Search for the banking batch (ie use date range, check the Branch, etc and click
Search). If the GL column = N, then the batch has not been Posted to the GL.

Open the batch and click the Post to GL button in the toolbar.
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e Check the date on which the batch was Posted to the GL to ensure it is prior to the
bank reconciliation date.

Banking Batch does not match Bank

1 Review the original accounts to check that the amounts have been entered
correctly. You will need to check that each individual entry in the batch matches its
corresponding remittance.

2 As alast resort, obtain a copy of the image from the bank to determine error.

3 To correct any data error, go to the Transactions > Debtors Receipts > Debtor
Receipt to enter a Positive or negative payment adjustment.

Creditor Payment does not match Bank

1 Review the original accounts to check that the amounts have been entered
correctly.

2 If a payment has been entered incorrectly reverse and re enter payment.

3 If a Creditors adjustment is required, go to Transactions > Creditors Adjustments to
enter an adjustment against the creditor using the appropriate predefined
adjustment type (e.g Correction).

IMPORTANT

' A Creditors or debtors adjustment should be a rare transaction not a common transaction.

Dishonoured Payments

If a payment has been dishonoured by the bank, then you can use one of the previously
mentioned payment reversal methods to correctly reflect this change.
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Nominate Closing Rates

e QOpenthe currency. Double-click on the relevant currency in the table and update the

purchase rate and sell rate as appropriate.

Unit 2—Business Checklist

|21/ Setup Currencies EI
i File Mavigate Help 5 ]
P New | Edit |l Save X Cancel | 4 b K ]
Details |
Currency No: 3 Country: UNITED KINGDOM
Currency Code: GEP Buy Rate: 0.64
Currency Symbol: £ Sell Rate: 0.64
%% Change Alert: 5%
Rate Changes:
Transdate Mew Buy Rate Mew Sell Rate DR Period CR. Period Stock Period GL Period -
18/03/2015 2:22:12 PM | |
7/09/2014 9:51:12 AM 0.41 0.41 July 2012 July 2012 July 2012 July 2012 |=.
7/02/2013 5:19:43 PM 0.41 0.41 July 2012 July 2012 July 2012 July 2012 | ‘
17/12/2012 11:19:35 AM 0.41 0.41 August 2012 August 2012 August 2012 August 2012 i_
29102012 12:58:41PM 0.64 0.64 October 2012 October 2012 October 2012 October 2012

Motopartz.com.au

item to edit.

Enter the currency details and exchange rates for a multi currency system. Select a currency and dick the Edit button, or double dick the

Currencies Table

Save updates. Click Save and open any other currencies for updating as required.

Post Forex Variances

1 Select the periods or dates to source the transactions from, using the Source Ledger

Period / Date Range control. The four options available are:

e All unposted - All unposted transactions

e Prior to Current Period - Everything except the current financial period.

¢ Selected Period Range - Selecting this option lets you choose a From and To period

to determine the source range.

¢ Selected Date Range - Selecting this option lets you choose From and To dates to

determine the date range

2 Choose the Destination GL Periods for your Realised, Current and Unrealised Foreign
Exchange Variances, this can be the source ledger period or it can be a custom GL

period
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NOTE

.......

Qo000

EXO Accountant’s Assistant

Check for Unallocated Payments. Click on the Unallocated Payments Report on the
menu bar. Since the allocation of payments is critical in running an accurate variance
report, any unallocated payments should be addressed.

Print the unallocated Payments report.

Allocate any Unallocated Payments: using the appropriate allocation tools in the
debtor/creditor accounts.

Re-run the unallocated payments report until all outstanding payments are allocated.

Posting foreign exchange variances to the current period (0), the previous revaluation is
reversed before a new auto-reversing journal takes place. When posting to a previous
period (age 1), the existing valuations in age 1 are reversed and the new ones are entered
for the period. These then auto-reverse themselves out in the next period, i.e. age 0. In
addition to this any existing foreign exchange auto-reversals in age 0 are reversed out as
well..

6

NOTE

.......

Qo000

Use the Recalculate option to refresh the Foreign Exchange Variance Calculator.
Print the following Foreign Exchange reports::

Creditors Gains/Losses Report

Debtors Gains/Losses Report

GL Accounts Gains/Losses Report

Detailed Report

Summary Report

Post to GL. Click post to GL to post the variance transactions to the General Ledger.

It is not possible to re-allocate a fully allocated foreign account transaction that has been
part of a foreign exchange varience. Attempting to do so prompts the message “Cannot
reallocate a fully allocated transaction that has been a part of Realised Forex Variance”.

Post Sub-ledgers to GL

The sub-ledgers in EXO Business can be posted to the GL separately, or all sub-ledgers
(debtors, creditors and stock) can be posted together.

When ledgers are posted separately it is easier to review batches later on.

1 Ensure that the Debtors, Creditors or Stock ledgers are ticked.

34
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2 Tick Exclude debtors payments if you do not want to post debtor payments. If
debtor payments are posted then they can no longer be batched to facilitate the
bank reconciliation.

3 Enter posting details, including your initials and a description:

NOTE

Qoooooooonoon,

If you wish to post subledgers separately, tick only the ledger you wish to post at this time
(e.g. Creditors only). The Debtor and Creditor subledgers offers further segregation. These
options are controlled by user level profile settings . You will need to remember to post
the other ledgers prior to rolling.

e Source Ledger Period. Debtor period that the transactions are being extracted from:
and to:

e Destination GL Period: GL period to post to.
NOTE

To ensure that the ledger periods match leave the Destination GL Period as Source Ledger
Period. This ensures that extractions from Period (X) are also posted to Period (X). If there
is more than one source ledger period in the one extraction (ie aLL unposted), then there
will also be multiple Destination GL Periods (unless you have specified a Custom GL
Period).

4 Extract transactions. Click on View Unposted TRX to view any unposted debtor
transactions from the specifed period without posting. Choose a particular period if
required and then drill down on a transaction to view further detail.

5 Generate a preview of the post run by clicking on the button Preview GL Post Run.
This will summarise and give you an opportunity to view the transactions without
posting to the GL.

6 Generate a post run by clicking on the New GL Post Run button. This will create a
suspended journal batch and mark the extracted transactions as posted, however it
will not actually post them yet. A separate batch will also be created for each ledger
and period, e.g. if you are posting the Debtors and Creditors ledgers for October and
September, four batches will be created (Debtors - October, Debtors - September,
Creditors - October, Creditors - September).
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7 The proposed batch can then be printed or edited. Right click on the Postrun name
(Gl postrun #xx for GL period October 2012) to print or edit as follows:

I ”
|20 Post Ledgers to GL =0 EcR =
e

 File Utilities Help

- 3 Reload GLPostRun (3 Brint - b Process GL Post Run

§ 4% Sctup GL Control @ Setup Currencies ¥ Data Verification  o* Period Statuses 3 View Unposted Trx
GL Post Run Selection Criteria
Details for New GL Post Run

Jem}
=1 [7] Debtor (Invoices and Adjustments, Cost of Sales, FX Gains/Losses) Source Letigers Period f Date Range
Invoices and Adjustments Alinposted =
[ Receipts
Cost of Sales Destination GL Period
[¥] FX Gains/Losses G S
 [7] Creditor (Invoices and Adjustments, Receipts, Stock Variances, FX Gains/Losses)
Siede Set Defaults [¥] Generate and Process GL Post Run
| Deseription : Date Stamp: Initials: |
0p012 @ [ Preview GL Post Run ] [ New GL Post Run ]
GL Post Run # 6
EEansTmS——————————
Batch Description Status GL Period Posted to GL Debit Credit
6 GLPOSTRUN #6 for GL Period October 2012: CREDITOR Imbalance exists of 5 Print Batch tober 2012 Mo 6030.42 6030.43 H
Edit Batch Description
Validate Batch General Ledger Period i
GL Post Run Batch: 5 iption : ; | October 24§ R
everse Batch Fix Imbalance
GL Period : October 2012
Ledger Account Name Debits Credits *
00-01000-01  ELECTRICAL £107.46 |—|
000100002  ENGINE $239.04
00-01000-03  OTHER MECHANICAL PARTS $417.82
$218.04

00-01000-04  ACCESSORIES

Jopouzona

Editing the GL Post Run batch

e Description allows you to edit the postrun description

e General ledger period allows you to change the period to which the transactions are
posting.

e Fix imbalance. If the postrun is out of balance by a small amount (under a
predetermined threshold) Fix imbalance will generate a rounding transaction. If the
imbalance is larger than than the predetermined amount you will require a
supervisor’s password.

8 Once the batch is balanced and you are satisfied that the data is correct you can click
the Process GL post run icon in the toolbar to commit the suspended journal batch

to the GL.

General Ledger Data Verfication

This step allows you to check for any discrepancies on GL accounts, that the GL account
balances matches the transactional data. Any errors/discrepencies found should be
corrected before closing off the General Ledger for the financial period.
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Ledger Reconciliation

The Ledger Reconciliation provides an overview of the status of each ledger:

Ledger Recondliation X

Refresh J

$33,575 -51 $33,576

DEBTORS CONTROL VARIANCE DEBTORS LEDGER
Tolerance: 5§

$202,018 . $202,018

CREDITORS CONTROL VARLANCE CREDITORS LEDGER
Tolerance: 55

$252,052 $20 $252,032

STOCK CONTROL VARIANCE STOCK LEDGER
Tolerance: §§

Last Caledated: 25.10.2012 3:05:53PM

Ledger Reconciliation

Sub-ledgers that are green are in balance with the related control account; red sub-
ledgers are not. The status of each sub-ledger is determined using the reconciliation
reports (GL Payables Reconciliation, GL Receivables Reconciliation and Inventory Value
Reconciliation).

Each area of the report can be clicked on to drill to more information:

e Clicking on a total for a control account opens the General Ledger Account Details
window, displaying the relevant control account (Stock, Debtors or Creditors).

e C(Clicking on the variance amount for a sub-ledger icon and the General Ledger icon
opens the relevant Reconciliation Exceptions report.

e C(Clicking on the total for a sub-ledger opens the relevant Reconciliation report.

Check Trial Balance

The GL Trial Balance Tree is useful in creating a dynamic trial balance report, but it can
also be used to review transactions, primarily by account and period range.

Once the trial balance tree is opened, click on the required account to open the
transactions window for that account. You can then view the transaction details for each
branch if required.
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The Trial Balance Tree can also be useful for conducting a check of GST collected and paid
to quickly determine the amount payable.

1 Click on Current Liabilites and then to view all the liability accounts.

2 Click on the GST Collected or GST Paid account and then click the icon

if you need further detail.

i File Utlities

Pgaprint | 7] Load | Expand All

% Collapse All | [%F View Transactions

F— =

@

View Range

@ Trial Balance
(©) Profit &Loss Afcs © YD at:

() Balance Sheet Ajcs

() Age from: |0. February

@) Use account balances

0. February 2011

2011 0. February 2011

[ Use account group report codes

Use sub accounts

<All Branches>

(all)

Account name
1. Sales
2. Cost of Sales
3. Overhead Costs
4. Current Assets
5. Current Liabilities
4500. GST COLLECTED
4550. GST PAID
5500. CREDITORS CONTROL
5550. STOCK CLEARING
5560. OM COST CLEARING ACCOUNT
5600. CREDIT CARD CLEARING ACCOUNT
9398. JOURNAL ADJUSTMENTS
9999. SUSPENSE
# 6. Fixed Assets
# 7. Term Liabilities
# 8. Shareholder Equity

T

MYOB EXO BUSINESS - MODULE 2 EXAM

Group total

0.00
(836,451.25)

0.00
1,360,936.60
(360,249.09)

0.00
0.00
(164,236.26)

Accountdr Accountcr
38,327.51
49,140.61
349,462.64
3,090.96
5,504.84
0.00
19,185.67
0.00
BALANCED

Trial Balance Tree - Liabilities including GST Collected and GST Paid

3 Click to collapse the subaccounts and view only the main accounts.
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End of Period - Close-off

Print Financial Reports

From the Financial Review tab, select and print the necessary reports for end of period
financial reporting.

Refer to Unit 3, ‘Financial Review’, on page 59 for more information.

End of Period

The period must be rolled so that transactions can be entered for the new period. Many
organisations use a calendar month as a period, so the End of Period tends to be run at
the end of each calendar month. If you have any queries about when to run End of Period,
check with your accountant or implementation partner.

The End of Period, or roll-over, procedure ages the transactions (ie sets current period
transactions (period 0) to previous period (period 1), ages the Debtor and Creditor
balances and resets various cumulative month to date totals to zero.

Once the roll is completed, transactions can be entered for the new current period.

Separate Rolling of Ledgers

While we recommend that the four ledgers are rolled simultaneously, in certain

circumstances it may be appropriate to roll the ledgers separately. For example, in a real-
time retail environment the Debtors and Stock ledgers must be rolled before opening of
business on the first of the month. However you may also want to spend additional time
finalising transactions in the Creditors and General Ledgers prior to rolling these ledgers.

If ledgers are rolled at separate times they will be “out of sync”” with each other and extra
care needs to be taken when processing and posting transactions. If you are not confident
that you can manage disparate periods, the best practice is to roll all your ledgers at the

same time and age any creditors and general ledger transactions back to the prior period.

IMPORTANT

Debtors and Stock Ledgers must be rolled at the same time. Creditors and General Ledger
are generally rolled together.

®
To roll end of period

1 Open the End of Period utility (utilities > End of Period)
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2 Select the ledgers to roll (it is advisable to roll all ledgers together, however you may
choose to roll them separately if required). At the very least, stock and debtors
ledgers must be rolled at the same time.

End of Period 2
© Complete All Transactions | Einancial Year | Roll Peried | @
© Stock Valuation
© Stock Data Verification Ledger Currentperiod  Calendar year New period Calendar year -

= & General Ledger Checklist Roll debtors
© Complete All Transactions Roll creditors | Creditors Ledger February 2011
© Reconcile Bank Accounts Roll stock Stock Ledger February 2011
© Nominate Closing Rates Roll 6L General Ledger February 011 -

© Post Forex Variances
© Post Sub-ledgers to GL
© General Ledger Data Verification
© Ledger Reconciliation
O Check Trial Balance
= ¢ End of Period
© Print Financial Reports
© End Of Period
© Lock Ledger Periods

End of finandial year Take Business Analytics Snapshot

EXO Business licensing: 17 days remaining

In Progress Complete

Roll end of Period

3 Click OK to roll End of Period.

End of Period Outcomes
During the process, the system will:

e Take a snapshot of the data for use in EXO Business Analytics.
e Set period totals.

e Set month totals.

e Copy aged balances to last period balances.

e Set aged balances.

* Increment the transaction age.

e Increment the allocation age.

e Update the allocation statuses.

e Age the period status.

¢ Roll the period status.

e Re-values the unrealised gains/losses for the month and sets the closing rates.

Once this has been completed successfully you will be ready to commence entering
transactions into the new current period.
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Lock Ledger Periods

This section displays the statuses of all accounting periods, showing whether they are
currently locked or unlocked.

End of Period *
= @ Debtor Ledger Checklist o Save X Cancel | J Check GL | 2
& Complete All Transactions
© Debtor Aged Balances lee e 8 =loded
© Debtor Data Verification Default posting age:  Defait posting age:  Defauit posting age:  Default posting age:
@ Print Debtor Statements 0 % 0 4 0 - 0
= @ Creditor Ledger Checklist
© Complete All Transactions Debtors * | | Creditors * | | Stodk * | | General e
© Creditor Aged Balances o0, Feb 11 o0, Feb 11 o0, Feb 11 o0, Feb 11
© Creditor Data Verification @1Jan1t ||| | @ tlan11 (.|| | @ Llan11 .|| & Llan11 |
B O Stock Ledger Checklist G 2.Dectd | ||| @ 2.Dectd | || | @ 2.Decwo | || | @ 2.Decin |
© Complete All Transactions & 3, Nov 10 & 3, Nov 10 & 3, Nov 10 & 3, Nov 10
© Stock Valuation & 4, Oct 10 & 4, Oct 10 & 4, Oct 10 @ 4. 0ct 10
© Stock Data Verification @ 5, Sep 10 & 5, 5ep 10 @ 5, Sep 10 @ 5, Sep 10
B O General Ledger Checklist @ 6. Aug 10 @ 6. Aug 10 @ 6. Aug 10 @ 6. Aug 10
© Complete All Transactions & 7. ul10 & 7. ul10 & 7. ul10 & 7. ul10
© Reconcile Bank Accounts & 8 Jun 10 & 8 Jun 10 & 8 Jun 10 & 8 Jun 10
© Nominate Closing Rates & 9, May 10 & 9, May 10 & 9, May 10 @ 9, May 10
& Post Forex Variances @ 10, Apr 10 @ 10, Apr 10 @ 10, Apr 10 @ 10, Apr 10

© Post Sub-ledgers to GL & 11 Mar 10 & 11 Mar 10 & 11 Mar 10 & 11 Mar 10
& General Ledger Data Verification & 12.Feb 10

6 12.Feb 10 6 12.Feb 10 6 12.Feb 10
© Ledger Reconciliation & 13.Jan 10 & 13.Jan 10 & 13.Jan 10 & 13.Jan 10
© Check Trial Balance 6 14, Dec09 6 14, Dec09 6 14, Dec09 6 14, Dec09
5 © End of Period & 15, Nov 09 & 15, Nov 09 & 15, Nov 09 & 15, Nov 09
© Print Financial Reports & 16.0ct09 & 16.0ct09 & 16.0ct09 & 16.0ct09
© End Of Period 417 conno T | | & 17 cenne 7| | & 17 conne 7| [ & 17 conna T

© Lock Ledger Periods

Lock the ledger periods to prevent transactions being posted to them in error or without knowledge.

In Progress Complete

Sl End of Year  Tax Return

Period Statuses

It is recommended that financial periods that have been reconciled are locked to prevent
transactions being posted to them in error or inadvertantly.

To lock a period:

1 Double-clicking the respective period in the relevant ledger. The lock icon will
change from g to @.

2 Click on the icon.

To unlock a period:

1 Double-clicking the respective period in the relevant ledger. The lock icon will
change from @ to 4.

2 Click on the icon.

All General Ledger transactions must be linked to a period. To verify that each transaction
is associated with a period, click on the button.
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End of Year

EXO Accountant’s Assistant

The End of Year Checklist lists the items that should be completed at the end of a financial

year.

End of Year

= ¢ End Of Year

© End Of Period & Year

& Lock Ledger Periods

& Review Next Year Setup
© Setup Analytics Years

& Setup Analytics Months

© Setup Analytics Day Plan
& Setup Analytics Budgets
© Setup GL Budgets

Complete these tasks to process the end of year.

For more information on EXO Business, open the 'EXO

Overview for External Advisors' whitepaper found under the J EXO
Help menu. BUSINESS
InProgress Complete
End of Year Checklist

Review Next Year Setup

Prior to completing an End of Year, it is important to ensure that the periods for the next
financial year are set up in the system.

End of Year
= @ End Of Year

© End Of Period & Year
© Lock Ledger Periods

© Review Next Year Setup

© Setup Analytics Years

& Setup Analytics Months
© Setup Analytics Day Plan
& Setup Analytics Budgets
© Setup GL Budgets

In Progress Complete

Y Add| P Edit | bl Seve 3¢ Concel T[] 4k M |5 Load
Current Year Period Name: July
Current Year | Next Year
Sequence  Period Name Short Name Cal Month  Start Date Stop Date Quarter
2 August Aug 1% 1082010 |31/08/2010
3 September Sep % 1/09/2010  |30/08/2010
4 October oct Y 1/10/2010  |31/10/2010
5 November Nov Y 1/11/2010  |30{11/2010
& December Dec Y 1/12/2010  |31/12/2010
7 January Jan Y 1f01/2011  |31/01/2011
8 February Feb Y 102/2011  |28/02/2011
9 March Mar Y 103/2011  |31/03/2011
10 |April Apr Y 1/04/2011  |30/04/2011
11 May May Y 105/2011  |31/05/2011
12 | June Jun Y 1/06/2011  |30/08/2011

These settings define the periods that compose the financial year.

Review Next Year Setup

1 Click on the Next Year tab.

2 Click on the button to copy the period definitions from the current year to

next year.

3 If the periods are not calendar months, the Start Date and End Date must be
reviewed for each period.

42
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4 Click on the button.

5 Make the necessary changes and click on the button.

Setup Analytics Years/Months/Day Plan/Budgets

EXO Analytics and EXO CRM (additional modules) provide analytical reporting as well as
sales management functionality. These modules require Years, Months, Days and Budgets
to be set up for each financial year.

Setup GL Budgets

General Ledger budgets can be set up for the new financial year. Refer to the EXO
Overview for External Advisors whitepaper available from the Help menu.

End of Period & Year

This process is similar to the End of Year process (Refer to ‘End of Period’ on page 39).
Select the option End of financial year to indicate that this period is also the last period for
the financial year. In addition to the end of period processes, the system will also:

e Move year-to-date totals into last year.
e Reset the year-to-date totals to zero.

e C(Clear Profit and Loss current year movements and post final balances to the Retained
Earnings account.

Lock Ledger Periods

Similar to locking ledger periods after an End of Period, it is recommended that financial
periods that have been reconciled are locked to prevent transactions being posted to
them in error or inadvertantly.
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Tax Return - Tax by Rate Type
Report

The Tax by Rate Type report shows the GST component of all Debtor and Creditor
transactions by GST Rate.

Tax Return

Tax Return

| [£] Refresh G Print [ Export || =100 Percent

© Review Tax Returns
© New BAS Tax Return

In Progress Complete

| =] Dashboard Width | ] Whole Dashboard

x

Report | Parameters

GST report grouped by rate type (Invoice Basis)
Creditor Age :All

Creditor Date :From 01.10.2012 To 30.11.2012

Debtor Age :All

Debtor Date :From 01.10.2012 To 30.11.2012

Date Invno Account SubTotal GST Total Total
Debtors’ Adjustments
Rate: 0
05.06.2007 3 AUSSIE SPARES 0.00 0.00 0.00
0.00 0.00 0.00
SALES - ATTRACTING GST 10.0 %
0 CASH SALES 004 0.00 004
50 1 KNIGHT NICOL AUTOS 0.01 0.00 0.01
21 0 CASH SALES 087 0.08 0.86
0:E 32 4 WHEELS 0.01 0.00 0.01
053 0.09 1.02
Rate: 24  DEBTORADJUSTMENTS 10.0 %
31.08.2007 2 ALL CAR PARTS -1.818.18 -181.82 -2,000.00
17.04.2009 17 TRENT HASKELL PARTS CENTRE 105292 105.29 1.158.21
765.26 7653 841.79
Totals 76433 76.44 RANTT

Select the parameters tab to change the dates that this report uses.

m

Tax by Rate Type Report

Click on the Parameters tab to change the report parameters.

44
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Tax Return - Review Tax Returns

Previous Tax Returns can be viewed and edited.

Tax Return

= @ Tax Return
& Tax by Rate Type Report

X

In Progress

Sep 07
Dec 07
Mar 08
Jun 08
Sep 08

Tax Return Code Tax Mumber  Basis Frequency From

To

12-345678  Invoice  Quarterly
12-345678  Invoice  Quarterly
12-345678  Invoice  Quarterly
12-345678  Invoice  Quarterly
12-345678  Invoice  Quarterly

Due

01.07.2007 30.09.2007 30.09.2007
01.10.2007 31.12.2007 31.12.2007
01.01.2008 31.03.2008 31.03.2008
01.04.2008 30.06.2008 30.06.2008
01.07.2008 30.09.200830.09.2008

Select and edit previous BAS Tax Return reports for Australia.

n

Review Tax Returns

To view or edit a previous Tax Return, double-click on the relevant Return. Once the
relevant changes are made, click on Es=-1.
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Tax Return - New BAS Tax Return

The GST can be run on a period basis or a date basis, however we generally recommend
using a period based GST as it reduces imbalances which can arise from transactions dated
in a current period and posted to a prior period.

The data that is used for the GST Tax Return is based on the tax return key points set up
when your database was implemented.

It is recommended that the following occurs prior to running the GST for a particular
period:

e End of period process (including post Debtors, Creditors and Stock and checking of
balances). See previous section End of period processes.

e Bank reconciliation

Business Activity Statement Procedure
1 Enter the GST header information & calculate entries
Reconcile GST report
Enter manual figures required

2
3
4 Print/Export the GST report
5 Save the GST tax return

6

Enter Payment/refund details

1. Enter the GST Header information and Calculate

1 Enter information into the Header tab as required.

¢ Tick Include Previous if you post transactions to prior periods that may not yet be
included in a GST return.
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e The Tax Return Code will be assigned to each transaction that is included when the
GST is saved to ensure that they are only included in one GST return (e.g. Nov07).

Tax Return
= @ Tax Return
© Tax by Rate Type Report

| Save ¢ Cancel |Print 3 Export | [ Calculste ] Source Transactions | @

& Review Tax Returns Amounts have been calculated using selected criteria
|| Header | summary | GST Sales | GST Purchases | PAYG Withholding | PAYG Instaiments | FBT

Tax number:
Tax basis:
Frequency:
Indlude previous
For period from:

to:
Date due:

Tax return code:

12-345-678

Invoice

Suartery Y -
]
iojaogs [ Seect bensactions based on accounting periods:
Debtor ages: | 28. Oct08 = to: [ 26.Dec08 _ ~|
31/12/2008 [@~
Creditor ages: | 28. Oct08 = to: [ 26.Dec08  ~|

31/12/2008 [@~

Calcuilate and edit tax key point amounts for a selected date/period range, print the BAS Tax Return, save the tax return and record a tax return
code against the transactions involved.

NOTE

BAS Tax Return Header

If you are using period based GST, the calculation will be based on the periods you specify
on the right side of the screen, and the dates on the left are not referred to.

2 Click calculate in the toolbar to calculate the GST entries based on the period (or
dates) and tax basis specified in the header.

3 Click Print to print a summary report of the GST return, or click the Summary tab to

view on screen.

2. Reconcile GST

The GST needs to be reconciled against both the GST collected and GST paid accounts in
the general ledger as well as the tax report by rate type report.

© Copyright 2012 MYOB Technology Pty Ltd
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Run and print the tax report by rate type (path above).

EXO Accountant’s Assistant

GST report grouped by rate type (Invoice Basis)

Creditor Age :From To
Creditor Date :All
Debtor Age :From To
Debtor Date :All

Date Invno Account SubTotal GST Total Total
Debtors' Transactions
Rate: 20 SALES - ATTRACTING GST 10.0%
01.06.2011 1009 23 DANIEL PAYNE 108.04 116.64
01.06.2011 1010 23 DANIEL PAYNE 108.04 116.64
01.06.2011 1012 2 ALL CAR PARTS 864.90 951.39
01.06.2011 10191 2 ALL CAR PARTS 308.40 346.95
01.06.2011 10192 15 AUCKLAND CAR SERVICES LTD 182.03 20478
01.06.2011 CR1009 23 DANIEL PAYNE -106.04 -116.64
02.06.2011 0 CASH SALES 649,817.43 700,391.28
02.06.2011 10175 13 SUVA PARTS 791.58 791.58
05.06.2011 10176 0 CASH SALES 251.44 282.87
06.06.2011 10193 0 CASH SALES 20225 227.53
06.06.2011 10194 0 CASH SALES 308.40 346.95
07.06.2011 10177 0 CASH SALES 19.85 2233
09.06.2011 10178 8 MARK LAWRENCE 1,380.00 1,530.00
09.06.2011 10179 21 COMFORT AUTOMOTIVE SERVICES PTE LTD S70.67 570.67
654,782.99 705,782.98
Rate: 21 EXPORT SALES - NO GST 0.0%
01.06.2011 1011 3 AUSSIE SPARES 70.40 0.00 70.40
03.06.2011 1001 1 KNIGHT NICOL AUTOS 156.24 0.00 156.24
30.06.2011 1002 1 KNIGHT NICOL AUTOS 6824 0.00 68.24
30.06.2011 1003 1 KNIGHT NICOL AUTOS 68.24 0.00 68.24
363.11 0.00 363.11

Tax Return by Rate Type

Check that the totals provided in the Tax Report by Rate Type match the figures returned

in the GST Summary.

Tax Return x
= @ TaxReturn |l Save X Cancel | Print 3 Export | alculate % Source Transactions | @
& Tax by Rate Type Report
© Review Tax Returns Amounts have been calculated selected
© New BAS Tax Return Summary | GST Sales | GST Purchases | PAYG Withholding | PAYG Instaiments | FET
Amounts you owe to the ATO Amounts the ATO owes you
GST on sales or GST GST on purchases
instalment 1A% 4943 .00 18§ 1,550 .00
Wine equalisation tax 4 ¢ oo Wine equalisaton tax refindable s -
Luxury car tax . o Luxury car tax refundable ws -
Special credit for wholesale sales tax ©s -
PAYG tax withheld e s -
PAYG income tax Credit from PAYG income tax instalment variation
instalment 5A% 0 58 % 0o
FBT instalment o 5 oo Creditfrom FBT instament variation s & -
Deferred company/fund
instalment s o
éiI;c+1E+4+5A+BA$ 4943 g BHID+IF+IG+5B+6B 88§ 1,550 .00
Payment o refund?
1s 8A more than 8B? Yes, the amount payable to ATO is 8A minus 88 b & B o
@ Payment  Refund
Calcuate and edit tax key point amounts for a selected date/period range, print the BAS Tax Return, save the tax return and record a tax return
code against the transactions involved.
In Progress Complete

BAS Summary tab

If the figures do not match:

e Check that you are looking at matching periods/dates for both reports and rerun the

reports.

e |f you have ticked “ Include Previous” in the GST header it will pick up transactions
that have been posted to prior periods but have not yet been included in a BAS
return. These will not be included in the tax report by rate type report.
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e From the GST, click Source transactions in the toolbar to review the source
transactions. As these are in an Exogrid you can sort by period to quickly see any
transactions from prior periods.

* Alternatively to view source transactions from a particular key point, double click on
that field (ie double click the field G1 to look at the source transactions that make up
that amount).

=

! File Navigate Utilities Help [5 ]
P 4 b B (5 Report [ Export
Key point(s): G1,G7, G10, G10A, G11, G11A, G18, G20A

DjC Type SeqMo Date Pd AccMo Mame Inv Mo Line Seq Stock Code Description Qty O... Met Tax Gross =+
266 |03.04.... 2 8 |MARK ... 10149 353 |CARBRT... |SHELBY ... 2N §2,333.00 §291.63 52,624.63 | |=
267 |05.04.... 2 0 |CASH ... 10150 354 | ALTNTROO1 65AMP M..., 1N £202.25 §25.28 §227.53| —
268 |07.04.... 2 4|THEC... 10151 355 |NGKSPK... |SPARKP... 10N $435.50 554,44 £4589.94
269 10.04.... 2 13 SUVA ... |10152 356 |CLUTCHO1 |CLUTCH ... 2N §1,302.00 £0.00 §1,302.00
269 10.04.... 2 13 SUVA ... |10152 357 |M5TRCY... |AFCOAL... 2N §337.49 £0.00 §337.49
269 10.04.... 2 13 SUVA ... |10152 358 |STARTM... |STARTE... 2N §441.75 £0.00 §441.75
270 |12.04.... 2 0 |CASH ... 10153 359 |ALARMOS |SECURIT... 1N §73.91 £9.24 §83.15
277 |13.04.... 2 0 |CASH ... 10154 360 AIRFILO1 |OVALCH... 2N £124.08 §15.51 §139.59
277 |13.04.... 2 0 |CASH ... 10154 361 AIRFILOS |PRO-STL..., 2N £58.42 §7.30 §565.72
277 |13.04.... 2 0 |CASH ... 10154 362 AIRPREO1 |AIR PRE... 2N £10.38 £1.30 §11.68
277 |13.04.... 2 0 |CASH ... 10154 363 |ALARMO1 |REMOTE... 1N £94.88 §11.88 £106.74
279 |17.04.... 2 2 |ALL CA... 10155 364 BAT127HD |CHAMPL.. 10 N $519.80 §77.45 $597.05
279 |17.04.... 2 2 |ALL CA... 10155 3565 |BRECALPR. |DISK ER... 5N £999.90 §124.99 §1,124.89
279 |17.04.... 2 2 |ALL CA... 10155 366 BRPAD4... BRAKEP... 5N £399.40 §49.92 §449.32
279 |17.04.... 2 2 |ALL CA... 10155 367 BRPADS... BRAKEP... 5N £399.40 §49.92 §449.32
280 |19.04.... 2 20 ALLPA... 10156 368 |CAMADIO1 | ADIUST... 1N §215.97 £0.00 §215.97
$30,952,50 $22,381.16 §53,333.66

D
D
D
D
D
D
D
D
D
D
D
D
D
D
D
D

MYOB EXO TRAINING

Source Transactsions G1

e From the Source transactions screen you can generate a report or Export the details
to a .CSV file for further review as required.

Reconcile against General Ledger accounts

Compare the GST payment/refund amount in the summary tab of the GST Tax Return (key
point 9) against the GST Collected and GST Paid Accounts in the general ledger. Review
the source transactions if there are any discrepancies.

3. Enter manual figures required

When reviewing the GST return, fields that are grey are computed fields while white fields
enable you to enter additional figures which are then calculated by EXO Business into the
GST return. Depending on your business these could include:

e Wine Equalisation tax
e Luxury car tax
e PAYG Instalment amounts

e FBT amounts, etc.
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EXO Accountant’s Assistant

Click on the relevant header tab to enter information as required. The following shows the

PAYG Instalments tab as an example.

H
{ File Urilities [Help|

Mo criteria or amount changes have been made

PAYG income tax instalment

(@) Option 1: Pay a PAYG instalment amount quarterly
ATO instalment amount 17

Estimated tax for the year T8

Varied amount for the quarter To

Option 2: Calculate PAYG instalment using income times rate

PAYG instalment income T1

ATO instalment rate T2

Mew varied rate T3

TixT2{orxT3) T11

Reason code for variation Ta

H Save X Cancel | ugb Print 9 Export | |j Calculate _L>_] Source Transactions.

Header | Summary | GST Sales | GST Purchases | PAYG Withholding | PAYG Instalments

locon o=

)

Country: AUS

.00

00§

.00

% &
% &

00§

MYOB EXO TRAINING

PAYG Installment tab on the BAS Tax Return

4. Print/Export the BAS Return

From the Summary tab, click Print or Export to print or export the BAS Return for your
records and enter the details as appropriate into your formal return to be submitted.

5. Save the BAS Return

Click Save to save the return. This will mark the included transactions with the tax return
code listed in the Header tab and exclude them from future BAS Returns.

6. Enter Recording Journals

Journal entries should be established to clear the GST collected and paid accounts to an
GST clearing/ATO Payable account, as well as any other figures relating to PAYG Withheld,

PAYG Instalments, etc.
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The following example shows the debit and credit entries of a simple transfer to the GST
Clearing/ATO Payable account.

Account Debit Credit
GST Collected 11,961

GST Paid 21,708
PAYG Tax Withheld 7,625

PAGY Tax Instalment 5,5054

ATO Payable 2,932

Using the simple example above, when payment is made to the tax office, the transaction

would be as follows:

Account Debit Credit

ATO Payable 3,536

Bank 3,536
NOTE

Qoooooooonoon,

At this point you may wish to lock the period/s for which you have just generated the GST.
See your systems manager about locking past periods.
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Tax Return - New NZ GST Return

The GST Return is run using the utility GST which is found on the Utilities screen or via the
reports menu outlined above.

The GST can be run on a period basis or a date basis, however we generally recommend
using a period based GST as it reduces imbalances which can arise from transactions dated
in a current period and posted to a prior period.

The data that is used for the GST Tax Return is based on the tax return key points set up
when your database was implemented.

It is recommended that the following occurs prior to running the GST for a particular
period:

e End of period process (including post Debtors, Creditors and Stock and checking of
balances). See previous section End of period processes.

e Bank reconciliation

GST Procedure

Enter the GST header information & calculate entries
Reconcile GST report
Enter manual figures required

1
2
3
4 Print/Export the GST report
5 Save the GST tax return

6

Enter Payment/refund details

1. Enter the GST Header information & Calculate

1 Open the GST Tax Return utility using the menu options outlined above or going to
the Utility screen and clicking GST Tax Return.

2 Enter information into the Header tab as required.

e Tick Include Previous if you post transactions to prior periods that may not yet be
included in a GST return.

e Enter the Tax Return Code provided by the Inlard Revenue Department. The code
details can be found at the top of the IR101a/IR103b forms. These forms are sent to
you by the Inland Revenue Department.

52
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e The Tax Return Code will be assigned to each transaction that is included when the
GST is saved to ensure that they are only included in one GST return (e.g. Nov07).

Tax Return x
El O Tax Return H Save | ugb Print | |j Calculate _L>_] Source Transactions J e
© Tax by Rate Type Report
© Review Tax Returns Amounts have been calculated using selected criteria
© New NZ GST Return | Header |petail [ Calculation Sheet
Tax number: 12-345-678
Tax basis: Invoice
Frequency: Two Monthly -
Indude previous [}
Select transactions based on accounting periods:
For period from: 17fogf2012  [E~ g pe
Debtor ages: [ 1. Now12 v] to: [ 0. Decl12 v]
to: 16/11f2012 [E~
Creditor ages: [ 1. Now12 v] to: [ 0. Decl12 v]
Date due: 16/11/2012  [E~
Tax return code:
Gross derived from GST:
Calculate and edit tax key point amounts for a selected date fperiod range, print the G5T Tax Return, save the tax
I E i return and record a tax return code against the transactions involved.
GST Tax Return Header

If you are using period based GST, the calculation will be based on the periods you specify
on the right side of the screen, and the dates on the left are not referred to.

3 Click calculate in the toolbar to calculate the GST entries based on the period (or
dates) and tax basis specified in the header.

4 Click Print to print a summary report of the GST return, or click the Summary tab to
view on screen.

2. Reconcile GST

The GST needs to be reconciled against both the GST collected and GST paid accounts in
the general ledger as well as the Tax Report by Rate Type report. If you have additional
GST general ledger accounts, these must be included in the reconciliation.
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Run and print the Tax Report by Rate Type report (path above).

GST report grouped by rate type (Invoice Basis)
Creditor Age :From To

Creditor Date :All

Debtor Age :From To

Debtor Date :All

Date Invno Account SubTotal G5T Total Total
Debtors' Transactions

Rate: 20 SALES - ATTRACTING GST 10.0 %

01.06.2011 1009 23 DANEEL PAYNE 106.04 1080 11664
01.06.2011 1010 23 DANEEL PAYNE 106.04 10.60 11654
01.06.2011 1012 2 ALL CAR PARTS 864.90 88.49 951.39
01.06.2011 10181 2 ALL CAR PARTS 308.40 3855 345,95
01.06.2011 10182 15 AUCKLAND CAR SERVICES LTD 182.03 2275 20478
01.06.2011 CR1009 23 DANEEL PAYNE -106.04 1060 11684
02.06.2011 0 CASH SALES £45,817.43 50,573.85 700,391.28
02.06.2011 1075 13 SUVA PARTS 791.58 0.00 791.58
05.06.2011 10178 0 CASH SALES 25144 3143 282,87
06.06.2011 10193 0 CASH SALES 20225 2528 227.53
06.06.2011 10194 0 CASH SALES 308.40 3855 345,95
07.06.2011 177 0 CASH SALES 19.85 2.49 2233
09.06.2011 10178 8 MARK LAWRENCE 1,360.00 170.00 1,530.00
09.06.2011 10179 21 COMFORT AUTONOTIVE SERVICES PTE LTD 570.67 0.00 570.67

654,752.99 50,999.99 705,782.98

Rate: 21 EXPORT SALES - NO GST 0.0%

01.06.2011 1011 3 AUSSE SPARES 70.40 0 70.40
03.06.2011 1001 1 KNIGHT NICOL AUTOS 156.24 0.00 156.24
30.06.2011 1002 1 KNIGHT NICOL AUTOS 68.24 0.00 £8.24
30.06.2011 1003 1 KNIGHT NICOL AUTOS 68.24 0.00 £8.24

Tax Return by Rate Type

Check that the totals provided in the Tax Report by Rate Type match the figures returned
in the GST Summary.

Tax Return x
El O Tax Return H Save X Cancel | @ Print | J Calculate _L>_] Source Transactions | e
© Tax by Rate Type Report
© Review Tax Returns
© New NZ GST Return

Amounts have been calculated using selected

Calculation Sheet

Total sales and income for the period (induding GST and any zero-rated s
supplies) .
Zero-rated supplies induded in Box 5 s
Subtract Box & from Box 5 -

7 K
Multiply the amount in Box 7 by three (3) then divide by twenty three B s
(23) .
Adjustments from your calculation sheet s
Add Boxes 8 and 9. This is your total GST collected on sales and income. s
Total purchases and expenses (induding G5T) for which tax invoicing s
requirements have been met, exduding any imported goods .
Multiply the amount in Box 11 by three (3) then divide by twenty three s
(23) .
Credit adjustments from your calculation sheet s
Add Box 12 and Box 13. This is your total GST credit for purchases and
expenses, $ .
Print the difference between Box 10 and Box 14 here s

(@) G5T to pay Refund

Calculate and edit tax key point amounts for a selected date fperiod range, print the G5T Tax Return, save the tax

In P,E aress E te return and record a tax return code against the transactions involved.

GST Summary tab

If the figures do not match:

e Check that you are looking at matching periods/dates for both reports and rerun the
reports.
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e |f you have ticked “ Include Previous” in the GST header it will pick up transactions
that have been posted to prior periods but have not yet been included in a GST
return. These will not be included in the tax report by rate type report.

e From the GST, click Source transactions in the toolbar to review the source
transactions. As these are in an Exogrid you can sort by period to quickly see any
transactions from prior periods.

e Alternatively to view source transactions from a particular key point, double click on
that field (ie double click the field G1 to look at the source transactions that make up
that amount).

1ol x|
File MNavigate Utiities Help [5 ]
M 4 ¥ H % Report | Export

Tax return code: 36523595353 Key point{s): Al

KP DJC Type SeqMo Date Pd  AccMo Mame Inv Mo Line Seq Stock Code Description Qty O... Met Tax Gross &

E'QIS D 1 265 |4/10/2... 5 0|CASH ... 10148 352 |STARTM... |STARTE... 1N §220.87 §27.61 £245.458

9G D 1 266 |710/2... 5 8 |MARK ... 10149 353 |CARBRT... |SHELBY ... 2N §2,333.00 §291.63 52,624.63

9G D 1 267 [9/10/2... 5 0 |CASH ... 10150 354 | ALTNTROO1 65AMP M..., 1N £202.25 §25.28 §227.53

9G D 1 268 [11/10/... 5 4|THEC... 10151 355 |NGKSPK... |SPARKP... 10N $435.50 554,44 £4589.94

9G D 1 270 |16/10f... 5 0 |CASH ... 10153 359 |ALARMOS |SECURIT... 1N §73.91 £9.24 §83.15

9G D 1 277 [17/10f... 5 0 |CASH ... 10154 360 AIRFILO1 |OVALCH... 2N £124.08 §15.51 §139.59

9G D 1 277 [17/10f... 5 0 |CASH ... 10154 361 AIRFILOS |PRO-STL..., 2N £58.42 §7.30 §565.72

9G D 1 277 [17/10f... 5 0 |CASH ... 10154 362 AIRPREO1 |AIR PRE... 2N £10.38 £1.30 §11.68

9G D 1 277 [17/10f... 5 0 |CASH ... 10154 363 |ALARMO1 |REMOTE... 1N £94.88 §11.88 £106.74

9G D 1 279 |21/10/... 5 2 |ALL CA... 10155 364 BAT127HD |CHAMPL.. 10 N $519.80 §77.45 $597.05

9G D 1 279 |21/10/... 5 2 |ALL CA... 10155 3565 |BRECALPR. |DISK ER... 5N £999.90 §124.99 §1,124.89

9G D 1 279 |21/10/... 5 2 |ALL CA... 10155 366 BRPAD4... BRAKEP... 5N £399.40 §49.92 §449.32

9G D 1 279 |21/10/... 5 2 |ALL CA... 10155 367 BRPADS... BRAKEP... 5N £399.40 §49.92 §449.32

9G D 1 281 |25/10/... 5 0 |CASH ... 10157 374 BATCHAO1 BATTERY... 1N £38.00 §11.00 £99.00

9G D 1 284 |30/10/... 5 0|CASH ... 10159 378 |EXHSTFL... [FLOW M... 1N £266.50 §33.31 £299.51

9G D 1 284 |30/10/... 5 0|CASH ... 10159 379 [EQLSRA... | MOBILE... 1N §270.00 §33.75 §303.75

9G D 1 286 [1f11/2... 4 2 ALL CA... 10160 381 EXHSTM... |BUSCHU... 2N §1,520.00 £190.00 §1,710.00

(518,694.05) (s2,336.79) ($21,030.84) |

Motopartz.co.nz

Source Transactsions G1

e From the Source transactions screen you can generate a report or Export the details
to a .CSV file for further review as required.

Reconcile against General Ledger accounts

Compare the GST payment/refund amount in the summary tab of the GST Tax Return (key
point 9) against the GST Collected and GST Paid Accounts in the general ledger. Review
the source transactions if there are any discrepancies.

3. Save the GST Tax Return

Click Save to save the return. This will mark the included transactions with the tax return
code listed in the Header tab and exclude them from future GST returns.
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4. Recording the IRD Payment/Refund

There are two methods that can be used for processing the payment/refund:
e Journal entry
e Creditors invoice

Using the IRD code for the IR101a/IR103b statement as the invoice number, enter the
values to clear each account as per your IRD lodgement.

Alternatively, you can record journal entries to clear the GST collected and paid accounts
to an GST clearing/IRD Payable account.

The following example shows the debit and credit entries of a simple transfer to the GST
Clearing/IRD Payable account.

Account Debit Credit
GST Collected 11,961
GST Paid 21,708

Using the simple example above, when payment is made to the tax office, the transaction
would be as follows:

Account Debit Credit

GST Clearing/IRD Payable 3,536

Bank 3,536
NOTE

Qoooooooonoon,

At this point you may wish to lock the period/s for which you have just generated the GST.
See your systems manager about locking past periods.
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Complete a Debtor Data Verification

Print Debtor Statements

Complete a Creditor Data Verification

Complete a Stock Data Verification

Complete a Bank Reconciliation

Complete a Ledger Reconciliation

Process an End of Period

Lock Ledger Periods

Process an End of Year

Complete a Tax Return

© Copyright 2012 MYOB Technology Pty Ltd
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Financial Review

This unit will provide

instructions on using the
Financial Review )
checklists.

By the end of this unit, you will be able to:

Produce financial reports

© Copyright 2012 MYOB Technology Pty Ltd
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Overview

The Financial Review section of the EXO Accountant’s Assistant contains a standard
package of financial reports that show key metrics for business owners and external
advisors.

i File Utilities Setup Help

Financial Period: 0. February 2011

n.'qFr \

Business Financial Systems
Checklists Review Integrity

Layouts: Default - =

Finandial Review

i= o General Ledger Reports
© P&L Report - All Branches
O Balance Sheet
O Trial Balance
© View Graphs
Other Reports All of the General Ledger reports set up in the
© Debtor Aged Balances EXO Business system are available here. Use
© Creditor Aged Balances these reports to review the financial
© Stock Valuation performance and position of the organization. .J

EXO
BUSINESS

MYODE ENTERPRISE SOLUTIONS

© Export to Accountants Office

Financial Review

Reporting functions on the General Ledger Reports checklist include:
e GL Trial Balance
e General Ledger Graph
e Export to Accountants Office

On upgrading to EXO Business 8.5 or later, all General Ledger reports that are set up in the
system are added as nodes to the General Ledger Reports checklist. In a new installation
of EXO Business 8.5 or later, the default General Ledger reports are added.

NOTE

Additional report can be added to the checklist. Contact the MYOB Implementing Partner
to have additional reports added to the checklist.
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The Other Reports checklist include other relevant financial reports, such as:
e Debtor Aged Balances report
e Creditor Aged Balances report
e Stock Valuation report

Included is also an Export to Accountants Office option, which can be used to export
information to MYOB Accountant’s Office.
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Print a General Ledger report

View the GL Trial Balance

© Copyright 2012 MYOB Technology Pty Ltd
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System Integrity

This unit will provide By the end of this unit, you will be able to:
instructions on
completing system D) Complete a Data Verification

integrity checks.

D Identify taxation issues

© Copyright 2012 MYOB Technology Pty Ltd
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System Integrity

The Systems Integrity tab displays a set of checks against the EXO Business database and
ledgers to ensure that the system is balanced and healthy. The following utilities are
displayed by default:

e |edger Reconciliation
e Data Verification

e Tax Exceptions

© Copyright 2012 MYOB Technology Pty Ltd
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Ledger Reconciliation

The Ledger Reconciliation utility provides an overview of the status of each ledger:

Ledger Recondliation X

Refresh J

$33,575 -51 $33,576

DEBTORS CONTROL VARIANCE DEBTORS LEDGER
Tolerance: 5§

$202,018 . $202,018

{REDITORS CONTROL VARIANCE CREDITORS LEDGER
Tolerance: §5

$252,052 $20 $252,032

STOCK CONTROL VARIANCE STOCK LEDGER
Tolerance: §§

Last Calcudated: 25,10.2012 3:05:53PM

Ledger Reconciliation

Sub-ledgers that are green are in balance with the related control account; red sub-
ledgers are not. The status of each sub-ledger is determined using the reconciliation
reports (GL Payables Reconciliation, GL Receivables Reconciliation and Inventory Value
Reconciliation).

Each area of the report can be clicked on to drill to more information:

e C(Clicking on a total for a control account opens the General Ledger Account Details
window, displaying the relevant control account (Stock, Debtors or Creditors).

e Clicking on the variance amount for a sub-ledger icon and the General Ledger icon
opens the relevant Reconciliation Exceptions report.

e Clicking on the total for a sub-ledger opens the relevant Reconciliation report.
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EXO Accountant’s Assistant

EXO Accountant’s Assistant

Data Verification

MYOB EXO Business includes a utility that performs various tests on the transactions in
the EXO Business database to highlight any errors and suggest what may be causing them.

Systems Integrity

x

O Tax Rate Exceptions

From :

= © Utilities ] Save As | [ Print | Verify Data | [ ]
© Ledger Reconciliation
Data Verification
L | Verify Debtors | Verify Current Invoices | Stock

| Verify Creditors
| Verify General Ledger

Source Ledgers Period Range

| verify Allocations Fix Current Aged Balances

| Verify Misc Functions /| Only List Errors

To =

[00. Feb 11

~| [00. Feb 11 -

In Progress. Complete

The following options are available

EXO Config Verification

Verify General Ledger
Verify Current Invoices
Verify Allocations

Verify Misc Functions Stock

Option Description
Verify Debtors These options determine which aspect of the
Verify Creditors EXO Business system will be checked by the

data verification process

Fix Current Aged Balances

If this option is ticked, any imbalances in the
current aged balances that are detected by the
data verification process will be automatically
corrected.

Only List Errors

If this option is ticked, then the output results
of tests that return errors- any tests that pass
will not be listed.

From the Source Ledger Period Range dropdown lists, select the From and To periods the

verification is checked.

Click on Verify Data to run the utility. Click on Print to pring the result from the
verification. The results can also be saved as a *.TXT file by clicking on Save As.
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Tax Rate Exceptions

This utility can be used to help identify incorrect coding, or invalid codes.

Systems Integrity

= @ Utilities % Search o
© Ledger Reconciliation J
© Data Verification (@) Debtor transactions @ Date from: 17/12/2012 [@~ @) Period 0. February 2011
Tax Rate Exceptions E
Q
P (0 Crediter ransactions to: 17/12/2012 [@~ 0. February 2011
D/C  TaxRate # Type Seq#Date  Pd Account Invoice # Line # Stock Cc

4 r

Run a report to help identify incorrect coding, or invalid codes. This report can help identify tax rates set up or used on the
incorrect ledger if changes are made to the tax rate settings.

InProgress Complete

Tax Rate Exceptions Utility
This report can help identify tax rates set up or used on the incorrect ledger if changes are
made to the tax rate settings.

Chose to run the utility for Debtor transactions or Creditor transactions. You can also run
the utility for a specific Date range or Period range.
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EXO Accountant’s Assistant EXO Accountant’s Assistant

Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Complete a Data Verification

Identify taxation errors
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