\,\ \ ., ...
OO N
N

s

MYOB ACCOUNTING RIGHT

SOFTWARE




Whatis Myob ?

»MYORB's software products are designed to help businesses and manage their
dFinances

dTrack expenses

dHandle payroll processing

dGenerate reports for financial analysis.

»MYOB offers various software products, both cloud-based and desktop-based,
to cater to the diverse needs of businesses.

»Some of its popular software offerings include,
AMYOB AccountRight,
AMYOB Essentials
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Features

Let's find some of

the major features
of the application

Accounting and
Bookkeeping

Invoicing

Inventory
Management

~

Payroll Processing

Cloud and

Desktop Versions

/

Prepare and
lodge BAS

Calculate GST

 — |

Bank
reconciliation

Accounting
& Tax

Invoice financing ﬂ[]ﬂ

Receiving Finances
payments

Loans

Expense tracking
and coding

Receipt capture

Payroll

Pricing
Marketing
Quoting

Invoicing

(o))
(T
Customers

myob
Business

Management
Platform

®

Employees

v

Projects

Leave

management

Benefits

Rostering

Super contributions

Onboarding

Employee

contacts

Inventory
management

Sales orders

Supplier bills

Quoting

Timesheets

Time billing

Job management

Invoicing
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How MYOB iIs unique than Other
SOFTWARES

B i e PN
Sage Business Cloud

i Bonks my0b

MYOB offers a wide range of features are not available peckono”(gﬂ

in Many other accounting software. ¥ SARSU XG[@

 Customize invoice
* Track expense on multiple devices
* Easy calculation of tax payable (GST + BAS)

) rounded

- ¢wave
@qmckbook&

eI

=74
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W 5
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| A

MYOB is user-friendly and easy to navigate, even for cloud accounting

those with limited accounting experience, while other
software may have a steeper learning curve.
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MYORB Dashboara:

AR File Edit Lists Command Centres Setup @ Window  Services Help

Clearwater Pty Ltd

=

Accounts Banking Sales Time Billing Purchases Payroll nventory Card File

IN ACCOUNTS TAB :

Accounts © o ~

~ Shnd to Accountant | 0O —0 Prepare BAS/IAD | ACCO U ntS | ISt

Bas preparation

——
v

o
Transfer Money @d Jo:\al ED © Company Data Auditor : R eCO rd J O u r n a | e n t r i eS
o " gl Reports
© Transac tion Journal

Here is the sample screenshot of the software’s Home page which displays the operation to
select and perform by the user
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Chart of Accounts

File  Edit Lists

Command Centres  Setup  Reperts  Window

Services Help

[OWSEr

N IEREN

The chart of accounts is a list
of all accounts used to record
financial transactions and

activity in the General Ledger
(GL).

AR Accounts List — | =) |ﬁ_|
‘ Edit [l Print =] Budgets ) @) Help for this window
|| Asset || Liability || Equity || Income || Cost Of Sales || Expense || Other Income || Other Expense |
Search: || |§|
Account Mumber Account Name Type Tax fode | Linked Balance
o I S S N N T
£ 1-0001 Current Assets $ 30,68,020.12
& 1-1000 Cash and Cash Equivalents Asset % -1,65,853.38
& 1-1001 KPBEE Cverdraft #735249 Bank M-T ¥ £ -5,88,880.43
= 1-1011 DiviPay Expenses Account Bank M-T £5,453.09
& 1-1012 KPBE - Saving account#7063569 Bank M-T £214.46
& 1-1013 KPBE - Savings accoun#848379 Bank M-T £4,17,359,50
& 1-1220 Electronic Clearing Account Bank M-T ¥ £0.00
= 1-1242 Undeposited Funds Account Bank M-T ¥ £0.00
] P T Teada and Ndthaoe Doransa hlaoc MAccat & 1N AT acd 3173
394 Accounts
‘ﬁl'. -n.l' F+
To Do List - Find Transactions |~ Reports - Sent Emails Business Insights -

» Click New, To create a new GL
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Record Journal entry

P | = ]

~q ©
= —|
[ ] =
[ —
Accounts Banking Sales Purchases
Send to Accountant o— Accounts List
Transfer Money Record Journal Entry
o Transaction Journal
To Do List - Find Transactions - Reports -

AR Record Journal Entry

7
.2, Journal

Display in G5T [BAS] reports as:

Acct Mo,

s i

=)

o Help for this window

Sale (Supply) Tax Indusive

Purchase (Acquisition) (& Year-End Adjustment

General Journal Mo.: | G1000299

21-09-2023 ]

Date:

Memo:

Credit Job

Mema Tax

Total Debit: §0.00

Total Credit: £0.00
Tax

Out of Balance: &0.00

|
( [#] Use Recurring

l Record J| Cancel I

Select this option for automatic recurring for upcoming month.

To record a journal entry, click
this icon,& Enter

GL code

Date

Description

Debit and Credit

Carisma Solutions confidential. Please do not distribute.

{I) CARISMA SOLUTIONS



Recurring Transactions:

To View recorded transactions:

Lists | Command Centres  Setup  Reports  Window  Services  Help
Accounts
Comman
Cards
ltems
K{ Jobs rtnership
Categories
-
m = =]
. _ =)
| ( Recurring Transactions )
Sales Purchases
Cu ; ames
Custom Lists
Sales & Purchases Information
Identifiers
In Tray Bank Feeds
i ©
Spend Money o— Bank Reqgister 1
|
Prepare Electronic °
Payments
Reconcile Accounts
Print Cheques
| |
Print/Email Remittance .
Advicas o Transaction Journal
To Do List - Find Transactions - Reports -

ecurring Transactions List
" Edit [ Print

J::' Search:

Transaction Mame

= || E |

o Help for this window

[ e omitoney iy | o9 pananas| s 1amsa
31-10-2023

&2 Adjustments
BGL -License fee

Loan BK. #1875 Interest

Loan MM 0796 Interest

COCOCOCOCOOCO00COC0

BT 0586 Interest and line fee
Caseware prepayment to expense
Fitout Contributions $2083. 33/

Loan BMW Aust #7363 5§577.92
Loan Repayment #7330 §10473

Loan Repayment GH #1375 511860
Loan Repayment MM #0796 §5300

Journal Entry
Journal Entry
Journal Entry
Journal Entry
Journal Entry
Journal Entry
Spend Money
Journal Entry
Spend Money
Spend Money
Spend Money

Freguency Last Posted Mext Due | Amount

Monthly £1,001.00
Monthly 30-09-2023 31-10-2023 5 2,111.67
Monthly 30-09-2023  02-11-2023 £ 1,064.84
Maonthly 30-09-2023 31-10-2023 5§ 2605.93
Monthly 30-09-2023  31-10-2023 €2,083.33
Monthly 30-07-2021  28-08-2021 S 100.21
Monthly 12-03-2021 §577.92
Monthly 30-09-2023 04-10-2023 52,018.52
Monthly 31-01-2022  12-02-2022 £ 10,478.00
Monthly 07-07-2021 26-09-2021 % 11,360.00
Monthly 31-01-2022  31-01-2022 £ 5,300.00

Edit Schedule

E

D IIse Recurring | |ﬁ Create Copy | |

Delete |

Close

Se mai USINESS I'I'Slg/

Select the journal and click use as recurring option to record
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To FInd a Transaction:

\
ransactions | = ” (= ” £3 |
mand Centre
Print G' eHelp for this window
Carg | Ttem | Tqvoice | @i | Category | 10b |
— g3 )
ﬁ == J_ 'H
'|:J = - Searchby: [Account o |
Accounts Bankin Sales Purchases Invento Card |
? v Dated From: |01-10-2023 To: | 18-10-2023
Send to Accountant o— Accounts List —o Prepare BASTAS
Transfer Money Record Journal Entry —o Company Data Aud)| Mo Matching Records Found: Click Advanced to Review Filte
i o Transaction Journal
71 Beginning Balance Total Debits Total Credits Met Change Ending Balance
To Do List - Gind Transaction> - Reports - Sent Emails Busing
g

v

Click this icon, select the account and date range to find a transaction.

4I) CARISMA SOLUTIONS
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Banking Tab:

mand Centre | = | (=l | |

Open in web browser

VAN > Bank feeds shows the current
Accounts Banking Sales Purchases Inventory Card File transaCtion WhiCh is Iinked With
bank statement

> Bank register shows all the previous

Loans and Finance L,

transaction we recorded

o o

Spend Money o— —o Receive Money
o | | » Reconcile account help to compare

— © o N the calculated closing balance with

—_— CReconcte Accourly Print Receipts bank statement closing balance
| | |
(v (v (v

L En;liiil;rsnittance —o Transaction Journal Prepare Bank Deposit
To Do List - Find Transactions @~ Reports - Sent Emails Business Insights -
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(o B Sl

Manage Bank Accounts E“]'“' Manage Rules G oHeIpfnrthiswindnw

Bank feeds

Get Bank Transactions | Account &) 2 Display Transactions: | Current
Last updated: 23:33 20 September 2023

Search: |§|
* S elcle Ct S pe n d m o n ey(jo r cl:a S h Bank Statement ?LEld.QJII*T’,‘&I’E! K?EAEEEE_EG_EF_‘ Approve All || Your Transactions ELlﬁijl_lsLE"E[? E!g-:-ngHEE gu'_1|:’|: g’ﬁ;}tgd
code transactions and select — - - -
Date % | Description Withdrawals | Deposits Match ID Mo, Date Memo Withdrawals | Deposits

the GL code to record.

RILEY DRISCOLL Fule

20-05- fipplied

§84200/| Approve ||[X| 20092023 Receipts §842.00

QUICKFEE PTYLTD 1
° . 20-09-2023 . | Find | Mew
» Select pay bill to match with SE4G37 PORTAL G =
. . . KELLY PARTNERS BEND i .
iInvoices and select the supplier. RN oo, 5000 | A0 Cpay i o323 Recepts $5000
Transfer Money
2005-2023  DEPOSIT 0042957 §9,202.60/| App 003-2023 Receipts §9,202.60
Transaction Rule
COL BPAY to TAX |
20-09-2023  OFFICE ¢ 25,463.00 Find Bill Rule
PAYMENTSPEE - IAS -
BENDIGO EAST |-| =
2005-2023  BOWLING CLUB INC §1,100.00|| Approve | |X EUE ©' 2009-2023  Receipts § 1,100.00
Auditors Iny = epled
19-09-2023 ::Effsr“ District WDEA §3,080.00/| Approve |£| e 19092023 Receits § 3,080.00
Trust Transfer 15-09 ] Rl .
19092023 o §1,100.00(| Approve |||X| ase) | 194092023 Recepts §1,100.00

Remwo/
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Bank Feeds

Select Receive money to cash
code the deposit

Select Receive payment to
match with invoices and select
the customer.

T Manage Bank Accounts il Manage Rules

[l

Get Bank Transactions Account o
Last updated: 21:43 10 October 2023
Search: |§|
Bank Statement $-4,66,221.73 Approve All || Your Transactions
CLOSING BALANCE: 10-10-23 i
Description Withdrawals | Deposits Match ID Mo, Date
10-10-2023 5005411 5 Hanna Accou #0250 Find || e
e
10-10-2023 patp wiTH QUICKFEE ¥ 231.00 Receive Payment -5
L PAMELA LAWRY Kelly Transter Money |
10-10-2023 o Gt ea g §523.00/| App . 10-2023
Transaction Rule |
MRS MANDY JAME .
10-10-2023  STABLEFORD From §220.00(| App Invoice Rule -10-2023
Mandy Stabl
KELLY PARTNERS BEND ™ Rule
10-10-2023 oo $1,155.00/ | Approve |£| [Eue | 10-10-2023
™ Fula
10-10-2023 DEPOSIT 0042997 §5,605.70 | Approve |£| foiag | 10-10-2023
Rule
10-10-2023 BENDIGO VIC §3,520.00/ | Approve |:-:| soag | 10-10-2023
WISE AUSTRALLA PTY : =
09-10-2023 LTD 7005294 INSTRAND §297.00|| Approve |£| soog | 09-10-2023

Display Transg

$-4,81,164.38 $-14

CALCULATED BALANCE ouT o

Mema Withdraw,

Receipts

Receipts
Receipts

Receipts
Receipts

Receipts

Receipts
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o -E |

o Help for this window

Balance: © $ 5,33,830.43
Dated From: | 01-05-2022 To: | 21092023 Update | Fﬂ- Get Statement
Search: |§|
Src ID Mo. Fayee Account Withdrawal Deposit Balance .
e e e T N (S
01-09-2023 KPEE MOMNTHLY IP LICEM: 5-5011 5 10,541.67 5£-5,01,001.21
':: 01-09-2023 cD EFT KPEE MOMNTHLY SOFTWAF 2-4001 ¢ 5,895,358 & -5,06,896,59
01-09-2023 = KELLY PARTMERS LOAM R Split $ 5,152.00 §-5,12,088.59
& 01-05-2023 Co EFT BGL POSTPAY 596352 2-4001 £990.99 5-5,13,073.58
& 01-09-2023 D BT LIME FEE 9-1006 £926.30 5-5,14,005.88
01-09-2023 cD  EFT KPEE-WEEKLY CLEAMIMG 2-4001 £ 400.00 5 -5,14,405.88
% | o oo oo = —_— T = b= L o S ——
Type: |Spend Money Account: | 5plit. .. |
Cheque Mo.: | 141 Tax:
Date: [21-09-2023 [y Job:
Card: Memo:
Amaourt: £0.00
[&E | Fﬂ Use Recurring |
Record | | Cancel

Bank Register

The Bank Register report lists all
transactions for a particular bank

account, which is helps to know about
how we recorded the previous one.
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econcile Accounts | — ” =] ”ﬁ|

EE.:I Print G’ oHelprrthiswindnw
Account: Closing Statement Balance: )
Last Recondled Date:  30-09-2023 Calculated Statement Balance: 3 48,864.93 e < O I . ( I e a
Bank Statement Date: | [EESTEEEE] Out of Balance: $0.00 I
Mark Al Cleared Transactions
ID Mo. Memo Deposits Withdrawals
-IIE-—
" BFT 02-10-2023 CBA Iy 100020638 £ 1,056.00
:;: EFT 02-10-2023 GREGORY BERGER Bas 20416 30 SEP 2023 $ 353.00 » Enter the Bank statement C|OS|ﬂg
& EFT 02-10-2023 MATHEW GIEBOMS TAX GIEED4M 30 SEF 2023 £ 352.00 ba | a n Ce
& EFT 02-10-2023 W and C Super 493800 £6,795.00
& EFT 02-10-2023 WEC 255706999829 7823787305 £33.75
= o .
O ET 02102023 TRANSACTION FEE $27.00 > It Should match with the Calculated
& EFT 03-10-2023 AMDERSEMS TWEED 43983 £ 1,045.00 c
& EFT 03-10-2023 BANK OF QLD INV 10001980 £132.00 ClOSIhg balance and OUt Of balance
hil €3 EFT 03-10-2023 BRIODY TERESA HELEM Tax Preparation and Lo € 275.00 Must be Zero.
|\'¢| Undo F‘.ECDI‘lL‘.i|iEﬁDI‘|| ||_Ll Bank Entry | ||?-1- Get Statement Cleared: $ 25,149.00 $1,842.03
| Recondile | | Cancel /

—
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Petty Cash

Petty cash is a small amount of money kept on < =
hand for small pu rchases or expenses. B2 Print + P, Journal S$=J Register € Help for this window
_l ] De DOSlt mon ev | ntO vo ur Dettv cas h QCccouy nt (@ Pay from Account: |1-111|:| Business Bank Account 1 o | Balance: & £96,792.95
. < < . < () Group with Electronic Payments: ke Tax Indusive
Petty cash is usually started with money s 7 e e S
vvijchd rawn from a savings account. You ayes: Amount: £100.00 g
might withdraw funds from an ATM or over
the Cou nte r One Hundred Dallars and 0 Cents
Memo: | Opening balance for Petty Cash Clearwater Pty Ltd
» Go to the Banking command centre and — — pr—— Job Memo Tax
.
click Spend Money.
» Select the Pay From Account option and
Total Allocated: £100.00
SeleCt you r ba n k aCCou nt Taw: &3 20,00 [ Cheque Already Printed
. Total Paid: £100.00 Remittance Advice Delivery Status:
» Enter details such as date and amount. N — o
> |ﬂ the ACCt NO. ﬂeld Iﬂ the |OW€F pa I’T. Of the [¢E Sa'-.-'E.EnsF'.Ev:Llrri|'|g||||_*':1 Use Recurring /
window, select your petty cash account. [ Record | [ cancel

> Select the N-T Tax/GCST code
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2.Record a petty cash purchase

AR Spend Money

it Print » ©4 Joumnal $=0 Register

[oE Save as F'.En:urring| | &) IUse Recurring

(®) Pay from Account: | 1-1140 Petty Cash & |
() Group with Electronic Payments:
Card: © o
Payee:
Five Dollars and 55 Cents
Memo: |Card purchase - office supplies
Acct Mo, MName Amount Job

Total Allocated:
Tax: &
Total Paid:
Qut of Balance:

55.55
0,50
£3.55
£0.00

(o] ®|mes
eHelp for this window

Balance: & £100.00
Tax Indusive
Cheque Mo.: |1
Date: |23/12/2016 [y
Amount: £5.55
Clearwater Pty Lid
Memao Tax
[ Cheque Already Printed

Remittance Advice Delivery Status:
To be Printed

l Record J| Cancel |

You record petty
cash purchases
in the same way
as other Spend
Money

transactions, just
use the Petty
Cash account

rather than your
bank account.

A\

»Go to the Banking command centre and
click Spend Money.

»Select the Pay From Account option and
select the petty cash account.

» Enter the date and amount, and any other
details you need.

»In the Acct No. field, enter the expense
account.

»In the Amount field, enter the purchase
amount.

» Apply the relevant Tax/GST Code.
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3.Reconcile the petty cash account (optional)

From time to time, you may want to reconcile your petty cash e =8 ol 5>
. . . &l g | .
account to make sure it balances with your cash receipts. il Frn C' 1@ repfortiswindow
» Go to the Banking command centre and click Reconcile Accounts. _—— o T im
c : 28,47
> In the Account field, select the petty cash account. N Calaulated Statement Balance: :
. . Bank Statement Date: | 31/01/2017 Out of Balance: £0.00
> in the Bank Statement Date field, enter the current date.
Mark All Cleared Transactions
» Match the payments in the Reconcile Accounts window with your 0l e Deposits Vithdrawals
p y y n 16122016 Opening balance for Petty Cash _
cash receipts, marking the corresponding transactions off as cleared. O ! B12/016  Card purchase -office supplies $5.55
M O 2 27/12/2016 Card purchase - photocopying £2.00
» Enter the physical cash balance of your petty cash in the Closing ¥ O 3 312/ Card purchase - trade magazine .98
M O 4 05/01/2017 Cash purchase - deaner £55,00
Statement Balance field.
> If the Out of Balance shows $0.00, click Reconcile.
L BankEntry | |[% Get Statement Cleared: $100.00 ¢71.53
Reconcile | | Cancel
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Electronic payments

Electronic payments, or e-payments, are a way of making transactions or paying bills online
or through an electronic medium, without the use of physical checks or cash

If you want to pay straight into your suppliers' and employees' bank accounts you can use a bank file,

Using a bank file

Create a bank file from AccountRight then upload it to your bank for processing.

LRl =]

bank

myob >

employees and suppliers
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Setting up electronic payments for bank files

MYOB can create an electronic file containing payment details which you can upload to your bank for processing.
In Australia, this is known as the ABA file

But first, complete the following setup tasks:

] Record your bank account details

2 Set up an electronic clearing account
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1.To record your bank account detalls

1. Gotothe Accounts command centre and
click Accounts List. The Accounts
List window appears.

2. Select the bank account (thatis, an account
with a Bank or Credit Card account type)
that you want to use for electronic
payments.

3. Click Edit. The Account
Information window appears.

4. Click the Banking tab

5. Enter your bank account details in the fields.

ccount Information

4.1-:" Mew @'_ﬂ Budgets

1-1110  Business Bank Account 1

| Profile || Details

BSE Mumber:

Bank Account Mumber:

Bank Account Mame:

Company Trading Mame:

Electronic Fayment Type

Bank Code:

Direct Entry User ID:

Direct Entry File

Current Balance: £96,792.95

052-001
123456789
CLEARWATER FTY LTD

CLEARWATER. PTY.

: b4 I Create Bank Files [ABA] for This Account
EMH
087176

: [ Indude a Self-Balandng transaction

=)

o Help for this window

Ok | | Cancel /

"
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6. Select| create Bank Files (ABA) for This
Account and enter the electronic payment file
(ABA file) details.

7. Type the three-letter Bank Code that identifies

Check with your bank if unsure.

8. Type the Direct Entry User ID (sometimes
called the APCA ID). This ID is assigned by your
bank when you registered with them to
process Direct Credits.

9. If your bank file requires a self-balancing
transaction, select Include a Self-Balancing
transaction.

10. Click OK to return to the Accounts
List window.

11. Repeat from step 2 for each bank account you

want to make electronic payments from.

your bank, for example, NAB, ANZ, CBA or WBC.

count Information

I'éi.LZﬂ Mew |£f| Budgets

1-1110

| Profile || Details |

Business Bank Account 1

| History |

BSE Mumber:
Bank Account Mumber:
Bank Account Name:

Company Trading MName:

Electronic Payment Type: 41 Create Bank Files [ABA] for This Account
Bank Code:
Direct Entry User ID:

Direct Entry File: [ Indude a Self-Balanding transaction

Current Balance: €

o[- |
oHEIp for this window

$56,792.95

Ok | | Cancel /

—
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2. Set up an electronic clearing account

When you record a transaction you want to pay electronically, the transaction is posted to a temporary holding account. This
type of holding account is called a clearing account or a suspense account. The payment sits in this account until you're ready
to create a payment file to upload to your bank for processing.

ccount Information | = | (=] ”ﬁl ﬁ
. = MNew 1| Budgets Help for this window
» Check your accounts list for an ® = Bude Qe
‘ . 1-1190  Electronic Clearing Account Current Balance: &3 -$39,117.84
account named ‘Electronic -
|m| Details || Banking || History |
Clearing Account O Header Account = TR

(®) Detail Account

(Accounts commmand centre

> Accou nts List) Account Classification: Asset

Account Type: | Bank
Account Mumber: 1- | 1190
Account Mame: | Electronic Clearing Account

Opening Balance: £0.00

(04 || Cancel /

"
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3. To create a clearing account ==l

db New (| Budgets €) Help for this window
1-1190  Electronic Clearing Account Current Balance: © -§39,117.84
If you've checked your accounts list but can't find an electronic R et | carong [ oy |
clearing account, here's how to create it: O Header Account (@ Inactive Account

. . (® Detail Account
1. Go tothe Accounts command centre and click Accounts List.

2. Click the Asset tab. Account Classification: Asset
. Account Type: | Bank
3. Click New.
Account Number:  1- | 1190
4. Set up the account like this example. You can give the account Account Name: [ Bectronic Clearing Account
whatever number you choose to suit your accounts list. Opening Balance: $0.00

5. Click OK to save the account.

0K | | Cancel
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4. To set the clearing account as your linked account for
electronic payments

1. Go tothe Setup menu, choose Linked Accounts and then Accounts & Banking
Accounts. The Accounts & Banking Linked Accounts window appears.

2. Inthe Bank Account for Electronic Payments field, type or select the Electronic
Clearing Account.

3. Click OK.

Making electronic payments with a bank file

 Once you've set up electronic payments, you can pay your suppliers and employees directly into
their bank accounts. You'll do this by creating a bank file from AccountRight, then uploading it to
your bank for processing.

» Electronic bank files contain the payment information for your bank to process, including your
bank details, your payees’ bank details and the amounts you want to pay.
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To prepare an electronic payment file

1. 1. Go to the Banking command centre and click Prepare Electronic Payments. The Prepare Electronic
Payments window appears listing all electronic payments waiting to be processed.

repare Electronic Payments

EE:J Print 2., Journal Bﬁ Bank File

Pay From Account: | 1-1110 Business Bank Account 1

Select Payment by: | All Payment Types

Journal Memo: | Electronic Payment

1D Mo.

Mame

o e |

o Help for this window

Balance: £97,454.49

Payment Mo, : |EPO0D015

Your Bank Statement Text: | PAYMEMNT EPO00015

Bank Processing Date:

I_IEI

Jﬁﬁﬁﬁﬁl

050772015 Alan Long
EF 05/07/2015 Peter Parker
EP 05/07/2015  Sue Smith
EP 05082015 Mary Jones
EP 05082015 &lan Long
EF 05/08/2015 Peter Parker
FD NEinainig Ciia Crnith
Mumber of Payments Induded: 1]

Total Payment Amount:

Fayment Type Amount

Pay Employees £541.85

Pay Employees £329,23 L:]
Fay Employees §1,042.495 [J
Pay Employees $661.54 [
Pay Employees £841.85 [
Pay Employees £329.23 [
D'z Framlrosccc &1 naz a5 [

§0.00 @

Close
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2. In the Pay From Account field, select the account you're paying
from. The banking details of the account you select will be included
INn the file you send to the bank for processing. Need to change this
account? Find out how to record your bank account details.

3. In the Your Bank Statement Text field, enter the text you want
to appear on your bank statement.

4. In the Bank Processing Date field, enter the date you want the

payment to be processed.

5. Click in the select column next to those payments you want to
process.

6. Click Bank File. A window appears, informing you that the
payment will be recorded before the bank file is created.
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7. Click OK. The Save As window appears.

8. Choose where you want to save the bank file. For Australi=
the file extension must be ABA

9. Click Save. The payment information is saved in a file that
you can upload to your bank for processing.

10. If you want to prepare another electronic payment file,
repeat from step 2.

11. Click Cancel to close the Prepare Electronic
Payments window.

To upload a bank file to your bank

The bank file can be uploaded to your bank using your bank's online banking
portal.
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Loans and repayments

You can use AccountRight to record the receipt of a loan and to record the repayments.

To accurately track your loan balance, you'll need to know:

the initial loan amount

‘the value of your repayments, and

‘the repayment breakdown (how much of the repayment reduces

the principal, and how much relates to interest charges).
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1. Create a liability account for the loan

tocount Information

Fq_rrﬁ Mew Budgets

|m| Details | Banking | History |

() Header Account

(@) Detail Account

Account Classification:

Account Type:
Account Mumber: 2 -

Account Name:

Opening Balance:

Liability
Cither Liability
5550

Bank Loan

oo

o Help for this window

Current Balance:

[ Inactive Account

50,00

QK | | Cancel /

You need a liability account to represent the loan.
When the loan is received you'll allocate it to this
account.
1. Gotothe Accounts command centre and
click Accounts List.
2. Click the Liability tab then click New.
3. For the Account Type, choose Other Liability.
4. Specify an Account Number that suits your
account list.
Enter a suitable Account Name.
6. Click OK.
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2. Record the receipt of the loan

teive Money |_|':' ‘E”_lﬁ

When you receive the loan, use a Receive $=] Register £, Journal €) Help for this window

Money transaction to enter it into AccountRight. Here's @® Deposit to Account: | 1-1110 Business Bank Account 1 alance: o
hOW' () Group with Undeposited Funds: bl Tax Indusive
1.  Go to the Banking command centre and Payor: @ e it
Amount Received: EED,DDD.DD Date: | 16/12/2016
CliCk Receive Money Payment Method:

Memo: | Bank loan received

2. Inthe Deposit to field, select the bank account that

. . Acct Mo, MName Amount Job Memo Tax

the loan money was deposited into. o0 [panklom | swowoo| | vt |
3. Inthe Amount Received field, enter the loan

amount.
4. Inthe Acct No. column, select the liability account Total Alocated: $50,000.00

Tan: &0.00

created in the previous task. SN =
5. Inthe Tax/GST column, specify the N-T (No Tax/Not Out of Balance: 200

Reportable) tax/GST COde |@.E| Save as Recurring| Eﬂ Use Recurring
6. Click Record. Record | | Coned

>

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



: Loan repayments can be recorded using Spend
o[- [ ) . .
_ =5 e Money transactions. This allows the loan interest to be
Print + 2., Journal EEP Register oHEIprrthiswindnw
tracked separately. Go to the Banking command centre and
(®) Pay from Account: | 1-1110 Business Bank Account 1 Balance: §96,732.55 CliCk Spend Money
(") Group with Electronic Payments: b Tax Indusive .
1.  Inthe Pay from Account field, select the account you're
Card: & Cheque No.: | 110 .
ate: | 16/12/2015 making the repayment from.
alaz Amount: | $550.00 2. In the Amount field, enter the total value of the
Five Hundred and Fifty Dollars and 0 Cents re pay ment.
M + L t | o o
o Clariater PyLM 3. In the Acct No. column, select the liability account created
Acct Mo, Mame Amount Job Memo Tax .
2-0550 Bank Loan 5500.00 M-T car l Ier.
G0 fEnkChwos | 00| T 4. Inthe Tax/GST column, specify the N-T (No Tax/Not
Reportable) tax/GST code.
Total Alocated: $550.00 5. Specify bank interest/charges on a separate line and use
Tax: 4,55 [J Chegue Already Printed .
Total Paid: £550.00 Remittance Advice Delivery Status: the appllcable taX/GST COde fOr your needs
Out of Balance: $0.00 To be Printed 6. Click Record.
9 save as Recuring| | 2] Use Recurring / As you record loan repayments, the balance of the liability
recard_] (L concel” account will be reduced to reflect a reduction in that liability.
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mand Centre

Sales Tab

5 LT

Purchases Inventory Card File
The Sales command centre is Sales 2 R
where you go to send invoices,
track what you've sold and see who S suinkiicisinnl
OWES you money. 5
Receive Payments
Enter Sales —o
Online Invoice Payments
|
v
Print/Email Statements
o— Print/Email Invoices
Invoice Reminders
|
v €
Transaction Journal o— : Print Receipts
To Do List - Find Transactions @~ Reports - Sent Emails Business Insights -
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Sales Invoice

1. Go tothe Sales command centre and
- Mew Service | = ” =] ”&|
—~1 Print - }I'E' SendTo - __- Journal @ Layout 5?3 Register oHEIpfnrthiswinduw CliCk Enter Sales
Ssks Typer | Invoice 2. Select the customer.
Customer: @ |Bendigo Telco Ltd @  Tems:[&] 0%met 14 & Tax Indusive 3. Ifyou're entering prices that include tax or GST,
Ship to: Invoice No.: | 00000071 Orline payments Select the Tax Inclusive
Date: |21-09-2023 [y | Getsetup | . _ .
N B VIS @D EI 5 65) B At Bt 4. The Invoice No. field shows the next available
Description Account No. Amount Job Tax number for your invoices, quotes and orders. If
you click the Invoice No. field, Auto # appears
to confirm that the number has been
Salesperson: £ & Suhtotal: &0.00
Comment: e Freight anl [T © automatically selected for you.
Ship Via: o Tax: . .
rE O Type or select the invoice date.
Fromised Date: Total Amount: £0,00
6. Enter details of what you're selling, as well
Journal Mema: | Sale; Bendigo Teloo Ltd Paid Today: 80,00
Referral Source: ©|  PaymentMethod: |Cash © [ Detas.. | as headings, subtotals and blank lines. The
Invoice Delivery Status: | To be Printed Balance Due: &0,00 . .
fields that are available depend on the sale type
g [®] Use Recurring | |{|1?F'.Eimburse| alit
and layout you've selected.
el (s 7. Click Record
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Sales Register

Lo B ]

Print G' oHeIpfnrthiswindnw

Register Information

Search By: | All Customers

Dated From: |01-09-2022 Tos | 21-09-2023

Quotes || Orders " Open Inyoices “ Returns & Credits || Closed Invoices |

A\ a T VAN J =
“::l i — “z gk
[ — | -
Accounts Banking Sales Purchases Inventory Card File
Sales (2 E
Receive Payments
Enter Sales —o [ 1y}
Online Invoice Payments
Print/Email Statements
o— Print/Email Invoices
Invoice Reminders
Transaction Journal o— Print Receipts
To Do List - Find Transactions @~ Reports - Sent Emails Business Inj

Invoice Mo, & | Cust PO Mo,

=

Customer

Amount

Amt Due

Status

B T R 5,302 $000/Cosed |

&) 30-09-2022 Q0000020 360 Private Wealth £5,788.15 £0.00 Closed
30-09-2022 00000021 Bendigo Telco Ltd £2,085.66 £0.00 Closed
30-09-2022 00000022 MGR. Accountants Pty Ltd £46,251.11 £0.00 Closed
31-10-2022 Q0000023 Tobin & Mulgueen Pty Ltd £578.53 £878.53 Open

31-10-2022 00000024 Mulqueen Finance Pty Ltd &£373.53 £0.00 Closed
31-10-2022 00000025 360 Private Wealth 5§5,016.89 £0.00 Closed
31-10-2022 Q0000025 Bendigo Telco Ltd £2,539.87 £0.00 Closed
31-10-2022 Q0000027 MGR Accountants Pty Lid £30,529.96 £0.00 Closed
24-11-2022 00000025 360 Private Wealth £493.90 £0.00 Closed
30-11-2022 00000029 Bendigo Teloo Ltd £1,343.13 £0.00 Closed
30-11-2022 00000030 360 Private Wealth £5,338.67 £0.00 Closed
30-11-2022 Q0000031 MER Accountants Pty Ltd £23,018.584 £0.00 Closed
31-12-2022 Q0000032 MGR Accountants Pty Ltd £14,952.82 £0.00 Closed

| Mew Sale | [ Clns;/

To know about the Sales history, click sales register and select the specified date to know

about the open and closed invoices
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Purchase Tab

The Purchases commmand centre is
where you record the things you

buy, and track the money you owe.

r— ZaN as /N =
:] g — f: ’H
Accounts Banking Sales Purchases Inventory

Purchases

Pay Bills o—

O

Prepare Electronic
Payments

Print Cheques

6

Print/Email Remittance 0
Advices

To Do List - Find Transactions |~

Purchases Register

O

Enter Purchases

|
v

Print/Email Purchase
Orders

|
O

Transaction Journal

o—

Reports - Sent Emails

&)

Card File

o Help -

In Tray

Business Insights -
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rchase |Invoice

/(@lew Service

AN
Inm

U
[

Accounts Banking Sales Purchases Inventory Card File
Purchases € rr -
Purchases Register
|
Pay Bills o— Enter Purchases o— In Tray
|
Prepare Electronic o
B R Print/Email Purchase
Orders
Print Cheques
| |
Print/Email Remittance .
Advices o Transaction Journal
To Do List - Find Transactions @~ Reports - Sent Emails Business Insights -
/

w EHy &

Print - }El Send To - f__—| lournal

Purchases Type: | Bil

Supplier: Access

Layout

53 Register Eghttachments

Terms: |i§3| 0% 1st Net 30th after EOM

ship to:

Purchase Mo.:

Supplier Inv Mo.:

Description

Comment:
Ship Via:
Promised Date:

Journal Memo: |Purchase; Access

Bill Delivery Status: |To be Printed

'E—"-.'—:— e a5 Recurring mUseRemrring

it

Account Mo, Amount

Subtotal:
Freight:
Tax:

Total Amount:

Paid Today:

Balance Due:

Q0001254

[ e |

o Help for this window

Tax Indusive

Date: |22-09-2023 [y

Jab Tax

$0.00
$0.00 GST
0.00
$0.00
$0.00
$0.00

Record || Cancel

—

To create a Purchase invoice, click Enter Purchase and select the supplier and
enter the details
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s - Mew Service | = | (= ”ﬁ_l

[
1 Print - }El SendTo = 4. Journal Layout EEP Register oHEIpfnrthiswindnw < red I l N O l e

Sales Typ2t | Invoice
Customer: A-7 Stationery Supplies Terms: 5% 1st Met 30th after EQOM bl Tax Indusive
S o 2 Sty Sl e * Goto the Sales command Centre and
Earl;u;glfurd NSW 2056 Date: |09/01/2017 click Enter Sales. The Sales window
appears.
Description Account No. Tax v Enter the customer detalils.

-
“ In the Description column, enter a

description of the credit for your

Salesperson: £ cubtotal: -£230.00 reco rd S.
Comment: |We appredate your business, Freight: S0.00 GST 0:0 | N t h e Accou nt COl um n’ seée | eCt t h e G I_
Ship Via: |Freight Tax: -£20,91
Promised Date: Total Amount: -£230.00 R COd <. .
% In the Amount field, type the amount of
Journal Memo: | Sale; A-Z Stationery Supplies Paid Today: 20,00 t h e C red It a S a neg ative a mo u nt.
Referral Source: Payment Method: | Cash
Invoice Delivery Status: | To be Printed Balance Due: -£230.00
|@|E| Sawve as Recurring | | Eﬂ IIse Recurring | |{|ﬁi' Reimburse | |ﬁ Spell | /

Record ]| Can::el/
/
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Purchase History

Register
Print

i : 1< g =
[ I 2 @ H &
=
| — -
Accounts Banking Sales Purchases Inventory Card File
Purchases © = -
Purchases Register
|
Pay Bills o— Enter Purchases o— In Tray i
|
Prepare Electronic O
Fayments Print/Email Purchase
Orders
Print Chegues
© 5
Print/Email Remittance _
Advices o Transaction Journal
To Do List - Find Transactions |~ Reports - Sent Emails Business Insights | -

search By:

all Suppliers

Dated From: |01-09-2022 To: |22-09-2023

=

o] B |

G' o Help for this window

09-08-2023
01-07-2023
03-07-2023
12-07-2023
053-08-2023
31-07-2023
31-08-2023
01-08-2023
20-07-2023

DO0O0CCOCCOO O ORY

01-08-2023

& | PO Ma.

-Aug 23
Jo72023
Jo7(2023
Jo72023
Q0000425
Q0000739
Q0000933
Q0001237
Q0003
Q0004

& | Supplier Inv ...

Donation - Aug .
01f07/2023
08/07/2023
12/07/2023
Q0000425
Q0000739
Qoo00933
INVOD218646
Qa0a03

a0a04

Supplier
Carla Eade (Reimb)

Griffith Prostate Cancer Suppaort Gn

Mavjot Kaur-(Reimb)

Renae Moseley - (Reimb)
Uleng Property Trust

Riverina Removals and Storage
J&J Security

J&J Security

Employmenthero

PinnadeHPC Accountants
PinnadeHPC Accountants

Amount

£250.,00
£102.17
£45,00
£167,243.82
£1,650.00
£234.30
£255,20
-§1,115.40
§22,242,79
£770.00

Amt Due

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Status

Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed

(I O S O e o O o )

Mew Purchase | [

Close

To list all your purchase transactions for one or all suppliers and for a

selected date range.
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Card File

»Card can be created for
the individuals and
businesses you deal with.

»They can be
for customers, suppliers
or employees.

= = |[=]
2 Mew " Edit G Print ' @) Help for this window
| All Cards= | Customer || Supplier || Employee || Perzonal |
Search: || |g| | Customise | | Group | | Filter | |_"E Advanced | ) Show Inactive
Mame Card ID Phone Mo. 1 Type Current Balance Cwerdue ABM (SL

Aa Win I/bnd Supplier $0.00 $0.00

&4 Access M™one Supplier S 0.00 50,00 400

& AccessOffshoring Tone Supplier £0.00 £0.00

Accountancy Insurance T™one Supplier S 0.00 S 0.00

Adzuna Australia Pty Ltd *Mone Supplier £0.00 £0.00 651

Agdata Holdings Pty Ltd - DD ™one Supplier S 0,00 S 0,00

& Airport Retail Enterpr Supplier £0.00 £0.00

Ampol Leeton Supplier £0.00 £0.00

AOM Insurance Tone Supplier £0.00 50,00

ASIC - Bpay Tone Supplier 0,00 S 0,00

136 Cards
|'E'- Mew Log Entry | | f Letter | |'E' Log | |E-=_E+' Combine Cards | |E&_E,-:- Synchronise Cards
[ Cloze
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o create a contact

nformation

*Mane

= Mew Et} Attachments

AVG DAYS TO PAY

Card Type:
Designation:

MName:

Location:

Address:

Suburhy/City:
State:

Country:

Customer @

Customer
Supplier
Employes
Personal

Address 1: Bill Ta

Postcode:

|| Card Details || Selling Details || Fayment Details || Contact Log || Jobs || History |

Card ID:

Phone Ma, 1
Phone Ma, 2
Phone Mo, 3
Fax:

Emiail:
Website:
Salutation:

Contact:

L= [ |meSm]
oHeIp for this window

$ 0.00 $ 0.00
BALANCE OVERDUE

[ Inactive Card

Tone

Ok | | Canr_e/

Necessary Details to Record:

1. For Supplier:

ABN
Bank details (BSB no., Acc. No.)
Contact details ( email address, Phone no., Address)

2. For Customer

Bank details (BSB no., Acc. No.)
Contact details ( email address, Phone no., Address)

3. For Employees

Bank details (BSB no., Acc. No.)
Contact details ( email address, Phone no., Address)
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Paying your employees

Set up employees

1.Go to the Card File coommand centre and

click Cards List. The Cards List window appears.
2.Click the Employee tab.

3.Click New.

4 Enter the employee's name and email address.

5I1f you know it, enter the employee's mobile number.
6.Choose the employee’'s Employment Basis.

7.Click Continue. A new card is created from the
employee.

8.Enter the employee's address.

9.(Optional) If you want to assign a code to identify the
employee, enter one in the Card ID field.

10.Click OK to save the card.

nfarmation

*None

: Mew Ei! Attachments

SMITH, JOHN

Card Type:
Designation:
Last Name:
First Mame:
Location:

Address:

Suburb,/City:
State:

Country:

Employee ID:

Individual
Smith

John

Address 1

123 Main Street

Melbaurne

VIC Postcode: | 3001

Australia

(Erprint | [ Letter | [ Emal | | (D website

|| Card Details || Payroll Details || Payment Details || Contact Log || History |

Card ID:

Phone No. 1:
Phone No. 2:
Phone No. 3:
Fa:

Email:
Website:
Salutation:

=)

o Help for this window

[ Inactive Card

Tone

0402123321

john.smith@example. com
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Enter Employee Payroll Information

To enter payroll information

1.Click the Employee tab and then click the zoom arrow next to the
employee card you want to enter details for.

The Card Information window appears.

2.Click the Payroll Details tab. This window is divided into a number
of subsections.

3.Click a tab on the left of the window to enter payroll details.

» To enter wage information

» To enter superannuation information

» To enter entitlement, deduction and expense information

» To enter tax information

nformation

EMPO00D2

New E} Attachments Reset to Original Amount

LONG, ALAN

Create New Payroll Category

- Trotte-rearrtetate, [ TN Payment Detais | Contact Log | History |

‘ Personal Details

Wages

Superannuation

Entilements

Deductions

Employer Expenses

Taxes

Standard Pay

Pay History

Time Biling

Cate of Birth:
Caloulated Age:

Gender:

Start Date:

Termination Date:

Employment Basis:

Employment Categary:

Employment Classification:

Pay Slip Delivery:

Fay Slip Email:

4/05/1987
34

Male
1/03/2015
Full Time
Permanent

To be Printed and Emailed

Al@aal.com.au

B )

o Help for this window

E @
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Inventory

The Inventory commmand centre is a
powerful tool that allows you to

track the value of the items you buy,
sell and build.

To create an item

1. Goto the lnventory command centre and

click Items List. The Items List window appears.

2. Click New. The Item Information window appears.

3. Inthe Item Number field, type a unique identifier
and press Tab.

4. |In the Name field, type the name of the new item.

m Information

%NEW

100  Cooler Large

IBEELLN| ttem Details | Buying Details | Seling Details || History | Auto-Buid

=)

o Help for this window

[tem Mumber: | 100 [ Inactive Ttem
Mame: | Cooler Large Quantity On Hand: &) G
Current Value: &3 £2,077.96
Average Cost: 5346, 3267
Committed: ]
On Order: &3 0
Available: &3 B
b1 Buy This Item Cost of Sales Account: 5-1100 Equipment &
b T sell This Ttem Income Account for Tracking Sales: 4-1300 Sales - Water Coaler &
b4 I Inventory This Item Asset Account for Item Inventory: & | 1-1400 Inventory o
||._::_“I Copy From | |ii:i-‘i:'r Spell
0K, | | Cancel /
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5. Click the Buying Details tab and enter your buying details. E

A. Type the Standard Cost of the item.

B. Type the unit of measure

C. If you track on-hand quantities and values for this item, type
the number of items that comprise a single buying unit.

D. Enter the restocking information:

o Type the minimum level of this item you want to keep in your
iInventory. When the quantity drops below this level, a re-order
reminder appears in the To Do List.

 Enter the supplier from whom you usually re-order this item.

« Type the supplier's number for the item.

 Enter are-order quantity for the item.

E. Choose the tax or GST code you want to use when you

purchase this item

ESH SR 553

AR [tem Information
lﬂ%‘ Mew ol-elp for this window
100  Cooler Large

| Profile || [tem Details || Seling Details || History || Auto-Build || Locations

Last Purchase Price: §0.00| Induding Tax Tax Code When Bought &) |GST (Goods & Services Tax) &
A Standard Cost: $0.00
B Buying Unit of Measure:
{:—— Mumber of Items per Buying Unit: 1
Optional Restocking Information for the To Do List

Minimum Level for Restocking Alert: 0

D Primary Supplier for Reorders: &) | Clear & Bright Filters &
Supplier Item Mumber:
Default Reorder Quantity: 0

0K | | Cancel
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o.If you sell this item, click the Selling Details tab and enter your selling details.

A. Type the retail price of one selling unit.

B. Type the selling unit of the item (such as ‘each’
or ‘unit’)

C. If you track on-hand quantities and values for
this item, type the number of items that
comprise a single unit in this field.

D. You can set pricing levels for different kinds of
customers.

E. Select the tax or GST code you want to use when
you sell this item. You can override the code on
Invoices.

F. If the prices on the Selling Details tab are tax or
GST inclusive, select the Prices are Tax
Inclusive, If the prices are exclusive of tax or

GST, deselect this option.

AR [temn Information | = || =] ||ﬁ|
f%r_ﬁ Mew oHEIprrthiswindnw
100 Cooler Large
| Profile || Item Details || Buying Details | History || Auto-Build || Locations
A . .
Base Selling Price: £520.00 Tax Code When Sold &2 | GST (Goods & Services Tax) o
& Seling Unit of Measure: 1 Indusive/Exdusive: [ Prices are Tax Indusive
{:— Mumber of Ttems per Selling Uinit: 1 | Calculate Sales Tax on: | Actual Selling Price
Quantity Over: a. Over 9 Over 0
Level A: £420.00
Level B: $178.98 $442.00
D
Level C: £520.00 £520.00
Level D: $520.00 $520.00
Level E: £520.00 £520.00
Level F: §520.00 §520.00
||__;-1 Copy Fraom
K | | Cancel
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To View F

eports

Eﬂﬂﬂu nts >

Banking

GST [ Sales Tax

Sales

Purchases

Inventory

Card

My Custom Reports

Select Report
* Accounts

Acoounts List [Summary]
Accounts List [Detail]

Account Transactions [Accrual]
Account History

General Ledger [Summary]
General Ledger [Detail]

Trial Balance

Linked Accounts

= Balance Sheet

Balance Sheet

Balance Sheet [Multi-Period]
Balance Sheet [Multi-Period Budget]
Balance Sheet [Last Year Analysis]
Balance Sheet [Budget Analysis]

= Profit & Loss

Profit & Loss Statement

Profit & Loss [Multi-Period]

Profit & Loss [Multi-Period Budget]
Profit & Loss [With Year to Date]
Profit & Loss [With Last Year]

eports

| Accounts

GST [ Sales Tax

Sales

Purchases

Inventory

Card

My Custom Reports

Select Report

= Cheques and Deposits
Bank Register
Bank Deposit Slip
Undeposited Funds
Electronic Payments Register
Unprocessed Electronic Payments
Reconcdliation Report

Statement of Cash Flow

= Transaction Journals

Cash Disbursements
Cash Receipts

* Recurring Transactions

Recurring Cheques
Recurring Deposits
Recurring Transaction List

* To Do List

To Do List - Recurring Transactions

nanclal Reports,

eports

Accounts

Banking

GST [/ Sales Tax

‘ Sales )

Purchases

Inventory

Card

My Custom Reports

Select Report
~ Receivables
Aged Receivables [Summary]
Aged Receivahles [Detail]
Receivables Recondliation [Summary]
Receivables Recondiliation [Detail]
Receivables With Tax

* Ttem

Sales [Tkem Summary]

Sales [Item Detail]

Analyse Sales [Ttem]

Analyse 5ales [Ttem - FY Comparison]
Analyse Sales [Item Multi-Period]

= Online invoice payments

View Reports

* Customer

Sales [Customer Summary]

Sales [Customer Detail]

Sales History by Customer

Analyse 5ales [Customer]

Analyse Sales [Customer - FY Comparison
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The End
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