CHAPTER 1

MYOB AccountRight Version 19 - Module 1

MYOB ACCOUNTRIGHT ORIENTATION

i : INFOcus

A few moments of familiarisation are important with any new
computer application that you are about to use. This is especially so
for accounting packages such as MYOB’s AccountRight.

Even though you may be familiar with standard word processing or
spreadsheet packages, accounting packages are more specialised
and therefore quirky and a good grounding in the basics doesn’t go
astray. So let’s see how to get around in AccountRight data files
and how to extract some essential business information.

In this session you will:

v'gain an understanding of what MYOB AccountRight
does

v/ gain an understanding of how AccountRight is started
and what happens at start up

v learn how to start AccountRight

gain an understanding of the AccountRight data file
screen

gain an understanding of the Command Centre
learn how to navigate in a Command Centre
learn how to access the flowchart options

gain an understanding of finding transactions in
AccountRight

learn how to find a past transaction by account
learn how to find past cash sales

v'learn how to display a balance sheet report in
AccountRight

v' learn how to display a profit and loss report in
AccountRight

v learn how to use the Business Insights feature

v'gain an understanding of how to secure the company
data file

v learn how to exit from AccountRight

v/ gain an understanding of some other important tips when
using AccountRight.
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MYOB AccountRight Version 19 - Module 1

AN MYOB ACCOUNTRIGHT OVERVIEW

We all know the old MYOB acronym of Mind rather than Mind Your Own Business, MYOB
Your Own Business. Rather than mind its should really be Manage Your Own Business and
business, every company or organisation should AccountRight is designed to help you to do just
strive to properly manage its business affairs. So, that.

0 What MYOB’s AccountRight Can Do For You
In simple terms, AccountRight allows you to computerise:

e the bookwork required to account for your business finances in the form of income and
expenses

your invoicing

the inventory of your business

your GST obligations

and, depending upon the edition that you are using, the payroll system and time billing for
your business.

In the process of doing this it translates all of the transactions into journal entries so that you can
easily produce those balance sheets and profit and loss statements that will make your
accountant happy.

Q An Electronic Bookkeeping System

In essence, AccountRight is simply an electronic bookkeeping system. While bookkeeping may
not be your cup of tea, any smart business operator will appreciate the value of keeping the
books up to date.

For example, if your books are current you can find out:

¢ which customers have outstanding balances that are overdue

e the last invoice for Joe Smith and his current balance

¢ how many widgets you purchased last month

e how much tax you need to pay to the taxman

e what your assets and liabilities are and how much you can commit to that corporate

takeover that you are planning

e and a great deal more information.
AccountRight helps you to keep your company financials current and allows you to electronically
create and manage your accounting records. When this is done you will have instant access to all
sorts of important information for your business. Not only that, but with proper accounting records
you will be saved literally days of work at the end of the financial year.

e MYOB (the company) and AccountRight (the software)
MYOB (the company) actually has several accounting products including AccountRight (for
Microsoft Windows), AccountEdge (for the Mac), and a couple of simplified accounting products
called Justinvoices and BusinessBasics.
AccountRight by far accounts for the majority of MYOB’s sales. There are several editions of
AccountRight including AccountRight Standard, AccountRight Plus, AccountRight Premier,
and AccountRight Enterprise. The main difference between them is what features they include
(obviously Plus will have more than Standard) and how many users can access the software at
any time.
This courseware uses MYOB AccountRight Plus Version 19 as its basis but you can perform
most of things covered here in any edition of AccountRight and most in any edition of
AccountEdge (with some minor adjustment given the difference between Microsoft Windows and
the Mac operating systems).

And, by the way, there never was an AccountRight Version 18 — it used to simply be known as
MYOB Accounting Version 18.
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MYOB AccountRight Version 19 - Module 1

WHEN ACCOUNTRIGHT IS STARTED

The MYOB AccountRight editions are all word processing and spreadsheet applications
Microsoft Windows-based applications. As such (well aimost). There are some differences,
they can be started using the same techniques however, that you should be aware of that take
as other Windows-based applications such as place when AccountRight is started.

o Starting AccountRight in Windows

If AccountRight has been installed in Microsoft Windows using the default settings of the
installation program it will be located in a folder named according to its edition and version: e.g.
Standard19, Plus19, Premier19, or Enterprisel9. If you are using the Student Edition of
AccountRight it will be installed in a folder named as above but with an ED ending: e.g.
Plus19ED, Premier19ED.

AccountRight can be started in Microsoft Windows in a couple of ways. You can start it by:

e clicking on the Windows button and locating the appropriate AccountRight option on
the Start menu

e double-clicking on the Desktop icon that AccountRight has placed on your Windows
Desktop during installation

e AccountRight Doesn’t Have File Associations

Virtually all other applications on your computer (e.g. word processing, spreadsheet, etc) can be
started by double clicking on a data file. This occurs because the data files for these applications
have been associated with the specific application.

When AccountRight is installed it does not create file associations. Therefore when you double
click on an AccountRight data file nothing will happen. If you want to start AccountRight by
double clicking on a data file you will need to use Windows and create the association manually
(this is done in our courseware title MYOB AccountRight 19 - Module 2).

e When AccountRight Starts...

When you first enter AccountRight you will be greeted with the Welcome to MYOB
AccountRight... window. This window is like a gateway to AccountRight. From here you will
usually enter the full AccountRight program. All of your data in AccountRight is stored in one
company file — you'll learn more about this later.

y%eecgmpany file

Create

a new company file

1] Expl
mggarc:;gcompany

bk s Hew AccountRight Plus v19

Exit 2
AccountRight Plus MYO B

To do anything worthwhile in AccountRight you specify a company file to work with.

When you nominate a company file to work with AccountRight will prompt you for user
identification and a password. The user identification and password serve two purposes: they
allow you to stop unauthorised access to the data, and they allow AccountRight to keep a track
of who has done what to the data.

You can keep user identification very simple (as we will do in the ensuing exercise) or make it
quite elaborate — this is best done when you are more familiar with how AccountRight operates.
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MYOB AccountRight Version 19 - Module 1

STARTING ACCOUNTRIGHT

You can use virtually any standard way Microsoft the easiest and no-brainer way is to use the
Windows offers for starting AccountRight with Windows Start Menu to locate and start the
the exception of double-clicking a data file — AccountRight application, usually from the All
unless file associations have been set. However, Programs sub menu.

Try This Yourself:

Ensure that your computer is
switched on and that Windows has
started...

Click on the Windows [Start] button
(it is at the bottom left of the screen)

Click on All Programs (or Programs
depending on the Windows version
you are using). Click on MYOB
AccountRight Plus v19 ED

MYOB distinguishes its Education and
Student editions from the retail edition by
adding the letters ED after the name of
the program in the Windows Start menu.
In the exercise to the left we have used
the naming convention for the Education
and Student editions of MYOB. The full
retail version does not have the letters
ED after the program name...

Click on + MYOB AccountRight v19
ED + to see the Welcome... screen

iv| Explore
Click on the sample company | tg start the

sample company file and display the
Sign on box

You will now need to identify yourself
to AccountRight. You can be very
elaborate with User IDs and also
issue a password but we'll forgo this
until later...

Leave the default User ID as
Administrator and click on [OK] to
see the AccountRight data file screen

| McAfee Security Scan
J Microsoft Developer Netwaork
J Microsoft Office
J Microsoft Office Live Add-in
| Microsoft Silverlight Documents
J Microsoft SQL Server 2005
| Microsoft Visual Studio 2008 Pictures
| Microsoft Windows SDK v6.0A
J Mogzilla Firefox
J MYOE Accounting Plus v18
, MYOB AccountRight Ei ise v19 ED
. MYOB AccountRight Rlus v19 ED
+ MYOB AccountHight Plus v19 ED -
E MYOB AccountRight Plus v19 ED Tu
@ What's New in thiz Release
1. MYOE Tools
i NCH Software Suite
J Picasa3 Default Programs
L PD{ELA
J Process Hacker Help and Support
0 QuickTime
1) RegCure
J Rq
. SharePoint

4

Music

Games

== = = e

Computer

Control Panel

Devices and Printers

| Search programs and files

a

Enter your Uszer ID and P

IF thiiz iz the first tirme wou are opening vour file since upgrading. please type
“Administrator in the User |D field and enter pour master pazzword if pou
hawe one.

Uszer ID:

Pagsword: |

?v Lhange Password Cancel
Help F1

For Your Reference...
To start AccountRight:

1.
2.

Click on the Windows [Start] button

Click on All Programs and then on MYOB

AccountRight Plus v19 ED

. Click on + MYOB AccountRight v19 ED +

Handy to Know...

e The Clearwater sample file is supplied in
AccountRight and is continually updated by
MYOB. You may see some variation on the
screen to the values shown in this guide. Do
not be too worried about this — the aim of this
session is to provide you with a basic
orientation of the features of AccountRight.
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MYOB AccountRight Version 19 - Module 1

THE ACCOUNTRIGHT SCREEN

When you choose the Open, Create, or Explore for a company is stored in one data file and only
options from the Welcome screen you will one data file can be presented on the screen at a
ultimately be presented with the AccountRight time. This data file is sometimes also referred to as
data file screen. In AccountRight all of the data the company file.
L R i
Edit Lists Command Centres Setup Reports Window Services Help - Menu Bar
Command
Print Payment Summaries Centre
g Prepare Electronic Payments -, !7 Pay Liahilties
....... BrintPaycheques <t ....... Pay Superannuation
@ ‘ -
FrinyEmail Pay Slips <o \@'
ToDolist = Find Transactions
oo Joeww Status Bar

Basically, the screen is comprised of three main areas: the menu bar, the Command Centre, and the
status bar. The menu bar, which appears towards the top of the screen, provides you with commands and
consists of nine options presented horizontally across the top of the screen. Each of these options has a
pull-down menu which contains commands.

The various menu bar options perform the following operations:
File allows you to save your data, open other data files, and import and export data. In
general it allows you to store and retrieve the files that contain your data

Edit allows you to change, copy, delete, and move data around the data file in which you are
currently working or into other files

Lists provides access to the various lists available in AccountRight including tax codes,
shipping methods, inventory items, and more

Command Centres provides you with alternatives to the Command Centre window icons that appear in the
central part of the AccountRight screen — you'll learn more about this area soon

Setup allows you to setup and configure the current data file that is open on the screen. You
can load new tax tables, specify opening balances, change the system defaults, and
more

Reports provides access to a number of predefined reports and allows you to customise report
layouts

Window allows you to work with multiple windows (boxes) on the screen and to rearrange them
as required

Services provides access to a number of services, such as web hosting, M-powered features,
etc., offered by MYOB

Help provides access to help for AccountRight

The status bar, which appears towards the bottom of the screen, provides incidental instructions and
information about AccountRight. In the screen above an instruction for obtaining help appears at the left of
the status bar, and the system name of the file that you are working with appears at the right.
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THE COMMAND CENTRE

The Command Centre is where all of the action Purchases, Inventory, Card File, Time Billing
takes place. The Command Centre provides and Payroll. Each command centre consists of a
access to the main modules of AccountRight. series of commands on a flowchart.

These modules are Accounts, Banking, Sales,

ACCOUNTS 2|
) Wi o
Time Billing Purchazes Inventony Caid File
@ BASlink
& .. Company Data Auditor
Transfer Money Record Joumal Entryg - e
P ! e+ Business Insights
: p -
Teereraisiriaieniiainans @ Transaction Jgurnal @
ToDolList » Find Transactions Reports » Analysis v+ —1—— Ultilities

Flow Chart — this changes depending upon the icon in
the Icon Bar that is currently selected

The Parts of the Command Centre

The Command Centre provides visual alternatives for performing most of the operations that
can also be found in the menus. Essentially, the Command Centre is broken into three main

areas:
e jcon bar
e flow chart
e utilities

The icon bar provides access to operations that have been classified thematically. For example,
if you click on the Banking icon you will be able to perform actions applicable to banking such as
spending money, reconciling accounts, bank deposits and the like.

A flow chart of operations appears below the icon bar. Each icon on the icon bar has its own
flowchart and special series of operations. For example, the Sales icon presents with a flowchart
that contains operations such as entering sales, receiving payments, printing statements, and the
like.

At the bottom of the Command Centre you'll find the utilities section which provides tools
allowing you to:

see what tasks need to be done (To Do List)

search for invoices or payments or customers (Find Transactions)
analyse sales or purchases (Analysis)

produce reports (Reports).
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NAVIGATING THE COMMAND CENTRE

The whole key to how AccountRight works rests
in understanding the Command Centre. The
Command Centre is divided into 6 or 8 modules
depending upon which version of AccountRight

you are using. You can navigate your way through
the Command Centre by clicking on the icons,
using the Command Centres menu on the menu
bar, or by keyboard shortcuts.

Try This Yourself:

Before starting this exercise
ensure that the sample
Clearwater data file is
open...

Open File

We'll begin by using the
icons...

Click on the [Accounts]
icon to see the Accounts

Clicking on this icon
will display the
Accounts flow chart

ACCOUNTS

Sales Purchases Inventary Caid File

Time Billing

flowchart. Repeat this step
and click on the other icons

Next, we'll use the menu

ceseaneeanees Aronunts List @ BASlink

.. Company Data Auditor

L4
Transfer Money Record Journal Entiy ----- s
System. oo : L e Business Insights
¢
9 Select Command Centres | | | ... o Transachon Jouma 3
on the menu at the top of
the screen to dISplay a pu” TaDaList + Find Transactions w Reports w Analysis

down menu of options, then
select Banking >
Command Centre to

AccountRight Plus

h X

File Edit Lists | C

display the Banking

Centres | Setup Reports  Window Services Help

flowchart

Select Command Centres
> Purchases > Command
Centre to display the
Purchases flowchart

And finally, keyboard
shortcuts...

Hold down the [ct1] key and
press 1 to display the
Accounts flow chart again

Hold down the [ct1] key and
press the numbers 2
through 8 to see the other
flowcharts

Accounts 3
Banking
Sales

Ctrl+2
Ctrl+H
Ctrl+D

Command Centre

Spend Money
Time Billing Receive Money
Purchases Reconcile Accounts
Payroll Prepare Bank Deposit
Inventory

Card File

Print Cheques

*r vy v v v v | ¥

Prepare Electronic Payments
Print or Email Remittance Advices

Transaction Journal

Bank Register Ctrl+K
M-Powered Services Centre

To Do List
Cash Flow Waorksheet

Ctrl+T

Find Transactions Ctrl+¥

For Your Reference...
To navigate the command centres you can:
1. Click on the icon (e.g. Accounts), or
2. Select Command Centres > [Centre] >
Command Centre, or
Hold down the @ key and press the
numbers 1 through 8

3.

Handy to Know...

Just like starting AccountRight there are
umpteen different ways that you can
navigate the Command Centre. Which is
right? Which is the best? None of them —
choose the technique that you are the most
comfortable with.

© Watsonia Publishing

Page 7

MYOB AccountRight Orientation



MYOB AccountRight Version 19 - Module 1

USING THE COMMAND CENTRE

Each Command Centre module displays a flow
chart of operations. Each operation is
represented by a command on the flow chart —
Spend Money, Receive Payments, Enter

Purchases, Enter Sales, and the like. You can
access these by clicking on them, through the
menu system, and also using keyboard shortcuts
where available.

Try This Yourself:

Before starting this exercise
ensure that the sample
Clearwater data file is
open...

Open File

= ¢

We'll begin by using the
mouse...

Click on the [Card File]

-
nan

Ansounts

Clicking on this
icon will display
the Card File
flow chart

CARD FILE

Banking Sales Time Biling Phichases

Inwentony

icon to see the Card File
command centre flowchart.
Click on Cards List on the
flow chart to display the
Cards List dialog box

Click on [Close] to close
the dialog box

Next, we'll use the menu
system...

Select Command Centres
> Card File > Cards List to
view the Cards List dialog
box again

Click on [Close] to close
the dialog box

And finally, keyboard
shortcuts...

Hold down the [Ctrl] key

Contact Log

L2
Print Mailing Labels

@

All Cards l [ Cystomer l [ Supplier ] ( Empluyes/ l [ Persona l
7
/

Search by [Last Name/Co. Name [ [ Q ad p

#Found: [ 24 e

CLI5 000001 02 3 35 Customer 41,7
& Cameron, James CUS000002 03 9546 2465 Customer $2.067.60
o Cash Purchaszes SUPPO00OO1 Supplier $0.00
& Cash Sales CUS000003 Customer -$269.50
o Chelsea Mosset CUS000003 02 4328 2072 Custommer -$162 50
o Clear & Bright Filters SUPPOOO0OZ 02 6542 7873 Supplier $531.51
o Curbyps Super Stands SUPPOOO0OO3 0298591 8911 Supplier $825.00
o Davig, Chriz CUS000004 039567 3453 Customer $240.00
o Footlnose Dance Studio CUS 000005 02 3387 GEBS Custommer $677.97
= Huston & Huston Packaging SUPPO0OOO4 0299591752 Supplier $335.20
&> Island Way Motel CUS000008 0243845623 Customer $2,951.83
o Jones, Mary ERPOO0OOT 02 9854 2484 Employes
o Leisure Landscape Mursery CLS000007 029387 8331 Custamer $699.00
o Long, Alan EMPO0002 0298956455 Employee LI
@ Aclions
7 |
7. = LE
Help F1 Print New Close

and press F to display the
Cards List dialog box
again

Press to close the
dialog box again

© 6 6 o o

The Cards List dialog box, like so many others in AccountRight,
has tabs across the top. Each tab presents a different set of data
that you can work with. We won't do anything special with the
dialog box at this point other than to study it a little. Notice,
however, that it does have special buttons for printing, creating a
log, creating new data and issuing letters...

For Your Reference...

You can access a flowchart option by:
1. Clicking on the option with the mouse, or
2. Using the menu system, or
3. Using a keyboard shortcut

Handy to Know...

This time we'll stick our necks out and say
that we find clicking on the flow chart
operations to be the most effective technique
— it's a no-brainer activity where you don't
have to remember exactly where an option
is.
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I wonder how much the rent has cost us in the
last six months? | wonder how much business
we've done with straight cash sales this month?
These are enquiries not unlike those that many

MYOB AccountRight Version 19 - Module 1

FINDING ACCOUNTRIGHT TRANSACTIONS

businesses need to make almost on a daily basis.
AccountRight has a special Find Transactions
feature which allows you to make the relevant
enquiry of the data that has been entered into it.

What Are Transactions?

The whole purpose of bookkeeping is to have you enter the details for all of the money your
business receives and all of the money that is spent. With this information recorded a good
bookkeeping system will then be able to tell you what financial state your business is in.

These details are normally entered into a general ledger whenever you buy something, sell
something, pay a bill, or whatever. To help better analyse the business these transactions are then
posted to accounts which help track where the money has been made or spent. For example, when
you pay a telephone bill the transaction is entered into the general ledger, and then the relevant
details are posted to several accounts, one of which will be the telephone account. At any stage you
can then look up the account register for telephones and see how much you've spent.

The good news is that AccountRight does all of the hard work for you. For example, when you
receive a bill you enter it into AccountRight and the correct amounts are automatically placed into
the general ledger and relevant accounts.

Finding Those Past Transactions

There will be times when you want to review past transactions, or perhaps see how much you've
spent on telephones in the last 3 months. AccountRight has a special Find Transactions feature
which allows you to do this. There are several steps involved in this process.

Step 1

The first step involves selecting the appropriate
account. For example, if you want to see your
telephone transactions you would nominate the

ra ™
Select from List -
| Look for: | 6-2190
BE-2170  Postage Expensze ;I
inti Expense

‘Wages & Salaries

E-3110  Other Employment Expenses Expensze
H BE-3120  Superannuation Expensze
Telephone account, if you want to see your rent e e Eeree
transactions you would nominate the Rent account, 3140 SubContractors Expense
BE-3150  ‘wWorkers Compengzation Expensze
and SO on. B-5100  ‘“Wages & Salaries Expense
E-5200  Employment Expenses Expensze
81000 Interest Income Other Income
81110 Miscellaneous Income Other Income
91000  Interest Expense Other Expense
92000 Income Tax Payable Other Expense
9-3000  Private Use Other Expenze b
7.| s | €@
Help F: Hew Eagp-Add Cancel |
=) Find Transactions ]
Account Card Item Invoice Eill Category Job Payroll Category
Step 2 A | I T | | Il |
The Second Step requ"'es you Search by: |Acc:0unt = '::>|5-21SU &l Telephone Q .
to enter a date range — a start Dated From: [1/07/2003 Ta [31/12/2009
date and an end date in which = 18 CD 11/07/2009 B-2130 Telstra $182.27 -
the transaction or transactions o 20 CD 11/08/2009 6-2190 Telstra $250.45
. . o 21 CD 19/10/2009 B-2190 Telstra $270.00
you wish to review fall. o 22 £D 19/11/2009 £-2130 Telsha $159.03
Once you have done this all of
the transactions for the =
nominated account that Beainning Balance Tatal Debits Tatal Credits Net Changs Ending Balance
Occurred between the start $0.00 $831.81 $0.00 $831.81 $831.81
date and the end date will be P =
|iSted. e{v EJ Cloze I
Help F1 Print
© Watsonia Publishing Page 9 MYOB AccountRight Orientation



MYOB AccountRight Version 19 - Module 1

FINDING A PAST TRANSACTION BY ACCOUNT

The purpose of a good accounting system is two- using the data that has been entered. _
fold. It must: allow you to enter data in a simple AccountRight allows you to make enquiries using
and efficient way; and allow you to find the Find Transactions utility located at the bottom
transactions and information about your business of the Command Centre.

Try ThIS Yourself Account ][ Card ][ Item ][ Invoice ][ Bill /]‘f“&l{gor}l ][ Job ]_[ Payroll Category
Search by: [Account | | 5
Dated From: [1/06/2010 To: [16/06/2010

Before starting this
exercise ensure that the
sample Clearwater data
file is open...

Mo Matching Records Found; Click Advanced to Review Filers

° Open File

_ _ (@ sclect from List / 5]
Click on the Find | oot |
Transactions drop — — e
" N eginning Balance otal Debits General Chequ zount 1 14 -
arrow @ to 11120 General Cheque Account 2 Azzet j
see a list of transaction 17140 Peylash Assel
) g, 11180 Cleanwater Provision Account Aszzet
typeS. CI|Ck on Account ? EJ 11160 Cleanwater Investment Account Azget
. . Dl 11180 Undeposited Funds Azzet
to d |Sp|ay the Fl n d Help F1 Print 111890 Electronic Clearing Account Azget
H H 11200 Payroll Cheque Account Azzet
Tr_'an sactions window 11310 Less Prov'n for Doubtful Debts Azzet
with the Account tab 11400 Inventary Asset
. e 1-1500  Prepaid Insurance Asset
active 11600 Deposits with Suppliers Azzet
11700 Trade Debtors Azzet
i i 11960 Waoluntary ‘withholding Credits Azzet
o Click on the IISt arrow @ 11970 ABN Withholding Credits Azzet
for the blank field to the 12110 F&F - At Cost Assel ~
ight of Search By t0 7.8 | &
S_ee the SeIeCt from e Help F: Hew E agy-Add Cancel |
List window

e Click on the scroll down
arrow | ~| and click on

Account ” Card ” Item ” Ivoice ” Eill ” Category ” Job ” Payrall Category
the eXpense account 6_ Search by: |Account = ':>|B-21SD & Telephone
2:!-90 Telephone and Dated From: [1/07/2009 To: [31/12/2009
click on [Use Account]
. p = 19 CD 11/07/2009 £-2190 Telshia $152.27 -
0 Click on the date in = 20 £D 11/06/2009 £-2190 Telstra $250.45
= 21 £D 19/10/2003 £-2190 Telstia $270.00
Dated From and type o 22 CD 19/11/2009 £-2190 Telstra $153.09
1/7/09. Click on the date
in To and type 31/12/09
and pl’eSS @ to force B eginning Balance Total Debitz Total Credits Met Change Ending B alance
the change $0.00 $531.81 $0.00 $331.81 $531.81
o Click on [Closeg] to close 6
the Find Transaction
dialog box
For Your Reference... Handy to Know...
To find a past transaction by Account: e The tiny white arrow = to the left of the
1. Click on the Find Transactions drop arrow transactions displayed in the Find
Find Transactions| + | and click on Account Transactions dialog box allows you to

2. Click on the Search By list arrow [§] and d|§play the orllglnal.transactlon on the screen
— if the arrow is white (and not grey) you can

choose the appropriate account o
i also make changes to the original
3. Enter a valid date range transaction.
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FINDING PAST CASH SALES

The Find Transactions facility is very versatile customers, suppliers, and even employees. When
and can assist you in finding transactions in cash sales are entered into AccountRight they are
many different ways. One way is to find entered into a special cash customer card. We can
transactions by Card — cards are used to specify use this card to display the relevant transactions.

Try ThIS Yourself Account l Card l Item ][ Invoice ][ EBil ][ Eat,ggﬁyf—INDb ][ F'ayroIIEategor

Search by: [Card =l | =l
Dated From: [1/07/2003 Ta: [31/12/2009

Before starting this
exercise ensure that the
sample Clearwater data
file is open...

Mo Matching Records Found; Click Advanced to Review Filters

° Open File

. . (B select from List =)
Click on the Find s o 1 I
Transactions drop arrow | Lookfor
Find Transactions | v | {0 See a ionery Supplies Cl Cu -
N N Cameran, Jame: cusanonz Customer
list of transaction types. Cash Purchases 5UPPDO0ODT Supplier
] R Cash Sal Cus000003 Cuist
Click on Card to display ? = | Cheseaosset £US000003 Custoner
the Find Transactions 9w E Clear & Bright Filkers SUPPOOODO2 Supplier
A X Help F1 Frint Curbys Super Stands SUPPODO00 Supplier
window with the Card tab Davis, Chris CuS000004 Customer
. Footloose Dance Studio CuS000005 Custarmer
active Hugton & Huston Packaging SUPPOOOO04 Supplier
' Island W ay tatel CUS000006 Customer
i i Jones, Mary ErPOO0OT Employes
e CIICk 2 the IISt ELH @ Leisure Landscape Mursery Cuso00o07 Customer
for the blank field to the I Lang, &lan EMPON0N2 Emplopes
. M etropolitan Electricity SUPPO00OO0S Supplier
right of Search BY_ to see Mojo Advertising 5UPPOOO00G Supplier |
the Select from List 7 | s
window f -
e Help F1 New Cancel |

Click on Cash Sales and

click on [Use Card]

o If necessary, click on the Account ” Card ] Item ][ Invoice ” Bil ” Categary ][ Job ” Payrall Categary

date in Dated From and Search by: [Card = = [CashSales = @, Advanced
type 1/7/09 CI|Ck on the Dated Fram: |1.-"D?.-"2DDS To: |31.-"12.-"2DDS —
date in To and type  CASHSALE CR 7/08/2009 1-1110 Cash Sal $10,000.00
- a3 ales A 5 -
31/12/09 and press Tabl o 00000043 5J 27/03/2003 1-1700 Sale; Cash Sales 455,91
© 00000043 5 27/09/2003 1-1700 Sale: Cash Sales $6.59
to force the change © CRODOOT4 CR 27/09/2009 1-1700 Cash Sales for 0000 $7250
© 00000076 5 7/11/2009 1-1700 Sale; Cash Sales $1,298.41
Click on [Close] to close © 00000076 5 7/11/2003 1-1700 Sale: Cash Sales $129.84
. . © CROOOO1T CR 7/11/2009 1-1700 Cash Sales for 0000 $1697.75
the Find Transaction =
dialog box Tatal Debits Tatal Credits
$11,500.75 $1.770.25

For Your Reference... Handy to Know...
To find past cash transactions: ¢ Normally AccountRight will remember date
1. Click on the Find Transactions drop arrow ranges from previous transactions. That is
Find Transactions| + | and click on Card why the date range from 1/7/09 to 31/12/09

probably already appeared in the transaction

2. Click on the Search By list arrow | and box in the above exercise.

choose Cash Sale
3. Enter a valid date range
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MYOB AccountRight Version 19 - Module 1

DISPLAYING A BALANCE SHEET

A balance sheet is used as a means of assessing There are several ways of accessing reports in
company viability. The balance sheet can be AccountRight but one of the most direct is to use
generated in AccountRight in literally seconds the Reports drop arrow at the bottom of the

using the Reports feature in AccountRight. Command Centre.

Try This Yourself:

GST

Accounts Iﬁanking'salES 'Iflax Sales glimz F'grchases' Payroll I Inxentary I Card I Cuztom

g Before Starting thIS exercise A listing of all accounts and their balances.
L ensure that the sample aunts List Sum
c . 2 Accounts List Detail
8_ CIearWater data. f||e IS Account Tranzactions [Accrual]
A t Histary [Officelink]
O open... Benerel Ledger (Summa]
General Ledger [Detail] .
. Trial Balance e
o Click on the Reﬁorts drop o nked ocounts
alance Sheet

arrow Reparts| v to see a Standard Balance Sheet

H i bulti-Period Spreadsheet

IISt Of report types' CIICk on bulti-Period Budget Spreadshest LI

Accounts to display the & Vowsarge | @ Cotorise |

Index to Reports dialog

box 7| |

e Click on Standard Balance depbl || B | Beadle

Sheet, then click on

[Display] to display the c

balance sheet for the

current month (B3 Report Custamisation - Standard Balance Sheet =)

Reports are often required
for a specific period. You
usually have to customise
the report for the
appropriate dates or month et Pt [ R

you need... | As of. [ ERD |

Advanced Filters T Fieport Fields r Finishing l

r—

Click on [Customise] to
d|sp|ay the Report Report Leval |Leve\4

o . . Financial 'ear. |ThisYear (Fr 2010)
Customisation dialog box

=

Click on the drop arrow for
Selected Period and click

5 — =, =
on August 7. = S S| [T ]
Help F1 Frint SendTo | Fomat

Click on [Display] to L |
regenerate the report — e

spend a few moments

studying it

Click on [Close] until you
are returned to the
Command Centre

For Your Reference... Handy to Know...

To display the Standard Balance Sheet: e Most of the reports are based on dates.
1. Click on the Reports drop arrow When you first run a report it will most likely
and click on Accounts be based on the current date. Once you've
made a change to the date(s) using the
Report Customisation box those changes
will be used for other reports in the current
session.

2. Click on Standard Balance Sheet, then click
on [Display]
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