Simple Accounting Limited – updated August 2008


MYOB Basic Training Course - 2 Days 

Simple Accounting 

Training Courses can be arranged at your site to suit your needs. An example of the topics I can cover is as follows. For your own bespoke course why not check through the items in the list and then send me a copy of those topics you'd like me to teach you – either as revision or with full training?

 

	Basic Day 1: Introduction and Bookkeeping


	Revision 

Required
	Full Training

Required

	Introduction
	
	

	Where MYOB comes from
	
	

	Nature of licence
	
	

	Where to get help/telephone support
	
	

	MYOB contract support
	
	

	Web for qualified support staff (incl me!)
	
	

	Versions/ Mac / PC: most significant differences
	
	

	Burrow down on reports
	
	

	Menu structure
	
	

	Extra facilities in latest versions
	
	

	The purpose behind the program:
	
	

	To generate pre-audit accounts
	
	

	Manage working capital
	
	

	Tax compliance
	
	

	Management a/cs
	
	

	Marketing
	
	

	Payroll
	
	

	Timebilling
	
	

	Use of Officelink:
	
	

	To Excel for management accounts
	
	

	Downloads from reports
	
	

	To Word for letters for debt collection etc.
	
	

	Basic navigation:
	
	

	Alt tab to shift screens
	
	

	Cntl tab to next program
	
	

	Tab to move between fields
	
	

	Shift for text selection
	
	

	Undo function
	
	

	Esc key to close screens
	
	

	Task bar, cntl 1, 2 etc to switch ledgers 
	
	

	Keystroke alternatives to use of mouse
	
	

	Orientation:
	
	

	Ledger menus
	
	

	To do
	
	

	Inquiry
	
	

	Reports Index
	
	

	Most useful menu options
	
	

	Double Entry:
	
	

	Real time double entry system
	
	

	Alt ER to view double entry at any time
	
	

	The purpose of double entry
	
	

	Debits match credits
	
	

	Balance Sheet: what you owe v what you own, net worth 
	
	

	Difference between sales receipts and purchase receipts
	
	

	When to use ‘Write cheques’ function
	
	

	When to use ‘Make deposits’ function
	
	

	A/c balance verification:
	
	

	Location of: bank reconciliation, inventory, drs reconciliation, VAT reconciliation, creditors reconciliation
	
	

	Chart of accounts few codes (Chart of Accounts, Jobs, items)
	
	

	Generating simple reports via Analyst
	
	

	Bank transfers
	
	

	Receive Money
	
	

	Interest received
	
	

	Cash sales
	
	

	Incoming standing orders (SOs)
	
	

	Recurring cheques and deposits
	
	

	Spend Money
	
	

	Example uses
	
	

	Note differing bank accounts for posting 
	
	

	Recurring cheques and deposits
	
	

	D/ds and Sos 
	
	

	Unusual bookkeeping situations:
	
	

	Petty cash by imprest
	
	

	Credit card by monthly statement or quarterly activity report
	
	

	Interest paid on a bank loan account (moving capital repayment/interest split)
	
	

	Credit card sales/ undeposited funds
	
	

	Money market account
	
	

	Switched deposit account
	
	

	Processing a bounced cheque
	
	

	BACS/Autopay
	
	

	Tricks for quick Bank reconciliations:
	
	

	All/none
	
	

	Id/date
	
	

	Cheque no order statement
	
	

	Tracing missing transactions via inquiry (card or bank) or chart of accounts
	
	

	Transactions can be altered +ves to –ves 
	
	

	Effect of changes:
	
	

	Bank and VAT effect of redating
	
	

	Bank and VAT coding changes
	
	


	Basic Day 2: Basic Sales and Purchase Ledger 


	Revision 

Required
	Full Training

Required

	More advanced navigation:
	
	

	Drilldown on reports
	
	

	Examples of dropping reports into Excel using Officelink
	
	

	Monthly procedure
	
	

	Sales Ledger:
	
	

	Raising invoices
	
	

	Recurring sales,
	
	

	Customer advances
	
	

	Linked accounts
	
	

	Different invoice types: item, service etc
	
	

	Debt Control:
	
	

	Dr days by invoice report
	
	

	Issuing credit notes
	
	

	Logging customer excuses
	
	

	S/L timing issues:
	
	

	When is a receipt a sale, when a deposit, when a payment of invoice previously sent out
	
	

	When a cheque received is a sale
	
	

	When a cheque received is a deposit,
	
	

	When a cheque received is settling an invoice previously issued
	
	

	Use of ‘Settle returns and credits’ 
	
	

	Purchase Ledger:
	
	

	Purchase Orders/Proformas 
	
	

	Turning to either into bills
	
	

	Receiving credit notes
	
	

	Payment of bills
	
	

	P/L timing issues:
	
	

	When a cheque payment is a purchase
	
	

	When a cheque payment is a prepayment
	
	

	When a cheque payment is settling an invoice previously received
	
	

	Use of ‘Settle returns and debits’
	
	

	Presentation of Work:
	
	

	S/L and P/L reconciliation
	
	

	Invoice and statement customisation
	
	

	Preprinted materials
	
	

	Costs tracking for rebilling
	
	

	Other matters:
	
	

	Basic Security
	
	

	Backups
	
	

	Use of Help
	
	

	File checking procedures
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