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Introduction

The purpose of this document is to guide you through the month and year end activities in MYOB
Advanced from ensuring that all records are properly released and posted to the GL through to
reconciling the sub ledgers to the general ledger.

Closing a financial period or year, preparing a new financial year or reporting your business activity
to the Australian Tax Office are all critical activities that must be performed.

This document also discusses the preparation of your Business Activity Statement as well as
closing out the financial year end and preparing for the new financial year.

As a business, you may have specific business processes which this quick guide may not discuss,
however the aim of this quick guide is to discuss those common activities. If any of these common
activities are not required, for example currency management, they will be marked as optional.
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Inventory

myob

1. Finalise and post (Release) all the transactions for the current period using the Release IN

Documents form (IN501000),

* Receipts

o Issues

e Kit Assembly
+ Transfers

e Adjustments

2. Validate Inventory (Optional) using the Validate Inventory form (IN505000); Distribution >

Inventory > Processes > Closing
Mark all the Stock Items

Click on Process All

The process will evaluate all the inventory quantities and validate the balances.

& Melbourne ~ Validate Inventary
c v  Process ProcessAl @~ = B T

Warehouse: MLE - Melbourne Warehouse L
Fin. Period: 05-2017 [JRebuild ltem Histaory

=] Inventery I3 Qty. On Hand

? i 1 301CMPNS01 0.0
f E 301CMPSTOA 4.00
i 301CMPSTOZ 0.00
0 I I01CMPSTOZ 15.00
l A0TKITHNEKA 0.0
f E 301KITSTDA 0.00
o 30MKITSTDZ 0.00
0 I I0TKITSTDZ2 0.00
l ACCOM 0.0
f E ADDESIGN 0.0
o ADMCHARGE ]
g ] ADPLACE 0.0
l CARRENTAL 0.0
f E CPUD000 96.00
o CPUD0D04 102.00
il E CPUO0005 107.00
l CPUDDDOGY 10.00

[JReplan Back Orders

Qty. Available City. Not Available
0.0 0.0
4.00 0.00
0.00 0.00
15.00 0.00
0.0 0.0
0.00 0.00
0.00 0.00
0.00 0.00
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
96.00 0.00
102.00 0.00
107.00 0.00
10.00 0.00

3. Reconcile Stock On Hand GL Account with the Inventory Valuation Report
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Open the Inventory Valuation Report (IN615500); Distribution > Inventory > Reports >

Balances.

Inventory Valuation

Company: Sydney Date: 25/06/2016 10:40

User: Admin Page: 1of1

Account Sub. Total Qty. Total Cost

1300 0000000000 3.00 325.00

Warehouse Inventory 1D Subitem Description Location Lot/Serial Nbr. Qty. On Hand Total Cost

MAIN SEGMEMT SEGMENT 0.00 0.00

MAIN STOCK STOCK 1.00 100.00

MAIN TRIM TRIM 200 225.00
Total: 3.00 325.00
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4. Close Financial Periods (IN509000); Distribution > Inventory > Processes
» Select the period you want to close
e Print Unreleased Document (Optional)
» Click Close Period

Inventory Sales Orders Purchase Orders Purchase Requisitions

Inventory 4 £ Sydney - Close Financial Periods
Type your query here Search C =  ClosePeriods  Unreleased Documents [+ Y
— B | Financial Description At
Period ID
, S @ o ,
01-2015 July
~ Daily 02-2015 August
Release IN Documents 03-2015 September
. 04-2015 October
~+ Recurring
Update Standard Costs 05-2015 November
06-2015 December
~+ Physical Count 075015 |
v 07 7
Prepare Physical Count anuary
Update ABC Code 08-2015 February
Update Movement Class 09-2015 March
. 10-2015 April
~+ Replenishment
Calculate Replenishment Parameters 1-2015 May
Apply Replenishment Parameters 12-2015 June

Prepare Replenishment

Closing

4

Close Financial Periods

Validate Inventory

If any transactions are pending which needs to be posted in the current period, then
system will not allow you to close the period.

Once the period is closed the system will remove the period ID from the list
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Accounts Payable

1. Finalise and post (Release) all the transactions for the current period.

Open the Release AP Documents form (AP501000); Finance > Accounts Payable >
Processes > Daily

* Invoices
*  Debit Adjustments
e Credit Adjustments
e Prepayments
« EFT and Cheque Payments
+ Landed Cost transactions
2. Validate Supplier Balances (Optional)

Open the Validate Suppliers Balances form (509900); Finance > Accounts Payable >
Processes > Closing

» Mark all the Vendors

e Click on Process All
The process will evaluate all the Supplier balances and validate it.

2 Melbourne « Validate Supplier Balances

c v Process ProcessAl @~ [ R Y

* Fin. Period: 01-2013 L
‘endor Class: fel
B @ v Vendor Vendor Class Wendor Hame
2 " Il ABCSTUDIOS DEFAULT ABC Studios Inc.
i v ACITAISYST GBSUPP Acitai Systems - Computer Services For Business
v} v ADPSERVICE DEFAULT Automatic Data Processing Inc.
0 v AEROCOREBE DEFAULT Aerocorebe Travel Agency Corparation
] v ARKTAK DEFAULT Arktak Metworks
il | ASARHARD DEFAULT Asar Hardware Limited
] v ATDSECUR DEFAULT ATD Security Services, Inc.
0 v ATO TAXAGENCY Australian Taxation Office
] v AUCUSTOMS DEFAULT AU Customs
i v AVIANCE DEFAULT Aviance Airline Cargo
1] " BAMAFIDE DEFAULT Banafide Office Service
i v BEHRINGER EUSUPP Eehringher
] 0 BETAAIR DEFAULT Beta Air Lines
i v BILLTRAVEL DEFAULT Bill's Travel Agency, Inc
] v ELUELINE DEFAULT Elueline Advertisements
0 v BUSINHARD EUSUPP Business Hardware
] d BUSINSOFT EUSUPP Business Software
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3. Reconcile AP control account balance with the AP balance by GL Account Report.
Open the AP Balance by GL Account form (AP632000); Finance > Accounts Payable >

Reports
AP Balance by Account Branch MAIN Fin. Period:  12-2016 Page:
Company: Sydney Date: 29/06/20116 10:48
User: Admin
Account Sub. Description
1500 0000000000 Accounts Payable
Vendor Name
SUPPLEIR 1 SUPPLIER 1
Ref. Nbr. Applied To Type Vendor Ref. Date Entered Posted Closed Description Amount
000007 BILL ssr 23/06/2016 12-2016 12-2016 110.00
000008 BILL sar 23/06/2016  12-2018 12-2018 25.00

Vendor Documents Total:
Vendor Unrealized Gain/Loss:

Account Documents Total:
Account Unrealized Gain/Loss:

4. Open the Close Financial Periods form (AP506000); Finance > Accounts Payable >
Processes > Closing > Close financial periods.

Select the period you want to close

Print Unreleased Documents (Optional)

Click Close Period

Accounts Payable

~ Daily
Release AP

Documents

Release Landed Costs

4

Payment Processing

Approve Bills for Payment

Prepare Payments

Process Pay!

Release Pay

Print / Email

Recurring

4

ments / Print Cheques
ments

AP Remittance Advice

Generate Recurring Transactions

Update Supplier Discounts

Closing

4

Close Financial Periods

Validate Supplier Balances

Once the period is closed the system will remove the period ID from the list

Search

4

c

m

Y

v
&

Q

(SRR

B &ANEENNES

Sydney ~ Close Financial Periods

Cal

Financial
Period ID

01-2015
02-2015
03-2015
04-2015
05-2015
06-2015
07-2015
08-2015
09-2015
10-2015
12015
122015

Close Periods
Description

July
August
September
October
November
December
January
February
March
April

May

June

Acl

N & & &

B &ANEENNES

Unreleased Documents

lial

X ¥

If any transactions are pending which needs to be posted in the current period, then
system will not allow you to close the period.
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Accounts Receivable
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1. Finalise and post (Release) all the transactions for the current period.

Open the Release AR Documents form (AR501000); Finance > Accounts Receivable >
Processes > Daily

Invoices

Debit Adjustments

Credit Adjustments

Prepayments
Payments

Bank Deposits

5. Validate Customer Balances (Optional)

Open the Validate Customer Balances form (AR509900); Finance > Accounts Receivable
> Processes > Closing

Fa
=

&

Melbourne

Mark all the Customers

Click on Process All

The process will evaluate all the Customer balances and validate it.

L Process

Customer Class:

* Fin. Period:

=N
>
0]

i

01-2013

¥ Customer ID

= ABARTEMNDE

] ABCSTUDIOS
v ACTIVESTAF

v ALPHABETLD
v AMROBANK

" ANTUNSWEST
..f APOSTELSCH
v ARTCAGES

v ASAHISUNTR
v ASBLBAR

" AARCUSTH

./ BEAUTYSCH

v BESTYPEIMG
v BIBIMBAB

v BORDERSHOP

Process All

~ Validate Customer Balances

e~ I+

Customer Class
DEFAULT
DEFAULT
DEFAULT
DEFAULT
USCUST
DEFAULT
DEFAULT
DEFAULT
UscuUsT
NZCUST
DEFAULT
DEFAULT
DEFAULT
DEFAULT
DEFAULT
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BA Industries

ABC Studios Inc.

Active Staffing Sernvice
Alphabetland School Center
AMRO Bank M.V,

Antun's of Westchester
Church of The Apostles
Artcages Co.

Asahi Sun Tours

MNautilus Bar SABL

AC Equipment

Euro Hair Fashion

Bestype Image

Bibimbab Korean Restaurant

Borders Books, Music & Cafe
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6. Reconcile AR control account balance with the AR Balance by GL Account Report.

Open the AR Balance by GL Account form (Ar632000); Finance > Accounts Payable >
Reports.

AR Balance by Account Financial Period 122018 Page 1of 1

Company: Sydney Date: 258/06/2016 11:18

User: Admin

Account Sub

1200 0000000000

Customer Name

CUSTOMER 1 CUSTOMER 1

Ref. Nbr. Applied To Type Date Applied Closed Description Amount / Applied Balance

000001 INVOICE 2310612016 110,000.00 110,000.00

000002 INVOICE 2310612018 110,000.00 110,000.00

000003 INVOICE 2310812016 330,000.00 330,000.00

000004 INVOICE 23/06/2016 110,000.00 110,000.00

00000S INVOICE 23/0612016 12-2016 330,000.00 330,000.00
Customer Documents Total: 990,000.00
Customer Unrealized Gain/Loss: 0.00
Account Documents Total: §90,000.00
Account Unrealized GainiLoss: 0.00

7. Process and send Customer statements

Open the Prepare Statement form (AR503000); Finance > Accounts Receivable > Process
> Statement Cycle

Select the Statement Cycle you wish to prepare.

£ Sydney - Prepare Statements

cC e~ A Y 3: 00:00:00
B o vw| Cycle D Description Last Last Prepare On Next
Statement Finance Statement
Date Charge Date
Date
2 B D EOTM End of The Month End of Month 31/05/2016

Open the Print Statement form (AR503500); Finance > Accounts Receivable > Process >
Statement Cycle.

£ Main - Prim Stsements Cumtomiyaion

[ - £ > Procesr Pracess Al @ bguems = B T

Emadl Sasterment * Br MLAIR - Maen

EOTM - Endl &ff This Mana

RS - -

A T Colorma Hame T Peaita Cusen FC Suteranl  FC Ovicdud pen  Ee
Eulafed Buwic Bz Eulifew St Pri =
' ¥ ASC ADVOCA ABC ADVOCATES 5T 467, 592.01 0oo AuD 57 457,950 ooy e =
¥ ACCOLADE ACCOLADE GROUP PTY LTD LATIORDG  2A45TOM00 AUD LaATS0A00 2 ALTS0M00 ¥ -
¥ CRUTOMERDE CUSTOMER 02 BOSGANG00  AOSE0M 00 AUD B0S6. 08600 505000500 # =
¥ CUSTOMERD1 CUSTOMER 01 ROTHTO RAITNE00 AUD RAQTHTO0 I 43T 11500 £ £
w  LBDUCALAND LICUAORLAND He0 2330 AUD o] 3 B E4 £l
w MERGE GRP MERGE GROUP FTY LTD 0967 STEDD ST SSEDD AUD 1056TEP600 5 547 556 D0 - =
»  SOANVEMIER SOUVERIER SOLUTHONS 11.7P5 48000 1 MEN00 AUD 11,785,240 00 11 T84 480 00 L !
#  Tina® FATAT Tik% FATATF TOOG SR OO T O0h D 060 ALID FiO0 RS O T (0 A 1 e -
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8. (Optional — Only when sales person commission is implemented) Calculate Sales

Commissions (AR505500)

c v~  Process Al Review Commission Period |+ Y
Commission Period:  06-2016 From: 1/06/2016
Status: Open 30/06/2016
1 Salesperson Name Docume  Commissiona Commission
D Amount Amount
2 0oooooDoo1 James Smith 3 212,457.60 21,245.76
0000000002 Terry White 1 23,454.00 2,345.40
0000000003 Jimmy Nelson 1 23,544.00 2,354.40
0000000004 Patrick Short 1 99,876.00 9,987.60

Average Minimum Maximum
Commission Commission Commission
10.000000 10.000000 10.000000
10.000000 10.000000 10.000000
10.000000 10.000000 10.000000
10.000000 10.000000 10.000000

9. (Optional- Only when sales person commission is implemented) Close Commission Period

(AR506500)
c = 2 K <
" Commission Period: | 06-2016
Status: Prepared
E Salesperson Name
D
7 0000000001  James Smith
0000000002 Terry White
0000000003 Jimmy Melscn
0000000004 Patrick Short

o

> Actions |+ Y
From: 1/06/2016
To: 30/06/2016
Commissiona Commission
Amaount Amount
212,457.60 21,245.76
23.454.00 2,345.40
23.544.00 2,354 40
99,876.00 9,987.60

10. Open the Close Financial Periods form (AP506000); Finance > Accounts Payable >
Processes > Closing > Close financial periods.

e Select the period you want to close

e Print Unreleased Documents (Optional)

* Click Close Period

General Ledger ~ Cash Management

Accounts Receivable

Type your query here Search
rd > il o
Release AR Uocuments
Print Invoices and Memos
~ Recurring

Manage Credit Holds

Aute-Apply Payments

Write Off Balances and Credits
Generate Recurring Transactions
Calculate Overdue Charges
Update Discounts

Generate GST Credit Memos

Statement Cycle

Ll

Prepare Statements

Print Statements

4

Accounts Payable

Accounts Receivable Fixed Assets Deferred Revenue
£ Sydney - Close Financial Periods
@ w~  Close Periods  Unreleased Documents |+ x] hd
B W Financial Description Active
Period ID
7 @ 02015 July
02-2015 August
03-2015 September
04-2015 October
05-2015 November
06-2015 December
07-2015 January
08-2015 February
09-2015 March
10-2015 April
11-2015 May
122015 June
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If any transactions are pending which need to be posted in the current period, then
system will not allow you to close the period.

Once the period is closed the system will remove the period ID from the list
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This section applies to any company with the multi-currency feature enabled and wants

to revalue the currency at the period end..

1. Run the currency management revaluation process for AR, AP and GL.
Open the Revalue GL, AP, AR forms (CM506000, CM504000, CM505000); Finance >

Currency management > Processes > Closing

» Enter the Financial Period
e Enter Currency Effective Date
e Enter Currency (Revaluation Currency)

e Enter Description for this revaluation

* Click on Revalue (After the revaluation process system will assign amounts to PTD

gain or Loss column)

» Reconcile AP and AR subledger versus GL with posted Forex variance values.

2 Melbourne ~ Revalue GL Accounts

Revalue @ - |~ [x Y

= .

* Fin. Period: 05-2017 2 Last Revaluation P...

* Currency Effective . 301112016 Reavaluation Total: 0.00
* Currency: EUR fe]
* Description: Revaluation for period
Branch Accour  Description Subaccount Current
Rate
Type
H
1 MAIN 100060 Cheque Account-EUR 000-00 SPOT
& Melbourne ~ Revalue AP Accounts
c w  Revalue @- [ b
*Fin. Period: 05-2017 2 Last Revaluation P...
" Currency Effective .. | 301112016 = Revaluation Total: 0.00

* Currency: Gep o

: Description: Revaluation far Period

Branch Acc Description Subacet Vendor Vendor Name
’ 1 MAIN 20... Accounts Payable... 000-00 SWFC1867  SW Industrial
2 Melbourne ~ Revalue AR Accounts
@ w»= Revaue @- = X ¥
* Fin. Period: 05-2017  » Last Revaluation P...

* Currency Effective .. | 30/11/2016 ~ Reavaluation Total: 0.00

* Currency: usp o

* Description: Revaluation for Period

Branch Acc Description Subacct Custoemer Customer Name

>
1 MAIN 10... Accounts Receiva... 000-00 AMROBANK AMRO Bank M.V

14 | MYOB Month/Year End Procedures QG

Currency Rate Foreign

Currency

Balance

1.486944 1,585,631.48
Curr Currency Foreign
Rate Rate Currency
Twpe Balance
RE... 2018971 137.64
Curr Currency Foreign
Rate Rate Currency
Type Balance
RE... 1.369394 3409471

q
Original Revalued Difference
Balance Balance
2,012,089.97 235774591 3456559400
Original PTD gain Revalued Differency
Balance or loss Balance
286.22 0.00 277.89 -8.3300
Original PTD gain Revalued Differency
Balance or logs Balance
480727 000 466883 -138.4400
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Cash Management

1. Finalise and post (Release) all the transactions for the current period. (CA502000)

Cash transactions
Bank Charges
Bank Interests

Bank Transfers

Unknown deposits or payment

Bank Deposits.

2. Finalise Bank Reconciliation

Reconcile Cash Account Balance versus Bank statements.

myob

Finance > Cash Management > Enter > Reconciliation Statements (CA302000)

Enter the Cash Account, Reconciliation Date and Load Documents Up To

Perform the reconciliation process

Release the Reconciliation Statements

© Melboume - Reconciliation Statements

—

* Cash Account:

+ ¥ K <

Currency: AUD
* Ref. Number: =MEW= £
Status: On Hold fAHald

Last Reconciliatio... 21/03/2016

Reconciliation Date: | 22/11/2016 ~

Load Documents ... | 2211172016 ~

c

Ei Recon

’ Togale Reconciled
Cleare Clear Receipt
Date

1 0.00
0.00

0.00

| 0.00
0.00

0.00

100010 - Cheque Account - ALD 2

Toggle Cleared

Disbursement

20,180.49
42.943.07
1,071.39
16,550.51
553520

432069

Beginning Balance:

Reconciled Receip

Reconciled Disb.:

Reconciled Balance

Statement Balance:

Difference:

Documer
Ref.
0029391
00289391
0029391
0029391
FBOOO...

PBOOO.

3. Validate Cash Account Balances (Optional)

Finance > Cash Management > Processes > Closing > Validate Account Balances

(CA503000)

Mark all Bank Accounts

Click on Process All

Module

P
AP

AP

32,200,661.27

0.00
0.00

32,200,661.27

0.00

-32,200,661.2

Reconcile Processed

Tran.

Vpe

Cheque
Cheque
Cheque
Cheque
GL Entry

GL Entry

Create Adjustment

*Orig.
Doc.
Number

000525
000524
000527
0005238
006224
006234

Status

Posted
Posted
Posted
Posted
Posted

Posted

Document Count:

View Document  |»=

*Doc. Business
Date Account

11012013 ATO
310112014 ATO
31042014 ATO
10712014 ATO
20/08/201
23/00/201

Note: The process will evaluate all the Cash Account balances and validate it
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Business Account Name

Australian Taxation Office
Australian Taxation Office
Australian Taxation Office

Australian Taxation Office
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& Melbourne - Validate Account Balances

¢ o  Validate ValidateAl @~ = K ¥

B O Caszh Account Description
’ (1 | | 100000 Petty Cash AUD
i 100010 Cheque Account - ALID
nl 100020 Savings Account- ALD
b 100030 Trading Bank Account - AUD
i 100035 Payroll Cheque Account - AUD
i 100040 Cheque Account - NZD
i 100050 Cheque Account - USD
n 100060 Cheque Account- EUR
i 100070 Cheque Account - GBP
i 100080 Cash Clearing Account
dh 100085 Electronic Clearing Account

4. Close Financial Periods
Finance > Cash Management > Processes > Closing > Close financial periods (CA506000)
e Select the period you want to close

e Print Unreleased Documents (Optional)

* Click Close Period

General Ledger Cash Management  Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management
Cash Management 4 £ Sydney - Close Financial Periods
Type your query here Search C (2} Close Perieds Unreleased Documents [ [x] hd
— B © Financial Description At
Period ID
/7 > fll e 5
01-2016 July
- Daily 02-2016 August
Reclassify Payments W 032016 September ]
Release Cash Transactions 042016 October
-+ Closing ¥ 05-2016 November &l
I Close Financial Periods 06-2016 December
Validate Account Balances ¥ 07-2016 January =
08-2016 February
v 09-2016 March &
10-2016 April
W 11-2018 May &
12-2016 June

If any transactions are pending which need to be posted in the current period, then
system will not allow you to close the period.

Once the period is closed system will remove the period ID from the list
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Fixed Assets

» Finalise and release all Fixed Asset transactions.
¢ Run and Post Depreciation for the current period
* Reconcile the Fixed Asset Cost GL account versus Fixed Assets Cost By Class
» Reconcile the Accumulated Depreciation GL account versus FA Balance report.

1. Close Fixed assets period

Finance > Fixed Assets > Processes > Closing > Close Financial Periods (FA509000)

General Ledger ~ Cash Management  Accounts Payable  Accounts Receivable  Fixed Assets  Deferred Revenue Taxes Currency Management

Fixed Assets 4 & Sydney - Close Financial Periods
Type your query here Search c [ 2] Close Periods Unreleased Documents Show Fixed Assets = X hd
— B [ Financial Description Active
Period ID
s > fl e 5
01-2015 July
~ Daily 02-2015 August
Release FA Transactions 03-2015 September
Delete Unreleased Transactions 042015 October
+ Asset Managment 05-2015 November
Convert Purchases to Assets 06-2015 December
Split Assets 07-2015 January
Transfer Assets
08-2015 February
Dispose Assets
09-2015 March
~ Recurrent 10-2015 April
Calculate Depreciation 12015 May
Generate FA Calendars
12-2015 June

Closing

4

Close Financial Periods
If any transactions are pending which need to be posted in the current period, then

system will not allow you to close the period.

Once the period is closed system will remove the period ID from the list
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TAX/BAS (Finalise and Lodge BAS)

(AU Region)

It is essential that you check the information you have entered for accuracy
and get advice from a qualified tax accountant or a registered BAS agent when
preparing tax statements and lodging Business Activity statements.

1. Prepare Tax Report
Finance > Taxes > Processes > Closing > Prepare Tax report (TX501000)
» Enter Branch information
e Enter Tax Agency ID
«  Choose reporting period

* Reconcile the GST paid and GST Collected account versus Tax Details by GL
Account reports.

» Once the BAS figures are finalised then click on Prepare Tax Report

General Ledger Cash Management Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management
Taxes 4 & Sydney - Prepare Tax Report
Type your query here Search C o«  PrepaeTaxRepot = [X Y
rd » Tl ol * Branch MAIN - Sydney o £
Tax Agency ATO - Australian Taxation Office o £
~ Closing Reporting Period 02-2016
I Prepare Tax Report From 1/04/2016
Release Tax Report - TR
=] Report  Description Amount
Line

’ 1 Taxable Amount - 10% - Debtor 0.00

2 Tax Amount - 10% - Debtor 0.00

3 Taxable Amount - 0% - G2 - Debtor 0.00

4 Tax Amount - 0% - G2 - Debtor 0.00

5 Taxable Amount - 0% - G3 - Debtor 0.00

6 Tax Amount - 0% - G3 - Debtor 0.00

7 Taxable Amount - 0% - G4 - Debtor 0.00

8 Tax Amount - 0% - G4 - Debtor 0.00

9 Taxable Amount - 10% - G7 - Debtor 0.00

10 Tax Amount - 10% - G7 - Debtor 0.00

11 Taxable Ameunt - 10% - Captial Purchases - Crediter 0.00

12 Tax Amount - 10% - Captial Purchases - Crediter 0.00

13 Taxable Ameunt - 10% - Non-captial Purchases - Creditor 100.00

14 Tax Amount - 10% - Nen-captial Purchases - Creditor 10.00

After the above process the system will divert you to Release tax report screen.
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2. Release Tax Report
e Once all the figures are finalised Click on Close Period.(TX502000)
e Print the GST Calculation Worksheet.
» Check the Vendor Tab to get ATO Invoice for payment or refund.

General Ledger Cash Management Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management

Taxes 4 ©Z Sydney - Release Tax Report
Type your query here Search v Adjust Tax  Void Report  Release  Reports ~
ra » ] fe] * Branch: MAIN - Sydney o £
Tax Agency ATO - Australian Taxation Office o £
- Closing * Reporting Period 022016 O
Prepare Tax Report Revision 1
| Release Tax Report
From 1/04/2016
To: 30/06r2016

Details | AP Documents

c = X

B  Report Description Amount
Line

?

1 Taxable Amount - 10% - Debtor

Tax Amount - 10% - Debtor

Taxable Amount - 0% - G2 - Debtor
Tax Amount - 0% - G2 - Debtor
Taxable Amount - 0% - G3 - Debter
Tax Amount - 0% - G3 - Debtor
Taxable Amount - 0% - G4 - Debter
Tax Amount - 0% - G4 - Debtor
Taxable Amount - 10% - G7 - Debtor

S W om N @ o e W N

Tax Amount - 10% - G7 - Debtor

11 Taxable Amount - 10% - Captial Purchases - Creditor

12 Tax Amount - 10% - Captial Purchases - Creditor

13 Taxable Amount - 10% - Non-captial Purchases - Creditor 100.00
14 Tax Amount - 10% - Non-captial Purchases - Creditor 10.00

The process will Close the existing BAS period after which you will not be able to make
any changes.

* Once the BAS is lodged based on the Payment and Refund situation apply the
payment against the ATO vendor transaction.

General Ledger Cash Management Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management

Taxes 4 £ Sydney - Release Tax Report
Type ery here Search — Reports ~
/7 » ] o] " Branch: SUB - Melboume Pl &£
Tax Agency: ATO - Australian Taxaticn Office L £
~ Closing * Reporting Period: 02-2016 P
Prepare Tax Report Revision: 1
| Release Tax Report
From: 1/04/2016
To: 30/06/2016
Details AP Documents
c H X
B o *Branch Referen *Date *Post *Vendor Currenc! Amount Balance ' Status
Nbr. Period
2 @ O MAIN 000009 30/06/2016 122016 ATO AUD 10.00 10.00 Open
) SuB 000010 30/06/2016 12-2016  ATO AUD 19,233.40 19,233.40 Open
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TAX / GST Return (Finalise and Lodge GST Return)

(NZ Region)

It is essential that you check the information you have entered for accuracy
and get advice from a qualified tax accountant or a registered BAS agent when
preparing tax statements and lodging Business Activity statements.

1. Prepare Tax Report

Finance > Taxes > Processes > Closing > Prepare Tax report (TX501000)
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Enter Branch information
Enter Tax Agency ID
Choose reporting period

Reconcile the GST paid and GST Collected account versus Tax Details by GL Account
reports.

Once the GST Return figures are finalised then click on Prepare Tax Report

General Ledger Cash Management Accounts Payable Accounts Receivable Deferred Revenue Taxes Currency Management
Taxes 4 & Auckland - Prepare Tax Report
- ery here Search c v  Prepare TaxRepot  |= [ Y
ra » ] o] " Branch MAIN - Auckland o £
Tax Agency: IRD - Inland Revenue Department 2 &
~ Closing * Reporting Period 042016 £
| Prepare Tax Report P 11042016
Release Tax Report ™ AT
=] Report | Description Amount
Line
’ 1 Taxable Amount - 0% - Debtor 0.00
2 Tax Amount - 0% - Debtor 0.00
3 Taxable Amount - 0% - Creditor 1,043.30
4 Tax Amount - 0% - Creditor 0.00
5 Taxable Amount - 15% - Debtor 0.00
6 Tax Amount - 15% - Debtor 0.00
7 Taxable Amount - 15% - Creditor 772945
8 Tax Amount - 15% - Creditor 1,159.42
9 Taxable Amount - 9A - Debtor 0.00
10 Tax Amount - 9A - Debtor 0.00
11 Taxable Amount - 98 - Debtor 0.00
12 Tax Amount - 9B - Debtor 0.00
Taxable Amount - C - Debtor 0.00

I

After the above process the system will divert you to Release tax report screen.
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2. Release Tax Report
e Once all the figures are finalised Click on Close Period.(TX502000)
e Print the GST Report.
* Check the Vendor Tab to get IRD Invoice for payment or refund.

General Ledger ~ Cash Management  Accounts Payable  Accounts Receivable  Deferred Revenue  Taxes  Currency Management

Taxes 4 2 Auckland ~ Release Tax Report
Type your query here Search w~  Adjust Tax  Void Report  Release  Reporis ~
7 > m) fe ] " Branch MAIN - Auckland Pl £
Tax Agency: IRD - Inland Revenue Department 2 &
- Closing * Reporting Period 042016 O
Prepare Tax Report Flmision 2 ©| [ Show Difference
| Release Tax Report
From: 1/04/2016
To: 30/04/2016

Details AP Documents

c - X
=] Report Description Amount
Line

&2 1 Taxable Amount - 0% - Debtor
2 Tax Amount - 0% - Debtor
3 Taxable Amount - 0% - Creditor 1,043.30
4 Tax Amount - 0% - Creditor 0.00
5 Taxable Amount - 15% - Debtor
6 Tax Amount - 15% - Debtor
7 Taxable Amount - 15% - Creditor 7,729.45
8 Tax Amount - 15% - Creditor 1,159.42
9

Taxable Amount - 9A - Debtor
10 Tax Amount - 9A - Debtor
11 Taxable Amount - 9B - Debtor
12 Tax Amount - 9B - Debtor
13 Taxable Amount - 9C - Debtor

The process will Close the existing BAS period after which you will not be able to make
any changes.

a. Once the GST Return is lodged based on the Payment and Refund situation
apply the payment against the IRD vendor transaction.

General Ledger Cash Management Accounts Payable Accounts Receivable Deferred Revenue Taxes Currency Management

Taxes 4 £ Auckland - Release Tax Report
Type your query here Search [ 2} Reports ~
r'a 4 ] o] * Branch MAIN - Auckland o &£
Tax Agency: IRD - Inland Revenue Department 2 &
~ Closing * Reporting Period 042016 2
Prepare Tax Report Revision 2 ©| [ Show Difference
I Release Tax Report
From: 1/04/2016
To: 30/04/2016

Details AP Documents

[

B o *Branch Referem *Date *Post *Vendor Currency Amount Balance Status
Nbr. Period

> 7 MAIN 001928 30/04/2016  01-2017 IRD NZD 1,159.42 1,159.42 Open
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General Ledger

Finalise and post all the Journal transactions for this period.

Ensure all the adjustment has been finalised and posted.

Ensure General Ledger versus Sub-ledger reconciliation has been performed.
Ensure all the recurring transactions has been posted.

If working with Allocations then this process needs to be finalised and released.

1. Validate Account History (Optional)

Finance > General Ledger > Processes > Closing > Validate Account History (GL509900)

1

The process will evaluate all the selected Ledgers and validate it.

General Ledger  Cash Management  Accounts Payable  Accounts Receivable  Fixed Assets  Deferred Revenue Taxes Currency Management

General Ledger 4 & Sydney ~ Validate Account History
Type query here Search o] P @~ |» X Y 3 000000
B [ LedgeriD Description
P > )| Ee] ? ¥ ACTUAL Actual
Daily

Release Budgets

Release Transactions

Post Transactions

Release Cashbook Vouchers

Recurring

Run Allocations

Import Consolidation Data

Generate Recurring Transactions

Reclassify Transactions

Closing

Close Financial Periods

Validate Account History
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2. Close the Financial Periods
Finance > General Ledger > Processes > Closing > Close Financial Periods (GL503000)

GeneralLedger ~ Cash Management  Accounis Payable  Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management

General Ledger 4 £ Sydney - Close Financial Periods
Type your query here Search @ v ClosePeriocds  Unposted Documents |~ [X] ¥
— B [ Financial Description Active Closed in Closed in Closed in Closed in Closed in
Period ID AP AR IN CA FA
/’ > i e 5
01-2016 July O | | O O
~ Daily [] 02-2016 August ] O O [m} O
Release Budgets [ 032016 September m} [} O m} O
Release Transactions [ 04-2016 e O O O O O
Post Transactions
[0 05-2016 November m} [m] O m} O
Release Cashbook Vouchers
[ 06-2016 December ] O O [m] O
- Recurring O 07-2016 January m] m] O m] m]
Run Allocati
o mmﬂ_s ) [ 08-2016 February ] O O m} ]
Import Consclidation Data
Generate Recurring Transactions L) 0s-2018 March o O O O o
Reclassify Transactions [ 10-2016 April O O O O m|
[ 112016 May ] O O m} ]
~ Closing
O 12206 June m} O O O ]

Close Financial Periods

Validate Account History
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Year End Procedure

1. Please take a restorable snapshot of the company database before you proceed with any
of the activities described below.

2. ltis also recommended to perform the year end procedure in a test environment first
before running it in a live environment.

3. Create a new financial year before closing an existing financial year

Finance > General Ledger > Work TAB > Manage > Financial Periods > Enter the new
financial year and click Generate periods (GL201000)

General Ledger Cash Management Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes Currency Management

General Ledger 4 & Sydney - Financial Periods
Type your query here Search (ol + 1 1€ £ > >l Generate Periods
7 » | ] * Financial Year 2017 o ([0 User-Defined Periods
Start Date: 10772016
- Enter Number of Periods 12
Joumnal Transactions
Budgets (&) =
Tnal Balance B Period Financia Start Date End Date Description Act Clc Clc Clc Clc Clc
Cashbook Vouchers Nbr. Period in in in in in
D AP AR IN  GL (CA
~ Manage ’ 1] 01-2017  1/07/2016 310772016 July O (] (] O (]
Financial Penods 02 02-2017  1/08/2016 31/08/2016  August O o o o O
Allocations 03 032017 1092016 30/092016  September O o o o o
Recurring Transactions
04 042017 1/10/2016 3110/2016  October O o o o o
~ Explore 05 052017 1/11/2018 30/11/2018  November o o o o o
Account Summary % 062017 11122016 31122016  December O o o o o
Account by Period
07 07-2017  1/01/2017 31/01/2017 January O ] ] O ]
Account by Subaccount
Actount Detalls 08 082017 1022017 2B/02/2017  February O O o o o
Reclassification History 09 09-2017 /0372017 31/03/2017 March O O O O O
10 10-2017  1/04/2017 30/04/2017  April o o o o o
1 12017 1/05/2017 31/05/2017  May o o o o o
12 122017 /0812017 30/062017  June O o o o o
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Ensure the Month end process has been processed for all sub-ledger module (except

General Ledger).

In an Intercompany or Inter-Branch environment ensure all the adjusting journals have
been posted to the GL and the consolidation process has been finished. Confirm all
transactions are been posted to GL

General Ledger ~ Cash Management

General Ledger

Search

Vi > l Ee]

~ Enter
Joumal Transactions
Budgets
Trial Balance

Cashbook Vouchers

Manage

Ll

Financial Periods
Alloc ations

Recurring Transactions

~ Explore
Account Summary
Account by Period
Account by Subaccount
Account Details

Reclassification History

Accounts Payable

Accounis Receivable

« 2

-~ + ¥ K

* Financial Year: 2016
Start Date: 1/07/2015
Number of Periods:

(o] [
B Period Financia Start Date
Nbr. Period
v o 012016 1/07/2015

02 02-2016  1/08/2015

03 03-2016 /092015

04 04-2016  1/10/2015

05 05-2016 11172015

06 06-2016  1/12/2015

o7 07-2016  1/01/2016

08 08-2016 17022016

09 092016 1/03/2016

10 10-2016 1/04/2016

1 1-2016 1/05/2016

12 12-2016 1/06/2016
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Sydney ~ Financial Periods

Fixed Assets

< >

End Date

3170772015
31/08/2015
30/09/2015
31102015
30/11/2015
31122015
3170172016
29/02/2016
31/03/2016
30/04/2016
31/05/2016
30/06/2016

Deferred Revenue

Taxes

>l Generate Periods

User-Defined Periods

Description

July
August
September
October
MNovember
December
January
February
March
April

May

June

Acl Clc Clc Clc  Clk

in in in in
AP AR IN GL

~
Y]
R ®
Y
Y

R ®
& "
& ®

]
Y
®
®
m}
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5. Print a copy of Trial Balance summary and Trial Balance detail report.

Finance > General Ledger > Reports TAB > Trial Balance Summary (GL632000)

myob

Trial Balance Summary Ledger ACTUAL Page: Tof1

Company: Sydney Branch MAIN Date: 29/06/2016 11:56
User: Admin Fin. Period: 12-2018

Account Type Description Beginning Balance Debit Credit Ending Balance

5000 E  Costof Goods Sokd 0.00 10.00 0.00 10.00

Expense Total 0.00 10.00 0.00 10.00

4000 | Sales 0.00 0.00 100.00 100.00

Income Total 0.00 0.00 100.00 100.00

1200 Account Receivable 0.00 100.00 n.oo 100.00

1300 A Inventory 0.00 335.00 10,00 325.00

Assets Total 0.00 435.00 10.00 425.00

L Accounts Payable 0.00 10.00 135.00 125.00

L PO Accrual 0.00 100.00 310.00 210.00

L GST Paid 0.00 10,00 10,00 0.00

L WTO Net Income 0.00 10.00 100.00 90.00

L Landed Cost Accrual 0.00 25.00 25.00 0.00

Liability Total 0.00 155.00 580.00 425.00

Finance > General Ledger > Reports TAB > Trial Balance Detail (GL632500)

Trial Balance Detailed Ledger: ACTUAL Page: 1of1

Company: Sydney Branch: LEAIN Date: 28/06/2016 11:55
User. Admin Fin. Period:  12-2016

Account Type Sub Description Beginning Balance Debit Credit Ending Balance

5000 E 00ooDooooD Cost of Goods Sold D.00 10.00 0.00 10.00

Expense Total 0.00 10.00 0.00 10.00

4000 | 0D0DODDDODD Sales 0.00 0.00 100.00 100.00

Income Total 0.00 0.00 100.00 100.00

1200 A 00D0DDD0DD Account Receivable 0.00 100.00 0.00 100.00

1300 A 00ooDDDo0D Inventory 0.00 335.00 10.00 325.00

Assets Total 0.00 435.00 10.00 425.00

L 00D0DDD0DD Accounts Payable 0.00 10.00 135.00 125.00

L 00ooDDDo0D PO Accrual 0.00 100.00 310.00 210,00

L 00D0DDD0DD GST Paid 0.00 10.00 10.00 0.00

L 0D0DODDDODD ¥TD Met Income 0.00 10,00 100.00 S0.00

L 00ooDooooD Landed Cost Accrual D.00 25.00 25.00 D.00

Liability Total 0.00 155.00 580.00 425.00
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6. Print a copy of Balance Sheet and Profit and loss report for Year to Date and Month to

Date amounts.
Finance > General Ledger > Reports TAB > Balance Sheet (GL634000)

Sydney User: Admin
Balance Sheet
As of June 30, 2016
Assets
Current Assets
1100-Cash Account (367.40)
Account Receivable §50.100.00
Inventories 325.00
Total Current Assets 990.057.60
Total Assets 990.057.60
Liabilities
Current Liabilities
Accounts Payable 1.182.081.60
Other Current liabilities 54.210.00

Total Current Liabilities

Total Liabilities

Shareholders' Equity
Met Income / (Loss)

Total Shareholders' Equity

Total Liabilities & Shareholders' Equity

Finance > General Ledger > Reports TAB > Profit and Loss (GL63500

Sydney
Profit & Loss
As of June 30, 2016

YTD

1.236.301.60

1.236.301.60

(246,244 00)
246,244.00

990.057.60

0)

PTD

Sales 300.100.00

300.100.00

Total Sales 300.100.00

Returns and Allowanc es

Cost of Goods Sold 548 244 00

300.100.00

548 244 00

Total COGS 546,344.00

546,344.00

Gross Profit -246.244.00

-246.244.00

Salaries

Bank Expenses
Professional Expenses
Advertising

Travel

Insurance

Licenses

Office and Supplies
Services and Utilities
Other Expenses

0.00

Total Operating Expenses

0.00

EBITDA -246.244.00

-246.244.00

EBIT -246.244.00

-246.244.00

Met Interest Expensefincome
Inc ome Tax

Net Income (Loss) -246.244.00

-246.244.00
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7. Print a copy of Cash Flow statement from period 1 to period 12 (Optional)
Finance > General Ledger > Reports TAB > Cash Flow (GL636500)

SVdney User: Admin

Cash Flow Statement
For the period of June 1, 2016 to June 30, 2016

Operating Activities, Cash Flows Provided by or Used in:

Met Income -246.244 00
Depreciation and Amortization 0.00
Decrease (Increase) in Accounts Receivable -950.100.00
Increase (Decrease) in Accounts Payable 1.182.081.60
Increase (Decrease) in Tax Payable 0.00

Decrease (Increase) in Inventories
Increase (Decrease) in Other Operating Activities

Net Cash Flows From Operating Activities

Investing Activities, Cash Flows Provided by or Used in:

Capital Expenditures 0.00
Investments 0.00
Other Cash Flows from Investing Activities 0.00
Net Cash Flows from Investing Activities 0.00

Financing Activities, Cash Flows Provided by or Used in:

Dividends Paid 0.00
Sale (Repurchase) of Stock 0.00
Other Cash Flows From Financing Activities 0.00
Net Cash Flows from Financing Activities 0.00
Effect of Exchangs Rate Changes 0.00

Net Increase (Decrease) in Cash and Cash Equivalents:

Cash at Beginning 0.00

Cash at End
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8. Print Budget or forecasting report (Optional)

myob

If users are managing Budget, Reporting or Statistical ledger then it is recommended to
print copies of report which reflect the YTD and MTD values for each ledger and save it

9.

Validate Account (Optional)

Finance > General Ledger > Processes > Closing > Validate Account History (GL509900)

4

4

Ll

The process will evaluate all the selected Ledgers and validate it.

General Ledger ~ Cash Management

General Ledger

Search

o

Daily

Release Budgets
Release Transactions
Post Transactions

Release Cashbook Vouchers

Recurring

Run Allocations

Impert Conselidation Data
Generate Recurring Transactions
Reclassify Transactions

Closing
Close Financial Periods

Validate Account History

q

Accounts Payable

(5]

(&

B [ LedgeriD

>

Cal

ACT!

Accounts Receivable

Validate

UAL Actual

10. Close the last Financial period (GL503000)

[l

1

General Ledger ~ Cash Management

General Ledger

Search

o

Daily

Release Budgets
Release Transactions
Post Transactions

Release Cashbook Vouchers

Recurring

Run Allocations

Import Consolidation Data
Generate Recurring Transactions

Reclassify Transactions

Closing
Close Financial Periods

Validate Account History

4

Accounts Payable

|5

c

Accounis Receivable

Validate All

Fixed Assets

Sydney ~ Validate Account History

Description

Fixed Assets

Sydney ~ Close Financial Periods

2l

B [ Financial

>

|
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Period ID
12-2016

Close Periods

Description

June

Active

@ -

i

Deferred Revenue Taxes
X v
Deferred Revenue Taxes

Closed in
AP

(I ¢
Closed in Closed in Closed in
AR IN CA
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11. Post Year End process checks

» Ensure the year end process is successful and system is now showing all the
periods for new financial Year in the close financial period section.

» Ensure the Net Income / (Loss) values has been moved to Retained Earnings —
Loss carry —forward account. We can check this by printing balance sheet report
for new financial year period.

»  Ensure the profit and loss values are been set to zero for new financial year
period.

»  Print a copy of Trial Balance details, Balance Sheet and Profit /Loss report for new
financial period.

12. Post adjustment entries to closed financial year.

For example, we have the below figures for Balance Sheet or Profit & Loss after year end
procedure

Sydney User: Admin

Balance Sheet
As of July 31, 2016

Assets
Current Assets
1100-Cash Account (367.40)
Account Receivable §50.100.00
Inventories 325.00
Total Current Assets 990.057.60
Total Assets 990.057.60
Liabilities
Current Liabilities
Accounts Payable 1.182.081.60
Other Current liabilities 54.210.00
Total Current Liabilities 1.236.301.60
Total Liabilities 1.236.301.60
Shareholders' Equity
Retained Earnings - Loss carry-forward (245,244 00}
Met Income / (Loss) 0.00
Total Shareholders' Equity (246,244.00)
Total Liabilities & Shareholders' Equity 990.057.60
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Sydney
Profit & Loss
As of July 31, 2016

YTD

PTD

Returns and Allowances
Gross Profit

Salaries
Bank Expenses
Professional Expenses
Advertising
Travel
Insurance
Licenses
Office and Supplies
Services and Utilities
Other Expenses

Total Operating Expenses

Met Interest Expense/income
Income Tax

Net Income (Loss)

At this stage if an adjustment entry needs to be posted to previous financial year period (as

below)

& Sydney - Journal Transactions

et - K
Module GL
Batch Number 000028 o]
Status: Posted
Hold
29/06/2016
12-2016

Adjustment Joumal

> 2l

" Branch

* Ledger

Currency

c /7
B *Branch * Accour Description *Subaccount
[0} MAIN 1200 Account Receiv_. 0000000000
0 [ MAN 4000 Sales (0000000000

Actions +  Reports =
MAIN - Sydney
ACTUAL
AUD 1.00 View base
Auto Reversing
Reversing Entry
Create Tax Trans
[ =
Project ProjectTask | Ref.
Number
X
X

(=1
=
(=]

=
=
=

=
=

=1
=
(=]

=1
=
(=]

Type Normal

Orig. Batch Number

Debit Total. 1,000.00

Credit Total 1,000.00
Y

Quantity UOM Debit Amount

0.00 1,000.00
0.00 0.00

[J Notes  Activities Files
Credit Transaction Description
Amount

0.00 Adjustment Joumnal

1,000.00 Adjustment Joumnal

The System will post relevant entries to the Balance Sheet accounts including retained
earnings account only and will not update profit and loss accounts.
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Sydney User: Admin
Balance Sheet
As of July 31, 2018

Assets

Current Assets
1100-Cash Account
Account Receivable
Inventories

Total Current Assets

Total Assets

Liabilities

Current Liabilities
Accounts Payable
Other Current liabilities

Total Current Liabilities

Total Liabilities 1.236.3 0

Shareholders' Equity
Retained Earnings - Loss carry-forward (245,244 00}
Met Income / (Loss) 0.00

Total Shareholders' Equity (245.244.00)

Total Liabilities & Shareholders' Equity 991.057.60

Sydney
Profit & Loss
As of July 31, 2016
YTD PTD

Returns and Allowances
Gross Profit 0

(=]
(=l
=
o

Salaries

Bank Expenses
Professional Expenses
Advertising

Travel

Insurance

Licenses

Ofiice and Supplies
Services and Utilities
Other Expenses

=
=]
=
=
=
=

Total Operating Expenses

Met Interest Expensefincome
Income Tax

=
(=]
(=l
=
(=]

Net Income (Loss) .
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