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Disclaimer

Information supplied by the member companies of the MYOB group (whether in user
documentation and other literature, video or audio material, training courses, websites, advice
given by staff, or provided by other means) is intended only to illustrate general principles, and
may not be complete, accurate or free of error. As accounting standards, taxation requirements,
legislation and the circumstances of individual businesses vary widely, this information cannot be
considered authoritative and may not apply to your specific situation. You should obtain
competent advice from a qualified accounting, taxation, information-technology or legal
professional before acting on such information. To the extent permitted by law, member
companies of the MYOB group are not liable for any special, consequential, direct or indirect
damages arising from loss of function, profits or data resulting from your application of such
information. In the event that any of the above limitations are found to be unenforceable, the
MYOB member company's liability is limited to the return of any fees or monies paid for the
purchase of the product or service.

Trademarks

MYOB®, MYOB Accountants Office®, MYOB AccountEdge®, MYOB AccountRight™, MYOB
AccountRight Standard™, MYOB AccountRight Plus™, MYOB AccoquRight Premier™, MYOE;M
AccountRight Ente[prise, MYOB Accounting , MYOB Accounting Plus *, MYOB BusinessBasics
MYOB CashBasics™, MYOB ClientConnect™", MYOB FirstEdge®, MYOB M-Powered®, MYOB
M-Powered Services™, MYOB M-Powered Bank Statements™, MYOB M-Powered Invoices ™,
MYOB M-Powered MoneyController™, MYOB M-Powered Payments™, MYOB ODBC
DeveloperPack ™, MYOB ODBC Direct™, MYOB PowerPay®, MYOB Premier®, MYOB Premier
Enterprise®, Accountants Office®, AccountEdge®, AccountRight™, AccountRight Plus™,
AccountRight Premier™, AccountRight Enterprise™, Accounting Plus™, BusinessBasics™,
ClientConnect™, Firsttdge®, M-Powered®, M-Powered Superannuation™, ODBC
DeveloperPack™, ODBC Direct'”, PowerPay® and Premier® are registered trademarks or
trademarks of MYOB Technology Pty Ltd and their use is prohibited without prior consent.
Ceedata, Solution 6 MAS and Xlon are registered trademarks or trademarks of Solution 6
Holdings Limited, a member of the MYOB group.

4D Tools® is a registered trademark of 4D S.A. Brav® is a registered trademark of Bray Pty Ltd,
ABN 69 079 137 518. CaseWare® is a registered trademark of CaseWare International Inc.
HandiLedger® is a registered trademark of HandiSoft Software Pty Ltd. POSThillpay® is a
registered trademark of the Australian Postal Corporation.

Adobe®, Acrobat®, Acrobat Reader®, Adobe Reader®, PDF™, and PostScript® are trademarks or
registered trademarks of Adobe Systems Incorporated.

QuickTime® and the QuickTime logo are registered trademarks of Apple Inc.

Brio Intelligence and Hyperion Intelligence are trademarks or registered trademarks of Hyperion
Solutions Corporation. Crystal Reports® is a registered trademark of Crystal Decisions, Inc. in the
United States or other countries.

MasterCard® is a registered trademark of MasterCard International Inc.

Microsoft, Access, Excel, Internet Explorer, Office, Smart Tags, Windows and Word are registered
trademarks or trademarks of Microsoft Corporation in the United States or other countries.
Quicken® and QuickBooks® are registered trademarks of Intuit Inc.

VISA® is a registered trademark of Visa International Service Association. Other products
mentioned may be service marks, trademarks or registered trademarks of their respective owners.
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Welcome

Thank you for taking the time to learn about the MYOB AccountRight
and MYOB AccountEdge software range.

Since 1989, MYOB has been developing software and services that
take care of all critical business needs with a minimal learning curve.

We create products that are easy to use, provide instant value,
enhance productivity and increase a business’s opportunities for
success. As we are an Australian company, we are able to provide
solutions that exactly meet the needs of Australian businesses.

This booklet gives you a quick hands-on tutorial that steps you
through the basic day-to-day procedures that you are likely to
perform in a business environment.

The tutorial can be used with the most recent versions of
AccountRight Standard, AccountRight Plus, AccountRight Premier,
AccountRight Enterprise and AccountEdge. These products will be
referred to as your software throughout the tutorial.

We hope you enjoy learning to use Australia’s very own accounting
software.

MYOB Australia

NOTE: Transaction limit All business products on this Student CD are
transaction limited. If you are an instructor or a student, you can create
multiple company data files using these applications but each company
data file has a transaction limit.

Screen messages will be displayed before the transaction limit of a
company data file is reached. Once the transaction limit is reached, you
cannot add transactions to the company data file.
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Installing the software

The procedure is the same for Windows and Mac installations.

To install your software

1

Log in as an administrator if your computer only allows people
with administrator privileges to install programs.

Save any open documents and close all programs.

Insert the Student Edition CD into the drive. An installation

window appears.

If the installation window does not appear:

= Windows—Open the CD drive in Windows Explorer and click
the autorun.exe icon.

= Mac—Open the CD on the desktop and double-click the
autostart icon.

Click Install.

Choose the software to be installed and then follow the on-screen
instructions.

When installation is complete, click Finish.
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Opening the sample company file

To open the tutorial file

1 Open your software:
= Windows—go to the Start menu, choose Programs then
choose the Student Edition software you installed (eg.
AccountRight Plus).
= Mac—double-click the software application icon located in the
software folder on your hard drive.

A Welcome window appears.

& Welcome to AccountRight Premier

O
vnuprenr:‘mpanv file J
7] Create
a rl:eev?(umpanv file

7] Explore
SR conny

) What's New AccountRight Premier v19

in this version

7] Exit
Reconsioht romir [mYOB]

2 Click Open. The Open window appears.

Open RX
okin [Grwom o B

i eutorial MO

MyNetwork  Fie name: - Open
v T T = B
Files of ype: [AccountRight Data [ MY0) = szl
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Locate and open the tutorial folder that is located in your software
application folder.

Select the tutorial company file which is named tutorial.myo, and
click Open.

When you open the tutorial company file, you will be prompted to
enter a User ID. This will identify you and tag the transactions you
enter in the company file with your User ID. You can then generate
reports by User ID.

Enter your name and then click OK. A data verification message
appears.

Click Yes and then click OK to proceed with the data verification
process. This process may take a few minutes.

When the verification process is complete, click OK. The
Command Centre window appears.

To set the tutorial file to display accounts by account name

You need to set a preference so that the tutorial file displays account
names by default, instead of account numbers.

1

Go to the Setup menu and choose Preferences. The Preferences
window appears.

Click the Windows tab.

Click the Select and Display Account Name, Not Account
Number option.

Click OK to close the Preferences window.
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Navigating your software

You should familiarise yourself with the icons and keyboard
commands that can help you complete tasks quickly.

The Command Centre

The command centre is the central location for key functions, such as
sales, purchases, banking and accounts.

The icons at the top of the window represent the various command
centres in your software. You can move from one command centre to
another by clicking these icons. The Accounts command centre is
shown here.

& Tutorial Clearwater Pty Ltd - Command Centre [A=1ES]
[mvos] ACCOUNTS =9
iIs = Y
waan | ] il L ——
Banking Time Bilng  Purchases Payrall Inventory Caid File
Send to Accountant i Accounts List @ BASlink
& Company Data Auditor
Transfer Maney Record Jounal Entry P
i+ Business Insights
P
o Transaction Jaurnal 1
ToDolList w Find Transactions w Repars v Analysis v

Notice when you click an icon, the functions of that particular
command centre appear in the flowchart below the icons.

The command centre also gives you access to the To Do List, Reports,
Analysis and transaction locating tools.

NAVIGATING YOUR SOFTWARE 7



The command centres represent key aspects of your business. The
following describes the basic functions of each command centre.

Qi
“ Accounts command centre

= Examine the performance of your business.

= Manage your accounts list.

= Analyse your Balance Sheet and Profit and Loss.
= Complete BAS tasks.

= Enter journal entry adjustments.

|"\ Banking command centre

= Record payment of bills and expenses such as rent, electricity and
petty cash.

= Receive money into your business from sources such as the bank,
investment income or loan.

= Reconcile your accounts.
= Print cheques and remittance advices.
= Prepare bank deposits and electronic payments.

*m Sales command centre

= Invoice your clients and customers, and record payments
received.

= Track outstanding customer balances—money owed to your
business.

= Print customer statements and receipts.
= Create quotes and orders that can be changed to invoices.
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|.§f‘i Time Billing command centre

Create and manage the time billing activities you perform for your
customers.

Enter time billing activities, including using the time billing timer
to time activities as you perform them.

Prepare time billing invoices for customers.

If you use timesheets to pay your employees, you can enter
timesheets here.

| E Purchases command centre

Record purchases from and payments to your suppliers.
Create quotes and make them recurring.

Track outstanding payables and reimbursable expenses.
Pay your suppliers electronically.

ﬂ Payroll command centre

Payrol

Note that payroll is not available in AccountRight Standard.

Prepare pay runs and print payslips.

Manage payroll categories (the pay components that make up
your employee’s pay), such as entitlements, deductions, holiday
pay, superannuation, etc.

Pay your employees by cheque, cash and/or direct credit to bank
accounts.

Prepare end-of-year payment summaries.
Pay your payroll liabilities, such as WorkCover, taxes, etc.
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&% Inventory command centre

= Manage the items and services you buy, sell and inventory.
= Automatically build, buy or backorder items when required.
= Stocktake your inventory.

= Print price lists, packing slips and shipping labels.

= Set item prices for different customer levels. (AccountRight
Premier, AccountRight Enterprise and AccountEdge only).

= Adjust levels and transfer inventory between different locations
(AccountRight Enterprise and AccountEdge only).

=% Card File command centre

CadFie

= Create cards for customers, suppliers, employees and personal
contacts.

= Link cards to a contact alert system.
= Link cards to jobs.
= Do mail merges for sending letters to many contacts at once.

The Lists menu

In your software, details of your accounts, cards,
inventory, jobs, etc, are stored in lists.

These lists are all located in the Lists menu, accessible
from the main menu located at the top of the software
window.
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Z0o0om arrows

Zoom arrows are displayed next to various fields throughout your
software. You can see more detail about a transaction or record by
clicking the arrow.

A white zoom arrow = indicates that you can make changes to the
detail of the transaction or record.

A grey zoom arrow = indicates that you cannot edit the
transaction. This may be because you have set a preference to prevent
the editing of transactions once recorded. (You can change this
preference in the Security view of the Preferences window.)

Search icons

The search icon |5 enables you to open a search list window that
contains records already entered in your software, such as customers
or shipping methods. You can then select a record from the search list
to enter details in a transaction.

Calendar

You can select the dates to enter in any Date fields
using the calendar. Press SPACE, +, or - in any Date
field and a calendar will appear from which you can

select the date to use. Use the + and - keys on your B
222234/ EBH

keyboard’s number pad to scroll through the days o oasad
and then press ENTER to select the date. RS

Tab keys

Pressing the TAB key will move you from one field to the next in a
window. Pressing SsHIFT+TAB will move you back one field.
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Shortcut keys

There are shortcut keys for most windows in your software. For
example, to access the Cards List, press CTRL+F (COMMAND+F for Mac
users) on your keyboard. To view the available shortcut keys, have a
look through the menus in the main menu bar. Each window or
function that has a shortcut key will display the keys to press.

Spending and Receiving Money

You can track the money you spend and receive in your software
through the Banking command centre.

& Tutorial Clearwater Pty Lid - Command Centre

[mvos] BANKING =9

E—1 . = -

iy IO | e
Accounts Sales Time Bilng  Purchases Payrall Inventory Caid File

Spend Money fa Bank Register o Receive Money
Prepare Electronic Payments & 7
Recancile Accounts Prepare Bank Deposit
<o+ Print Cheques =+«

Print/Email Remittance Advices - ¢ Transaction Journal 1

ToDolist w Find Transactions Reports w Analysis ¥

= the Spend Money function to record cheques for purchases or
expenses that you won’'t be entering purchase orders for (using
the Purchases command centre), such as postage, rent and
owner drawings.
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= the Receive Money function to transfer money between your
bank accounts, record interest or record the miscellaneous cash
receipts you receive.

= the Prepare Electronic Payments function to make electronic
payments to suppliers as well as electronic payroll payments.

To ensure you have accurately entered your transactions, you can also
reconcile AccountRight’s accounts with your bank statement using
the Reconcile Accounts function.

Purchasing Items and Services

Your can enter purchases and make payments to suppliers in the
Purchases command centre.

& Tutorial Clearwater Pty Lid - Command Centre

[mvon] PURCHASES
i

L

Accounts Banking Payral Invertoy  Card Fle

{Purchases Register

&
PayEills « Enter Purchases
&

Prepare Electtonic Payments €

ErinyEmail Purchase Orders
Print Cheques

&
Priny/E mail Remitance Advices @ Transaction Joumal 1

ToDolList w Find Transactions w Reports v Analysis w

When you enter purchases in the Purchases command centre, you
can then track your payables or trade creditors, your discount expiry
dates, and the ageing of your outstanding purchases.

When you want to pay a supplier for a purchase, you record the
payment using the Pay Bills function.
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The Purchases Register enables you to view all your purchases,
closed bills and any debit notes you may have received for returned or
damaged goods and refunds.

Purchase types
You can record a purchase transaction as a Quote, Order or Bill in the
Purchases window.

Click Enter Purchases to open the new Purchases window and select
the purchase type from the menu in the top left of the window.

@ Purchases - New Service LER
ouate ]
* Groe | =i Terms ¥ TaxInchusive
T Putchass H:

Date:
Supplier InvH:

Desciplion

Subtotat
Comment; Freight:

Ship Via: Taw
Promised Date; Total Amount:

Memo:

Quote Delivery Status:

(B Save s Recunng| (8) Use Recuring | #89 Spel
7. = W &

HelpF1 | Pint | SendTa | dounal | Layouf

Cancel

o>,

Riegister

You can enter a quote to store an estimate or quote you received from
one of your suppliers. Then, when you are ready to make the purchase
you can change the quote to an order.

The order can then be changed to a bill when you have received the
items or services you ordered and are required to pay the supplier.
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Purchase layouts

Depending on the type of purchase you are making, you can choose

from four purchase layouts:

= Item—Use this layout for stock items you buy regularly and for
which you have created item records in your software. You can

choose to have your software track the quantity on hand and the

average cost of the items you purchase.

= Service—Use this layout to purchase services (or items) for which
you don’t have a record in your software. Examples of such

services include repairs, insurance and consultation.

= Professional—Use this layout for services you want to track over a

certain period. You can include the date each individual service
was provided, all on one purchase.

= Miscellaneous—Use this format for purchases that you don’t

need to print, for example, adjustments and debit notes you

receive.

To change the layout of a purchase, click Layout before you start
entering the transaction details.

E

= e

QUOTE =

Supplier

Tems

¥ TanInclusive

Shipta

Comment;
Ship Via:
Promised Date;

Memo:

Purchase f:

@ Service
 llem
 Professional

 Miscellansous

U

Use the Service layout when you want
ta buy something not on your ltems List
arif youlre not keeping or tacking
inventory

Cancel
Guote Delivery Status
{8) Save as Recuring| (B L -
He\;;uF: Eumv SengvD Journal \ Layout J Register Cancel

PURCHASING

ITEMS AND SERVICES
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Entering Sales and Payments

You can enter the sale of items and services to customers, and receive
payments from them in the Sales command centre.

When you enter sales in the Sales command centre, you can then
track your receivables or trade debtors, open invoices and
outstanding sales.

When a customer pays you, you can record their payment using the
Receive Payments function.

& Tutorial Clearwater Pty Lid - Command Centre

[wivos] SALES — )|
P | I s

Aecounts Barking Time Biling Purchases Payrall Inventary Cad File

~
Enter Sales -~ Fieceive Payments

&
PrinyEmail Statements « BrinyEmail Invoices Print Recaipts

Transaction Journal « 1

ToDolList w Find Transactions w Reports v Analysis w

You can enter a sale as a quote, order or invoice. This way you can
send a quote to a customer, change it to an order when the customer
decides to buy, and then change the order to an invoice when the
goods are sent.

Sales can be entered in the Service, Item, Professional and
Miscellaneous layout (similar to the purchase layouts described on
page 15).
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If you are using AccountRight Plus, AccountRight Premier,
AccountRight Enterprise or AccountEdge, you can also bill customers
using the Time Billing layout. Time Billing is appropriate for service
based businesses that bill for time (and materials) and miscellaneous
services provided to clients.

The Sales Register gives you quick access to all your sales, including
closed sales and credits given to customers.

Credit notes

If a customer returns goods to you, you can create a credit note to
reimburse them for the amount returned.

Let’s assume that 20 widgets were shipped to Widget Eaters Limited,
but five were damaged before they reached the customer. You give
the customer a credit note for the five damaged widgets which will be
applied against their outstanding invoice.

Creating a credit note follows the same procedure as making a sale,
except that the values in the invoice are entered as negative (-)
amounts.

If goods are returned and placed back in your inventory for reselling,
you would need to use the Item layout so that your inventory is
readjusted for the returns.

In this case the goods were damaged, which means you won’t be
placing them back in your inventory. The cost of the damaged goods
will be allocated to an income account called Sales Returns and the
Miscellaneous layout should be used.

The Sales Returns account will offset the total sales value in the Profit
& Loss Statement.
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Iltems Register

The Items Register window displays transactions relating to items.
When the window is filtered to show a single item, you can view a list
of the purchases or sales invoices created for the item, as well as a
running balance of the item’s quantity and inventory value.

You can open the Items Register window from the Inventory
command centre.

B items Register (B[]

Searchby: [Allltems ¥
0170772010 | Te: [30/0772010

529106
4727653

$3,06655
$306655

Working with Jobs

Jobs can be set up to track income and expenses related to services
you provide to your customers.

Jobs, like accounts and cards, are stored in a list. You can view the Jobs
List by choosing Jobs from the Lists menu. Then, view details of a job
by clicking the zoom arrow next to it.

18 MYOB STUDENT EDITION



The graphic below shows an example of a job already set up in the
Clearwater tutorial company file. It is a job set up for the installation of
50 water filters at the Island Way Hotel.

B Jobs List

Mame

Island Wa:

" HeaderJob
@ DetailJob

Job Number; | 4380

I~ Inactive Job
¥ Track Reimbursables

Subjebof: [#800 5| Percent Complete: [ 25% |
‘?/ Job Name: |[Fiters -lsland way | Start Date: [ 08/08/2010 |
Help F1 Description: |Install fiters in fifty suites Finish Date: [20M12/2000 |
Marager: [Hamyd Know |
Contact, [TempFotherg | Linked Customer : [ sland ‘Way Hatel =

2

Help F1

| B

New

o

Budgets Reimburse

The Job Information window displays information about the job,
such as the start date, percentage completed, finish date and so on.

Specific job-tracking tasks include:

= organising jobs in a hierarchy

= setting budgets for each job

= linking jobs to specific customers

= assigning jobs to individual line items on transactions
= tracking reimbursable expenses for your jobs

= preparing invoices to reimburse job expenses

= analysing profit and loss of a job.
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Customising and Printing Forms

Forms include the invoices,
purchases, cheques, statements
and mailing labels that you print
using your software. You can
customise the way your forms look,
for example, by adding a logo or
adding and removing text.

If you have used simple drawing
programs, you should be
comfortable using the Customise
Forms window.

Form templates are saved on your hard drive in a folder called Forms.
This folder must always be located within the folder in which your
AccountRight software has been installed.

You can have a number of templates for each form type—for
example, you could have one invoice form template for quotes and
another for standard invoices.

To open a form to customise, go to the Setup menu, choose
Customise Forms and then select the form you want to customise.
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An item sales invoice form is shown below.

0] =

[Company Mame]

—] [Company Address]

7
y [Inwoice Type

3

Inwoice #  [Inw

4 ABNABN] Date: [Da

Ship Via: [Sh
ACHACH
— L ! Page: [Pa
5 Bill To: Ship Ta:
el j_‘
Z/, SaeFom | SaveFomds | Corcedl | [HE
Help F1

The Customise window contains a number of field types:

Text fields—These are fields that you can add using the Text tool
in the Tool palette. To edit existing text fields, double-click
them.

Data fields—These are fields, already existing on the invoice, that
are automatically filled when the invoice is printed. At the
customising stage, data fields appear with brackets and the field
name. You can change the font, size and position of the fields by
double-clicking them or selecting them and clicking the Font
Properties button . You can also add more data fields and
columns by clicking the Add Data Fields button .

Form size—You can change how many forms you want printed
per page and set the page size. To do this, click the Form
Properties button E to display the Form Properties window.

For detailed information about customising forms, see the Help
Centre.

CUSTOMISING AND PRINTING FORMS 21



Additional Information

Where do you go from here?

For detailed information about every task you can perform using your
AccountRight software, refer to the Help Centre. You can open the
Help Centre from the Help menu in your software.

MYOB Training

If you want to know more about the features in AccountRight or
AccountEdge, and how they can improve the way you run a business,
there's an MYOB Training course that can help you.

Designed and written by educational, technical and accounting
experts, an MYOB Training course is the fastest way to unlock the full
potential of your software.

Courses are run in MYOB Training Centres with class sizes no larger
than 12. Your MYOB trainer will take you through a series of exercises
contained in an MYOB Training manual, which you can keep for
future reference.

Our seminars keep you up to date

Throughout the year the MYOB Training team present a range of
seminars and workshops in a number of capital cities and regional
areas. These special events give business owners tips and ideas to help
manage issues affecting businesses.

For more information about training courses, go to the MYOB training
website at myob.com.au/training

You can also call 1300 555 151 or email training@myob.com.au
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