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MYOB Australia Pty Ltd
Website: myob.com.au/myob.co.nz

ABN 13 086 760 198
Disclaimer

MYOB has carefully prepared this material but excludes (to the extent allowed by legislation) any direct or indirect liability
arising from errors or omissions or from its use. Any case studies (including the application of particular accounting
standards or legislation) are representative examples only, and will not directly apply to the user's own circumstances. They
are not a substitute for professional advice. Users must check that third party materials, for example from the IRD and the
ATO, are current at the time they are used.

Trademarks

MYOB®, MYOB Accountants Office’, MYOB AccountEdge®, MYOB AccountEdge’ Network Edition, MYOB AccountRight™,
MYOB AccountRight Standard™, MYOB AccountRight Plus™, MYOB AccountRight Premier™, MYOB AccountRight
Enterprise™, 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’, RetailManager”,
Accountants Office’, AccountEdge®, Accounting Plus™, BusinessBasics”, ClientConnect™, FirstEdge®, 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.

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

AddressBook, Apple®, iCal’, Macintosh®, and QuickTime® and the QuickTime logo are registered trademarks of Apple Inc. Mac
and the Mac logo are trademarks of Apple Inc., used under licence. MobileMe®M is a service mark of Apple Inc.

Microsoft, Access, Excel, Internet Explorer, .Net Framework, Office, Outlook, 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. 4D Tools’ is a registered trademark of 4D S.A. BrAY® is a registered trademark of Bray Pty
Ltd, ABN 69 079 137 518. CaseWare® is a registered trademark of CaseWare International Inc. FlexNet Connect’ is a
registered trademark of Flexera Software™ Inc. Google Maps™ card links included with permission. HandiLedger’ is a
registered trademark of HandiSoft Software Pty Ltd. POSTbillpay® is a registered trademark of the Australian Postal
Corporation. SM2DGraphView Copyright 2002-2008 Snowmint Creative Solutions LLC snowmintcs.com/. Sentry Spelling
Checker Engine for Windows, copyright Wintertree Software 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. VISA® is a
registered trademark of Visa International Service Association.

RightNow CX® is a registered trademark of RightNow Technologies Inc

Other products mentioned may be service marks, trademarks or registered trademarks of their respective owners.

© MYOB Technology Pty Ltd 2016. All rights reserved.

This material is intended only for MYOB Enterprise Solutions Business Partners and their customers. No part of this publication
may be copied, reproduced, utilised, transmitted, or distributed in any form by any means—including photocopying, recording,
mechanical, electronic or otherwise—by any other party without the prior written authorisation of MYOB Technology Pty Ltd.
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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 have to 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.

This quick guide takes screen shots from and was tested using MYOB Advanced Enterprise edition Version
2016.1.3. Screen shots may differ due to configuration differences.
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Inventory

1.

2.

3.

Finalise and post (Release) all the transactions for the current period (IN501000)

P oo oo

Receipts
Issues

Kit Assembly
Transfers
Adjustments

Validate Inventory (Optional)

Distribution > Inventory > Processes > Closing > Validate Inventory (IN505000)

a.
b.

Mark all the Stock Items
Click on Process All

Note: The process will evaluate all the inventory quantities and validates the balances.

[myos) Advanced ™

on

Finance

Distribution

Configuration
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Inventory

rd

Daily

«

Recurring

“

Closing
Close Finan

l

; ales Orders P

Inventory

> fla]

Physical Count

Validate Inventory

q

Search

o

& Sydney

o [ ol

2] v
"B M
y v
. 7

- Validate Inventory

Process  Process All
MAIN - Main
12-2016

Inventory IDTT Qi

| STOCK

| STOCK1

e-

On Hand City. Aval

1.00
0.00
000
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

.
able  Ofy. Not Available
1.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

Reconcile Stock On Hand GL Account Versus Inventory Valuation Report

Distribution > Inventory > Reports TAB > Balances > Inventory Valuation (IN615500)

Inventory Valuation
Company: Sydney Date: 29062016 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 SEGMENT SEGMENT 0.00 0.00
MAIN STOCK STOCK 1.00 100.00
MAIN TRIM TRIM 200 22500
Total: 3.00 325.00
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5. Close Financial Periods

Distribution > Inventory > Processes > Closing > Close financial periods (IN509000)

a. Select the period you want to close
b. Print Unreleased Document (Optional)
c. Click Close Period

Inventory | Purchase Orders Purchase Requisitions
Inventory 4 £ Sydney - Close Financial Periods
Search o o Close Penods Unreleased Documents Ll x 5 g
—_— (S Description A
7 > i o
Y ;
k4 July v
~ Daily v 02-2015 August &4
Release IN Documents ¥ 03-2015 September v
" ¥ 042015 Cctober %
« Recurring
|Update Standard Costs v 052015 November v
v 062015 December v
~ Physical Count
5 ks nt ~ 072015 January ¥
~ 082015 February v
Class v 092015 March 4
# 10-2015 Apnl v
+ Replenishment B
Caleulate Replenishmen ¥ 112015 May v
v 122015 June v

4

Closing

Close Financial Periods

Validate Inventory

NOTE: 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 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.(AP501000)

S oo 0 T w

Invoices

Debit Adjustments

Credit Adjustments
Prepayments

EFT and Cheque Payments
Landed Cost transactions

2. Validate Supplier Balances (Optional)

Finance > Accounts Payable > Processes > Closing > Validate Supplier Balance (AP509900)

a.
b.

Mark all the Vendors
Click on Process All

Note: The process will evaluate all the Supplier balances and validate it

Page 7 of 28

Accounts Payable 4

Search

[E
@

L

Closing

al Periods

Validate Supplier Balances

Accounts Payable

~
L

c

Sydney

—

- Validate Suppher Balances

Process Process All @
012015
B
ATO TAXAGE
DHS VENDDFT
2P0 EMPLYD
EMPLYD
EMPLYD
EMPLYD
EMPLYD
SUPPLEIR 1 VENDOFT
SUPPLIER 2 VENDDFT

Australian Taxation Office
Department of Human Services
Dunna Guru, Mr

Ross Ben, Mr

Smith James, Mr

Seal Shawn, Mr

User Employee. Mr
SUPPLIER 1

SUPPLIER 2

3.

Reconcile AP control account balance versus AP balance by GL Account Report.

Finance > Accounts Payable > Report TAB > AP Balance by GL Account (AP632000)

AP Balance by Account Branch MAIN Fin Pericd:  12.2016 Page: tof1
Company. Sydney Date: 29/06/2016 10:48
User: Admin
Account Sub. Description
1500 0000000000 Accounts Payable
vendor Name
SUPPLEIR 1 SUPPLIER 1
Applied To Type Vendor Ref. Date Entered Posted Closed Description Amount Balance
BILL e 23062018  12.2016 12-2016 10.00 110.00
BiLL sar 23062016 12-2016 12-2016 25.00 25.00
Vendor Documents Total: 135.00
Vendor Unrealized Gain/Loss: 0.00
Account Documents Total: 135.00
Account Unrealized Gain/Loss: 0.00

F2002016_05_ANZ
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4. Close Financial Periods
Finance > Accounts Payable > Processes > Closing > Close financial periods (AP506000)

a. Select the period you want to close
b. Print Unreleased Documents (Optional)
c. Click Close Period

CITD) Advanced ™

al Ledge asht jement  Accounts Pavable Fix rred He e
Accounts Payable Fl £ Sydney - Close Financial Periods
Search c W~  ClosePenods  Unreleased Documents [ [ 7

Description Act

P 3 il e -
o July I
¥ August e
v September i
v October L
5 ¥ November s
¥ 062015 December o
¥l 07-2015 January v
5 ¥ 082015 February 7
4 ¥ 092018 March o
¥ 102015 April -
i ¥ 112015 May v
¥ 12-2015 June +

« Closing

I Ciose Financial Periods

NOTE: 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 system will remove the period ID from the list
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Accounts Receivable

1. Finalise and post (Release) all the transactions for the current period.(AR501000)

a. Invoices

b. Debit Adjustments
c. Credit Adjustments
d. Prepayments

e. Payments

f.  Bank Deposits

2. Validate Customer Balances (Optional)
Finance > Accounts Receivable > Processes > Closing > Validate Customer Balance (AR509900)

a. Mark all the Customers
b. Click on Process All

The process will evaluate all the Customer balances and validate it

(D) Advanced -

L ement Accounts Payabie Accounts Receivable R L RETE =)
Accounts Receivable 4 © Sydney - Validate Customer Balances
Search C - Pmocess  Process All (SR [ b 41
[iat] o Sustomer Cla CUSTOFT - Customer Defau £
pe * Fin Period 01-2015

W  Gustomer (D

) Wl CUSTOMER 1 CUSTDFT CUSTOMER 1

¥ CUSTOMER?Z CUSTDFT CUSTOMER 2
o+ CUSTDFT CUSTOMER 3

CUSTDFT CUSTOMER 4
CUSTDFT CUSTOMER &
CUSTDFT CUSTOMER &
CUSTDFT CUSTOMER 7
CUSTDFT CUSTOMER 8

[

CUSTDFT CUSTOMER 8

3. Reconcile AR control account balance versus AR balance by GL Account Report.

Finance > Accounts Receivable > Reports TAB > Balance > AR Balance by GL Account(AR632000)

AR Balance by Account Finantial Period 122018 Page 1of1
Company. Sydney Date: 25062016 11:18
User Admin
Account Sub
1200 0000000000
Customer Hame
CUSTOMER 1 CUSTOMER 1
Ref. Nbr. Applied To  Type Date Posted Applied Closed Description Amount | Applied Balance
00001 INVOICE 110.000.00 110.000.00
200002 INVOICE 110,000.00 110,000.00
00002 INVOICE 33000000 33000000
INVOICE 110,000.00 110.000.00
INVOICE 330,000.00 330,000.00
Customer Documents Total: £50.000.00
Customer Unrealized Gain/Loss: 000
Account Documents Total: £90,000.00
Account Unrealized Gain/Loss: ooo
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4. Process and send Customer statements

Finance >> Accounts Receivable >> Process >> Prepare Statement (Process the related Cycle ID)
(AR503000)

| O Sydney - Prepare Statements

c €~ I Y 3 000000
1B o v CyclelD Description Last Last Prepare On Next
Statement Finance Statement
Data Charge Date
Date
i b O & EOTM End of The Month End of Month 31/05/2016

Finance >> Accounts Receivable >> Process >> (Print or Email Statements) (AR503500)

O Man - Prod Sistesmerss siomnmor |
- € > Prcess Praxen M G+ wgmem- < B V¥
Emad Statement . * Bes AN - Ml
EQTM - End of The Maren fns
WORG0S - ’
[ 1 Contivmar Sinre St Oveeton Cume PO Sutoened % Omave. ¥C || 0 o Pt :._._', Erae
¥ & ABC ADVOCA ABC ADVOCATES AT S5T S0 000 AUD AT 467 99 01 a0 w L
v ACCOLADE ACCOUADE GROUS PTY LTD J48TS0M00 2451 A 00 AUD 268750800 4T ROAO0 v -
v CSUTOMERDY CUSTOUER 02 8 044 0 O 8008 0 00 ALID & 044 0% 00 8 04 Ol 00 v b4
¥ CUSTOMERD CUSTOMER 01 L7700 ROTH0 AUD ROrrss RNarism v L
¥ UCUORLAND UQUORLAND o MW AUD A0 ma v -
v MERGE GRP MERGE GROUP PTY LTD WETENEN SSTLK00 AUD MNETANEO00 SS4TEE00 - Cd
¥ SOUVENER SOUVENER SCLUTIONS N TESLE000 1 TRS 000 AUD MR aG00 1. THAER 00 v
o TS FETAT TS FETATE 700k AK) D0 700K RO PO ALD TOORGRI 0N YO0 662 00 v

5. (Optional — Only when sales person commission is implemented) Calculate Sales Commissions
(AR505500)

C =  Process Al Review Commission Peried =] [X ¥

Commission Period:  06-2016 From 1/06/2016

Status Open To 30/06/2016
[E1 Salesperson Name Docume Commissiona Commission Average Minimum Maximum
ID Amount Amount Commission Commission Commission
% % %
* 0000000001 James Smith 3 212,457.60 21,24576 10.000000 10.000000 10.000000
0000000002 Terry White 1 23,454.00 2,345.40 10.000000 10.000000 10.000000
0000000003 Jimmy Nelson 1 23,544.00 2,354.40 10.000000 10.000000 10.000000
0000000004 Patrick Short 1 99.876.00 9,987.60 10.000000 10.000000 10.000000

6. (Optional- Only when sales person commission is implemented) Close Commission Period (AR506500)

C v £ K < > >  Actionsv = [ Y

* Commission Period:  06-2016 L From 1/06/2016
Status Prepared To 30/06/2016
k3 Salesperson Name Commissiona Commission
| Amount Amount
” 0000000001  James Smith 21245760 2124576
0000000002 Terry White 23.454.00 2,345.40
0000000003 Jimmy Nelson 23,544.00 2,354.40
0000000004 Patrick Short 99,876.00 9,987.60

F2002016_05_ANZ m Advance d@
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7. Close Financial Periods

Finance > Accounts Receivable > Processes > Closing > Close financial periods (AR509000)

a. Select the period you want to close
b. Print Open Document (Optional)
c. Click Close Period

(ST Advanced™
1| Ledger Cash Management Accounis Fayable  Accounts Receivable Fixed Assels Deferred Revenue Taxe Currency Management
Accounts Receivable « £ Sydney - Close Financial Periods
Search c - Cloze Periods.  Unrelsazed Documents o= [x] by

o Descripion Active
e 5 -

- ¥ 012015 duly v
¥ 022018 August )
~ 032015 September ~
v 042015 October o
¥ 052015 November uF
¥ 062015 December v
¥ 072015 January 7
¥ 08-2015 February +
¥ 092015 March W
# 102015 April <
¥ 112015 May 7
¥ 122015 June 7

NOTE: 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 system will remove the period ID from the list

F2002016_05_ANZ a
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Currency Management (Optional)

Note: The below section only refers to the Company who is using foreign currency module.
1. Run the currency management revaluation process for AR , AP and GL
Finance > Currency management > Processes > Closing > (CM506000, CM504000, CM503000)

Enter the Financial Period

Enter Currency Effective Date

Enter Currency (Revaluation Currency)

Enter Description for this revaluation

Click on Revalue (After the revaluation process system will assign amounts to PTD gain or Loss
column)

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

® oo oo

[T Advanced ™

Currency Management

Currency Management 4 © Sydney - Revalue GL Accounts
Search o4 . Revale @~ o T
Vs > i o3 'F 12:2006
= Ef 30062016 . tion Tt 000
. Closing e NZD

Revaluation for Penod

Currency Management

Frovauation for Penca

Currency Management ‘

F2002016_05_ANZ a
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Cash Management

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

Unknown deposits or payment
Bank Deposits.

a. Cash transactions
b. Bank Charges

c. Bank Interests

d. Bank Transfers

e.

f.

2. Finalise Bank Reconciliation

Reconcile Cash Account Balance versus Bank statements.

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

m oo T W

or  CashManagement  Accounts Payable  Arcounis Receivabie
Cash Management 4 O Sydney - Reconciliation Statements
Search @ - + i
7, b | e ] s t 1100 - Cash-n-Transit o E : 000
AUD R Recept 0.00 o
- Enter " el N NEWs 5 I 387 40 1
Fransa tion Oh Fokd @ s o0elad Bilbnes 36740
367 40
20062016 Differsice 7380
Pro o IWDE20NE -
1 Ree jon Statements
c ra Toggée Fuconciled Toguéa Chuared Raeconc e Processod Croate Adusimon \iigw Documont i fad
+ Manage . g
* e ¥ 2X02016 0.00 36T40 AP AP Balch 000001  Relea. 2V06/2016

3. Validate Cash Account Balances (Optional)
Finance > Cash Management > Processes > Closing > Validate Account Balances (CA503000)

a. Mark all Bank Accounts
b. Click on Process All

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

-
m Advanced Organisation Finance ution Configuration System Help
Cash Management Accounts Payable Accounis Recealvable Fixed Asset
Cash Management 4 © Sydney - Validate Account Balances
Search &) [l Validate Validate All G~ = @ Y
— v
P > i e 3 —
i v 1100 Cash-In-Transit
- Daily

- Closing
Close Financial Penods

| Validate Account Balances

F2002016_05_ANZ a
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4. Close Financial Periods
Finance > Cash Management > Processes > Closing > Close financial periods (CA506000)

a. Select the period you want to close
b. Print Unreleased Documents (Optional)
c. Click Close Period

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

Cash Management 4 & Sydney - CloseFinancial Periods
Search ¢ w  ClosePerods  Unreleased Documents b= B ¥
=, A F Descnpbion Acl
’ > ] e I i
v 012016 July
e ¥ 022016 August
¥ 032016 Seplember o
¥ 04-2016 Cctober
~ Closing ~ 052016 Movember
I Close Financial Periods ¥l 062016 December ¥
Validate Account Balances v 072016 January 7
¥ 082016 February v
~ 092016 March o
v 102016 April e
~ 112016 May v
¥ 12-2016 June v

NOTE: 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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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.

oo oo

1. Close Fixed assets period

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

r
(1) Advanced Organisation Finance Configuration System Help

seneral Ledge cash Management Accounts Payable Accounts Receivable Fixed Assets Deferred Revenue Taxes surre
Fixed Assets q & Sydney - Close Financial Periods
Search &, w  Close Perods  Unreleased Documents  Show Fixed Assets |~ [ ¥

=4 Description Active

’ > S | e =

| 01-2015 July wi

- «  02-2015 August v
v 03-2015 September v

? ¥ 042015 October E

- ~ 052015 November v
v 06-2015 December v

~ 072015 January v

~ 08-2015 February v

v 08-2015 March v

~ 10-2015 April v

v 112015 May 4

| 12-2015 June v

~ Closing

| Close Financial Periods

NOTE: 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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TAX / BAS (Finalise and Lodge BAS)

(AU Region)

Page 16 of 28

Note: 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)

a.
b.
c.
d.
e.

- .
(D) Advanced Organisation Finance

Enter Branch information
Enter Tax Agency ID
Choose reporting period

Distribution

Configuration System Help

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

Taxes
Search
’ > ] o
- Closing

| Prepare Tax Report

Release Tax Report

Q

Sydney ~ Prepare Tax Report

—

Prepare Tax Report =] E Y

MAIN - Sydney

ATQ - Australian Taxation Office

ng Period 02-2016

1/04/2016
30/06/2016

Taxable Amount - 10% - Debtor

Tax Amount - 10% - Debtor

Taxable Amount - 0% - G2 - Debtor
Tax Amount - 0% - G2 - Debtor
Taxable Amount - 0% - G3 - Debtor
Tax Ameunt - 0% - G3 - Deblor
Taxable Amount - 0% - G4 - Debtor
Tax Amount - 0% - G4 - Debtor
Taxable Amount - 10% - G7 - Debtor
Tax Amount - 10% - G7 - Debtor
Taxable Amount - 10% - Captial Purchases - Creditor

Tax Amount - 10% - Captial Purchases - Creditor

) £

Taxable Amount - 10% - Non-captial Purchases - Craditor

Tax Amount - 10% - Non-captial Purchases - Creditor

Taxes

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
000
0.00
0.00
0.00

100.00
10.00

Note: After the above process system will divert you to Release tax report screen

F2002016_05_ANZ
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2. Release Tax Report

a. Once all the figures are finalised Click on Close Period.(TX502000)
b. Print the GST Calculation Worksheet.
c. Check the Vendor Tab to get ATO Invoice for payment or refund.

Taxes Currency Mz

Accounts Payable Accounts Ret

Taxes { & Sydney - Release Tax Report

Search Lo Adjust Tax  Void Report  Release  Reports ~

©

MAIN - Sydney
ATO - Australian Taxation Office P| £
022016 el

Vi > [ e

~ Closing
Prepare Tax Report 1
From 1/0412016

30/06/2016

| Release Tax Report

c +H X

Report Description Amount

1 Taxable Amount - 10% - Debtor
Tax Amount - 10% - Debtor
Taxable Amount - 0% - G2 - Debtor
Tax Amount - 0% - G2 - Debtor
Taxable Amount - 0% - G3 - Debtor
Tax Amount - 0% - G3 - Debtor

5 oW o

Taxable Amount - 0% - G4 - Debtor
Tax Amount - 0% - G4 - Debtor
Taxable Amount - 10% - GT - Debtor

w0 @ N @ N

10 Tax Amount - 10% - G7 - Deblor
11 Taxable Amount - 10% - Captial Purchases - Creditor

12 Tax Amount - 10% - Captial Purchases - Creditor

=]

13 Taxable Amount - 10% - Nen-captial Purchases - Creditor 100.0(

=}
=

14 Tax Amount - 10% - Non-captial Purchases - Creditor

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

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

General Ledger Al ur A S Recei e Fi e efel Taxes
Taxes q £ Sydney ~ Release Tax Report
Search [ 5 Reports ~
/ 1 I o] SUB - Melboume ol £
ATO - Australian Taxation Office L £
~ Clasing ng Period 022016 L
Prepare Tax Report 1
| Release Tax Report
From 1042016
To 30/06/2016
Details AP Documents
c - X
*Branch  Referent " Date *Post *Vendor  Currenc; Amount Balance Status
Nbr. Period
> @ O MAN 000009  30/06/2016 122016 ATO AUD 10.00 10.00 Open
iy SuUB 000010 30/06/2016 12-2016 ATO AUD 19.233.40 19.233.40 Open

F2002016_05_ANZ m Advance ddb
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TAX / GST Return (Finalise and Lodge GST Return)

(NZ Region)

Note: It is essential that you check the information you have entered for accuracy and get
advice from a qualified tax accountant or a registered Tax agent when preparing tax statements
and lodging GST Return.

3. Prepare Tax Report

Finance > Taxes > Processes > Closing > Prepare Tax report (TX501000)

f.  Enter Branch information

g. Enter Tax Agency ID

h. Choose reporting period

i.  Reconcile the GST paid and GST Collected account versus Tax Details by GL Account reports.
j. Once the GST Return figures are finalised then click on Prepare Tax Report

Advanced‘ Organisation Finance Distribution Configuration
Ledger ash Manageme A Accounts Receivable Dé ed Revenue Taxes Currency b
Taxes 4 £ Auckand - Prepare Tax Report
Search c v~ PrepaeTaxReporn = [ Y
7’ » fiut] e ] " Branct MAIN - Auckland o &
IRD - Inland Revenue Department £
= Closing * Repening Period 04-2016
I Prepare Tax Repornt En 1/04/2016
Release Tax Repost
3010412016
Re Description
£ 1 Taxable Amount - 0% - Debtor 000
2 Tax Amount - 0% - Deblar 0.00
3 Taxable Amount - 0% - Creditor 1.043.30
4 Tax Amount - 0% - Creditor 000
5 Taxable Amount - 15% - Debtor 0.00
&  Tax Amount - 15% - Debtor 0.00
T Taxable Amount - 16% - Creditor 7.729.45
8 Tax Amount - 15% - Creditor 1.159.42
9 Taxable Amount - 9A - Debtor 0.00
10 Tax Amount - 94 - Debtor 0.00
11 Taxable Amount - 9B - Debtor 0.00
12 Tax Amount - 56 - Debtor 0.00
13 Taxable Amount - %C - Debter 0.00

T:

Note: After the above process system will divert you to Release tax report screen

F2002016_05_ANZ a
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4. Release Tax Report

e. Once all the figures are finalised Click on Close Period.(TX502000)
f.  Print the GST Report.
g. Check the Vendor Tab to get IRD Invoice for payment or refund.

CITD Advanced ™ Finance
e ar A Pz Deferred Revenue Taxes Currency Management
Taxes 4 < Auckland - Release Tax Report
Search - Adjust Tax Voud Report Release. Repors =
/ > i ol MAIN - Auckland o 2
IRD - Inland Revenue Department B £
- Closing 04-2016
Prepare Tax Report 2
| Release Tax Repart e
3042016

Details AP Documents

Taxable Amount - 0% - Debtor
Tax Amount - 0% - Debtor

Taxable Amount - 09 - Creditor

Tax Ameunt - 0% - Creditor

Taxable Amount - 15% - Debtor

6

Tax Amount - 15% - Debtor

-~

Taxable Amount - 15% - Creditor

& Tax Ameunt - 15% - Creditor
% Taxable Amount - 94 - Debtor
10 Tax Amount - 94 - Debtor
11 Taxable Amount - B - Debtor
12 Tax Amount - 9B - Deblor
13 Taxable Amount - 9C - Debtor

Note : The process will Close the existing GST Return period after which you will not be able to make any
changes.

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

-
([T Advanced o] Finance

Taxes 4 O Aukiand - Release Tax Repert
Search - Reports =
7 » T e " Branc! MAIN - Auckland R £
Age IRD - Inland Revenue Department 2 #
- Closing * Reporting Period 042016
P ¢ Tax Reg Revision 2 D Show Differsnce
Release Tax Repon
| “Reloass Tax Repor From 1042016
30/04/:2016
Details AP Documents
c &+ X

“vendor  Curren Amount Bajance Stans

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 it needs to be finalised and released.

®P oo oo

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

Note: The process will evaluate all the selected Ledgers and validate it

vaanced. O 5 D c System Help
General Ledger Cash Management Accounts Payable Accounts Receivable = ixed Assets sterred Revenue Taxes rrency Management
General Ledger 4 O Sydney - Validate Account History
Search c @~ = X Y & 000000
¥ LedgeriC Descript
P > I o > [ AGTUAL Actual

“

O
]
&

Validate Account History

2. Close the Financial Periods

Finance > General Ledger > Processes > Closing > Close Financial Periods (GL503000)

(XTI Advanced™

General Ledger  Gash Managemer Accounts Payable  Accounts Ret & = eferred Revenue  Taxe: @ eme
General Ledger 4 & Sydney - Clese Financial Periods
Search c - Close Penods Unposted Documents |«  [ad I &
Active osed in Closed in
. > ] & ; ' “ =
7 012016 July v
022016 August =
03-2018 September v
04-2016 October v
P - 05-2016 November »
06-2016 Decembear v
= Raguring 07-2016 January ¥
08-2016 February v
09-2016 March v
10-2016 Apnl ¥
1-2016 May v
- Closing
7 12-2016 June v
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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)

-
m Advanced satio Finance Distribution
General Ledger ash Management Accounts Payable Accounts Recalvable Fixed Assets Jeterred Revenue Currency |
General Ledger 4 & Sydney Financial Periods
Search P + (] 1€ < > »|  Generte Periods
’ » [ 0O LT e 2017
tart Dal 1ori2016
- = 12

c o = |

Period En; Ar C c o
Nt

D AF AR a EA
* ot 01-2017  1/07/2018 3072016 July L%

0z 02-2017  1/0872016 31/08/2016  August v

03 032017 1092016 30092016 September v

13 042017 11072016 302016 Ottober v

05 052017 WN2016 301112016 November v

1.} 06-2017 1122016 3N22018 December .

o7 072017 1/01/2017 IN01/2017  January v

1] 08-2017 Wo22017 280272017 February v

(1] 092017 1032017 voznm? March o

10 10-2017 1042017 300472017 Apnl v

11 12017 1052017 390872017 May v

12 122017 1082017 30/06/2017  June o
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4. Ensure Month end process has been processed for all sub-ledger module (except General Ledger). In an

Page 22 of 28

Intercompany or Inter-Branch environment ensure all the adjusting journals are been posted to GL and

consolidation process has been finished. Confirm all transactions are been posted to GL

(XD Advanced ™

General Ledger

Cash Management ALCoun

General Ledger 4 £ Sydney - Financial Periods

Search [ + ] 1<

/ » il e 205

110772015

(4 = B

Period E.na." a
o] Penod
o

- Manage ’ o 012016 1072015
1 02 022016  1/0872015
: 03 032016 1092015
04 042016 1102015

- 05 052016 1112015
06 06-2016 1122015

07 072016 10172016

08 082016  1/022016

09 092016  1/O0X2016

10 102016 1/0472016

" 1-2016  1/0572016

12 122016 1/0672016

End Date

31072015
31/08/2015
30/0% 208
312015
30M172015
INN22015
310112016
25/0272016
310%2018
30/04/2016
310572016
30/06/2016

2l

Descriptio

Juy
August
September
October
Movember
December
January
Febeuary
March
April

May

June

F2002016_05_ANZ
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6. Print a copy of Trial Balance summary and Trial Balance detail report.
Finance > General Ledger > Reports TAB > Trial Balance Summary (GL632000)
Trial Balance Summary Ledger ACTUAL Page: 1of1
Company. Sydney Branch: MAIN Date: 20/08/2016 11:56
User: Admin Fin. Period: 12-2016
Account Type Description Beginning Balance Debit Credit Ending Balance
£000 E Cost of Goods Sold 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 A Arcount Receivable 0.00 100.00 0.00 100.00
1300 A Inventory 0.00 335.00 10.00 325.00
Assets Total 0.00 435.00 10.00 425.00
1500 L Accounts Payable 0.00 10.00 135.00 125.00
1600 L PO Accrual 0.00 100.00 310.00 210.00
2400 L GST Paid 0.00 10.00 10.00 0.00
2900 L YTD Net Income 0.00 10.00 100.00 90.00
8400 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: MAIN Date: 2810672016 11:55
User: Admin Fin. Period: 12-2016
Account Type Sub Description Beginning Balance Debit Credit  Ending Balance
£000 E 0000000000 Cost of Goods Sold 0.00 10.00 0.00 10.00
Expense Total 0.00 10.00 0.00 10.00
4000 I 00D0D0000D Sales 0.00 0.00 100.00 100.00
Income Total 0.00 0.00 100.00 100.00
1200 A 0000000000 Account Receivable 0.00 100.00 0.00 100.00
1300 A 00D0D0000D Inventory 0.00 335.00 10.00 325.00
Assets Total 0.00 435.00 10.00 425.00
1500 L5 0000000000 Accounts Payable 0.00 10.00 135.00 125.00
1600 L 0000000000 PO Accrual 0.00 100.00 310.00 210.00
2400 L 0000000000 GST Paid 0.00 10.00 10.00 0.00
3900 L 0000000000 YTD Net Income 0.00 10.00 100.00 80.00
€400 L 0000000000 Landed Cost Accrual 0.00 25.00 25.00 0.00
Liability Total 0.00 155.00 580.00 425.00
7. 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 £80,100.00
Inventories 32500
Total Current Assets 990.057.60
Total Assets 990,057.60
Liabilities
Current Liabilities
Accounts Payable 118205160
Qther Current kabiities £4210.00
Total Current Liabilities 1.236.301.60

Total Liabilities 1,236.301.60

Shareholders’ Equity

Metincomse / (Loss) (245,244 00)
Total Shareholders’ Equity {246.244.00}
Total Liabilities & Shareholders' Equity 990,057.60

Finance > General Ledger > Reports TAB > Profit and Loss (GL635000)

F2002016_05_ANZ
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Sydney
Profit & Loss
As of June 30, 2016
YTD

Page 24 of 28

Sales 300,100.00 k.

Total Sales '300,100.00

Returns and Allowances

Cost of Goods Sokd 54834400

546,344.00

Total COGS 546.344.00

546.344.00

Gross Profit -246,244.00

Salaries

Bank Expenses
Professional Expenses
Advertising

Travel

Insurance

Licenses

Office and Supphes
Services and Utilties
Other Expenses

-246,244.00

Total Operating Expenses

EBITDA

EBIT -246.244.00

Net Interest Expense/income
Income Tax

-246.244.00

Net Income (Loss) -246,244.00

s -246.244.00

Print a copy of Cash Flow statement from period 1 to period 12 (Optional)

Finance > General Ledger > Reports TAB > Cash Flow (GL636500)

3ydney 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:
Net Income -248.244
Depreciation and Amortization 000
Decrease (Increase) in Accounts Receivable -990,100.00
Increase (Decrease) in Accounts Payable 1.182.081.60
Increase (Decrease) in Tax Payable 000
Decrease (Increase) in Inventories -325.00
Increase (Decrease) in Other Operating Activities 5421000
Net Cash Flows From Operating Activities 245.876.60
Investing Activities, Cash Flows Provided by or Used in:
Capital Expenditures 0.00
Investments oo
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
Other Cash Flows From Financing Activities

Net Cash Flows from Financing Activities

Effect of Exchange Rate Changes
Net Increase (Decrease) in Cash and Cash Equivalents:
Cash at Beginning

Cash at End

F2002016_05_ANZ
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9. Print Budget or forecasting report (Optional)

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

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

Note: The process will evaluate all the selected Ledgers and validate it

MmyoB Mvan:ed.

General Ledger ash Management Accounts Payable  Accounts Receivable  Fixed Assels Deferred Revenus 1Xes

General Ledger q £ Sydney Validate Account History

Search o ' Validate Validste All @&~ |+ [ b 4

Desc

v ACTUAL Actual

>

~
v
ke

Closing

se Financial Perods

Validate Account History

11. Close the last Financial period (GL503000)

OO Advanced ™

General Ledger  Cash Management  A¢ is Payable  Accounts Recelvable  Fixed Assets Deferred Revenue ency !
General Ledger 4 < Sydney - Close Financial Periods
Search C v Close Periods

escrpiion Active Closed in

pd 3 ) e §

June v v W v v v

~ Closing

ose Financial Perods

| Validate Account History
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12. Post Year End process checks

a. 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.

b. 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.

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

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

13. Post adjustment entries to closed financial year.

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

Syd ney User: Admin

Balance Sheet
As of July 31, 2016

Assets

Current Assets
1100-Cash Account
Account Receivable
Inventories

Total Current Assets

Total Assets 990.057.60
Liabilities
Current Liabilities
Accounts Payabie 1,182.091.60
Qther Current kabifties £4.210.00
Total Cumrent Liabilities 1,236,301.80
Total Liabilities 1,236,301.60

_—

Shareholders' Equity
Retained Earnings - Loss carry-forward
Net Income / (Loss)

Total Shareholders’ Equity

Total Liabilities & Shareholders' Equity 990,057.80

Sydney

Profit & Loss
As of July 31, 2016

YTD PTD

Returns and Allowances
Gross Profit 0.00 0.00

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

Total Operating Expenses 0.00

=
=
=1

et Interest Expenseilincome
Income Tax

Net Income (Loss)

o
o
o
(=3
(=3
o
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At this stage if an adjustment entry needs to be posted to previous financial year period (as below)

$ Sydney - Journal Transactions [ Notes  Activilies  Files |
Cale o P K < > > Actions ~  Reports =
GL . MAIN - Sydney Type Howmel
000023 P ACTUAL
Posted AUD 1.00 = View bace 1,000.00
Held Auto Reversing 1,000.00
: 26/062016 Reve
. 122016
Adjustment Jounal
c ¢ - E @
*Branch  “Accour  Descripton * Subaccount Project Project Task | Rl Quantity | LOM Debit Amount Credil | Transaction Descriphion
Numbar Amount
'] MAIN 1200 Account Recaiv 0DCOCODCCD X 000 1,000.00 000 Adjustment Joumal
Pl T MAIN 4000 Sales 0000000000 X 0.00 0.00 1,000.00  Adjustment Journal

System will post relevant entries to the Balance Sheet accounts including retained earnings account only
and will not update profit and loss accounts.

Sydney User: Admin
Balance Sheet
As of July 31, 2016
Assets
Curment Assets
1100-Cash Account (367.40)
Account Receivable 991,100.00
Inventories 325.00
Total Current Assets 991,057,60
Total Assets 991.057.60
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 (24524400
Net Income / (Loss) 0.00
Total Shareholders' Equity 1245,244.00)

Total Liabilities & Shareholders' Equity 991.057.60
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Sydney
Profit & Loss
As of July 31, 2016
YTD PTD

Returns and Allowances
Gross Profit 0.00 0.00

Salaries
Bank Expenses
Professional Expenses
Advertising
Travel
Insurance
Licenses
Office and Supplies
Services and Utilties
Other Expenses
Total Operating Expenses 0.00 0.00

Net Interest Expense/income
Income Tax

Net Income (Loss) 0.00 0.00

F2002016_05_ANZ m Advance d@



