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Mind Your Own Business – MYOB Advanced  
 
Who should do this training? 
This course is aimed at the following groups of people: 

·  Users of MYOB Accounting Plus, MYOB Premier and MYOB AccountEdge software who need 
to tract GST, reconcile and prepare for regular periodic and end-of-year reporting, including BAS 
using BASlink. 

  

 Prerequisites: 
·  MYOB levels 1 and 2  
·  Good keyboard and mouse skills 
·  Bookkeeping skills would be an advantage 

 
Course Duration: 
2 days – 9.00 am to 4.00pm 
  
 
 

 
Course Aim & Methodology: 
This course aims to increase the trainee’s computer productivity by providing the skills and knowledge to 
work with MYOB Software.   
 
The instructional method combines trainer-led demonstrations with hands-on student practice.  You will 
work through a series of examples using a case study.  Each  
unit concludes with a review. 
 
 

Course Elements: 
1. Setting up your company file for GST 
2. The End-of-Period checklist and the Company Data Auditor 
3. Bank Reconciliation 
4. Reconciling Accounts Receivable 
5. Reconciling Accounts Payable 
6. Reconciling your Inventory  
7. Reconciling Payroll 
8. Reconciling GST 
9. Simplifying BAS reporting with BASlink 
10. Reports 
11. Reviewing and providing data to your accountant 
12. Starting a new payroll and financial year 
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Course Content: 
 

·  Overview of MYOB command centres and accounts 
·  GST overview 
·  Tax inclusive or exclusive 
·  Reviewing, setting up and assigning tax codes 
·  End-of-period and end-of-financial year checklists 
·  Using the MYOB Company Data Auditor 
·  Manually reconciling using the bank statement and automatically reconciling by downloading the bank or 

credit card statement 
·  Fixing out of balances 
·  Displaying a reconciliation report 
·  Sales linked accounts 
·  Addressing what causes receivables out-of-balance amounts 
·  Reconcile the accounts receivable and identifying and correcting receivables out-of-balance amounts 
·  Purchases linked accounts 
·  Reconcile account payable 
·  Addressing what causes accounts payables out-of-balance amounts 
·  Inventory linked accounts 
·  Reconciling your inventory 
·  Identify the causes of an inventory out-of-balance and correcting 
·  Payroll linked accounts 
·  Reconcile wages 
·  Differences between payroll reports 
·  Reconciling and paying your payroll liabilities 
·  Reconciling payroll liabilities 
·  Additional reporting for payroll liabilities 
·  Reconcile the tax information 
·  Reviewing transactions with QUE tax code and Misallocated account 
·  Tax amount variances: sales and purchases 
·  Tax code exceptions: invoice and cash 
·  Tax information reconciliation 
·  Reviewing the Audit Trail report 
·  Completing the Business Activity Statement 
·  FBT Instalment field 
·  Review the BAS fields 
·  Finalise the BAS and Lodge and record the ATO payment 
·  Report customisation and filtering  
·  Saving reports in different formats 
·  Viewing an report in Microsoft Excel using OfficeLink 
·  Reports that do NOT export formulas to Excel 
·  Formatting a report 
·  Saving custom report 
·  Report batches 
·  The Company Data Auditor 
·  Sending information to the accountant 
·  Locking the previous financial year 
·  Entering en-of-year adjustments 
·  End of Financial and Payroll Year Overview  
·  Start of new financial year 
·  Optimising your company file 


