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Computer Accounting using MYOB
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Categories and Jobs


12 Categories and Jobs

Oz Job *

[image: image129.png]


I’d like to tell a story

Of drovin’ down a mob
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It’s in the category

Of earnin’ a few bob.
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We took ‘em from Cloncurry

Down to Jannalangbob,

There wasn’t any hurry 

For at least we had a job!

Fair dinkum it was hot and dry,

The dust made grown men sob

Me flamin’ horse would bite an’ shy

Despite him bein’ a cob.

I’d like to tell this Ozzie tale

But looking at my fob

The Editor is on my tail

To finish this book job!

(* Australian vernacular edited in the interest of family values – especially the last line!  Editor)

	

	After completing this chapter you will be able to:

	


	· Design reports using accounts, categories and jobs

	

	· Create categories and set up jobs

	

	· Enter budgets for jobs

	

	· Record transactions that will include category and job data

	

	· Prepare and print profit reports for jobs

	

	· Prepare and print reports by category

	


Introduction

Normal bookkeeping and accounting processes classify income and expense by using general ledger accounts. At the account level, some classification can be made by using headers for particular classes of income and expense. Where a business would like to know the results for different segments of the business (departments, divisions or other profit centres), income and expense could be categorised for this purpose. At a lower level, a business may want to keep track of income and expense for particular jobs carried out.



The main purpose of this chapter is to demonstrate categories and jobs. It is an extension of previous chapters.
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Information Design

In Chapter 3 the Accounts List was set up with Header and Detail accounts. In this way, the sales, cost of sales and expenses could be classified under broad headings. A food service business could, for example classify sales and cost of sales into say catering, retail, wholesale and home delivery. A car dealer could classify income and cost of sales into car sales and services, with the car sales further classified into new cars and second-hand cars. The standard profit and loss as printed in Chapter 3 would indicate the income and cost of sales for these accounts.



To obtain a more detailed profit report for each segment of a business, categories can be set up and all transactions are coded with the relevant category. The food services business may set up categories for each of its main business “departments” and all income and expense will be placed into one of the categories, So for example, the Accounts List might have a single Salaries and Wages account, but payments for salaries and wages may be categorised into retail, catering etc.



Where the business would like even more detailed information, a Job ID can be given to a particular service provided to a customer and this JOB ID would be used for all transactions related to that service. For example, the food service provider may want to know the profit or loss on all major catering jobs.



It can be seen that there is a hierarchy of information requirements. A single transaction can be classified a number of ways depending on the level of detail required from final reports.
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	Self-test exercise 12.1
List the possible categories for the following business types: printers, publishers, builders and electricians. Give some examples of Jobs that might be involved.




Account Levels

The accounts in a general ledger can be set up so that a profit statement will show the overall performance of a business. Adding and editing accounts to the Accounts List, including Header and Detail accounts, is demonstrated in Chapter 3 of this book. The instructions in that chapter are not repeated here. Income and Cost of Sales accounts can be detailed under a heading, as shown in that chapter.
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	Self-test exercise 12.2
Open the file dem121.dat

The business is in the food services industry. It wants to keep detailed records of the costs of catering operations.

Using the instructions in Chapter 3 (use the “How to,,” Index at the front of the book to find instructions), change the Cost of Sales section in the Accounts List to show:


Account Number and Name
Type
Tax Code

5-0000
Cost of Sales
Header


5-1000

Food Purchases
Header






5-1010
Food – Meat
Detail
FRE





5-1020
Food – Vegetables
Detail
FRE




5-1030
Food – Other
Detail
FRE



5-2000
Beverage Purchases
Header




5-2010

Beverages – Alcohol
Header






5-2011

Beverages – Beer
Detail
GST






5-2012

Beverages – Wine
Detail
GST




5-2020

Beverages – Other
Detail
GST



5-3000
Other Purchases
Detail
GST



5-5000
Freight
Detail
GST



5-9000
Administration Overhead
Detail
N-T

(Hint: As the Accounts List already shows account 5-2000 as Freight, change the account number for Freight to 5-5000 first. Ignore “Wine Equalisation Tax”)

Check your answer with the suggested answer at the end of this chapter.




Adding Categories

Categories are set up to keep track of financial information for major segments of your business. These segments may be divisions, departments or major functional areas. When transactions for spending money, receiving money, invoicing sales or recording bills from suppliers are entered, the category to which they relate will be nominated. Obviously, when you assign an invoice or a bill to a category, you cannot also assign a category when the payments for these invoices and bills are recorded at a later date.

Setting up Categories

Before categories can be used, they need to be set up. If categories are not set up, they will not appear on the transaction forms. Categories are initiated through the Preferences item in the Setup pull-down menu at the top of the screen


	Step
	   Instruction

	1
	Select the Setup menu at the top of the screen



	2
	Select the Preferences menu item



	3
	Click on the Systems tab if not already selected



	4
	Click on the checkbox for ‘Turn on Category Tracking’
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	5
	If categories MUST be used for all transactions than are capable of having a category, use the drop arrow and change the “Not Required” to “Required”
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	6
	Click on the OK button to close the Preferences window
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Example 12.1  - Changing the preferences for Categories

· Start the file dem121.dat. 

· Select the Setup menu and the Preferences menu item


· Click on the System tab in the Preferences window


· Select the checkbox for ‘Turn on Category Tracking and use the drop arrow to make this mandatory (that is, required)


· Check that your Preferences window looks like Figure 12.1 on the next page and click the OK button.
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Figure 12.1: Category preference turned on and mandatory
Creating Categories


The individual categories are entered using the Categories item in the Lists menu at the top of the screen.


	Step
	   Instruction

	1
	Select the Lists menu at the top of the screen



	2
	Select the Categories menu item



	3
	To add a new category, click on the New button
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	4
	Type in a ‘Category ID’ that will uniquely identify the category and (


	5
	Type in the ‘Category Name’ and (


	6
	Enter a description or notes about the category



	7
	Click on the OK button to complete the entry




[image: image9.png]



Example 12.2  - Creating a new category

· Use the file dem121.dat 


· Select the Lists menu at the top of the screen


· Select the Categories menu item


· Click on the New button
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· Type in “CATER” as the ‘Category ID’ and (


· Type in “External Catering” as the ‘Category Name’ and (


· Enter a “Description’ as “Major external catering of functions prepared at Dowling Street Kitchens.”


· Click on the OK button if your Edit Category window looks like Figure 12.2 
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Figure 12.2: The Edit Category window with new category created 
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	Self-test exercise 12.3
Enter in the following categories:

Category ID:
Category Name:
Description


WSALE
Wholesale
Wholesale supplied from Penrith premises.

SHOP
Shop Sales
Sales outlet at Mary Anne Street.

OTHER
Other
Unclassified income or expense




Adding Jobs

A Job is a detailed record of a particular task or event. In MYOB, a Job record can be more than just a list of income and expense for a particular task – budgets can be set up, reimbursable expenses can be tracked, and profit (or loss) can be thoroughly analysed.

Creating Jobs


Jobs are created using the Jobs item from the Lists pull-down menu. Jobs can be set up on a hierarchical basis – a main Job linked to a customer with several jobs underneath this main job. For example, a sub-contractor might do several jobs for a single contractor. Where this occurs, a Header Job is set up first and sub-jobs are added to this header.


	Step
	   Instruction

	1
	Select the Lists menu at the top of the screen



	2
	Select the Jobs menu item



	3
	To add a new category, click on the New button
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	4
	Click on the ‘Header’ selection button
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	5
	Type in a ‘Job Number’ that will uniquely identify the job and (


	6
	Enter a name for the job and (
(continued on the next page)

	7
	Type a description of the job. This is a multi-line field so use TAB when finished



	8
	Enter a contact name for the job and (


	9
	Enter the commencement date in the ‘Start Date:’ field and (
(Note that you can use the space bar and select the date from the pop-up calendar)



	10
	Enter the finish date if there will not be any more jobs under this header



	11
	Type in the name of the manager (the person in charge and responsible for looking after the job) and (


	12
	Enter the name of any linked customer. Type in the first few letters, or use the selection list button [image: image16.png]


 and select from the list



	13
	Click on the OK button to complete the entry.
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Example 12.3  - Creating a new Header Job

· Use the file dem121.dat 


· Select the Lists menu at the top of the screen


· Select the Jobs menu item


· Click on the New button



[image: image18.png]



· Type in “J100” as the ‘Job Number’ and (


· Enter “David James Catering” as the ‘Job Name’ and (


· In the ‘Description:’ field, type in “Sub-contracting functions for David James Pty Ltd” and use the TAB key when finished


· Type in the ‘Contact’ as “Sebastian Hargraves” and (


· Use the space bar and select “1/7/2004” as the date (or type this in) and (


· Leave the ‘Finish Date:’ field blank and (


· The manager for this job is “Wanina Gilbert”. Type this name in the ‘Manager:’ field and (


· In the ‘Linked Customer:’ filed, type in “Dav” or use the selection list button [image: image19.png]


 and select “David James Pty Ltd” as the linked customer


· If your Edit Job window looks like Figure 12.3, click on the OK button
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Figure 12.3: The Edit Job window with a new Header Job created 
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	Self-test exercise 12.4
Enter in the following Header Job:

Job Number F100 with name “Foodrama Catering”. The customer, Foodrama Pty Ltd, sub-contracts functions. Helen Marsh is the contact person at Foodrama Pty Ltd. This job started on 1 July 2004 and William Bard is the manager.





	Step
	   Instruction

	1
	Select the Lists menu at the top of the screen



	2
	Select the Jobs menu item

(continued on the next page)

	3
	To add a new category, click on the New button
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	4
	Click on the ‘Detail’ selection button if necessary (it should be the default)
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	5
	If expenses may be reimbursed, click on the check box for ‘Track Reimbursables’



	6
	Type in a ‘Job Number’ that will uniquely identify the job and (


	7
	Enter a name for the job and (


	8
	Type a description of the job. This is a multi-line field so use TAB when finished



	9
	Enter a contact name for the job and (


	10
	The ‘Percent Complete’ field can be used to keep track of the job’s progress

 

	11
	Enter the commencement date in the ‘Start Date:’ field and (
(Note that you can use the space bar and select the date from the pop-up calendar)



	12
	Enter the finish date if there will not be any more jobs under this header



	13
	Type in the name of the manager (the person in charge and responsible for looking after the job) and (


	14
	If this job has no header, enter the name of any linked customer. Type in the first few letters, or use the selection list button [image: image24.png]


 and select from the list 



	15
	Click on the OK button to complete the entry.
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Example 12.4  - Creating a new Detail Job

· Use the file dem121.dat 


· Select the Lists menu at the top of the screen


· Select the Jobs menu item


· Click on the New button



[image: image26.png]



· Type in “J101” as the ‘Job Number’ and (


· Enter “Newline Ball” as the ‘Job Name’ and (


· In the ‘Description:’ field, type in “Catering for Newline Cricket Club annual ball at Ryde Community Centre” and use the TAB key when finished


· Type in the ‘Contact’ as “Bill Deutrom” and (


· This is a new job so leave the ‘Percent Complete:’ filed as 0% and (


· Use the space bar and select “5/7/2004” as the date (or type this in) and (


· The job should be finished on 10 July 2004. Enter this in the ‘Finish Date:’ filed


· Leave the ‘Finish Date:’ field blank and (


· The manager for this job is “Wanina Gilbert”. Type this name in the ‘Manager:’ field and (


· In the ‘Linked Customer:’ filed, the customer’s name should be “David James Ltd” as the Job number given is subsidiary to the header job Number “J100” already entered. (If a detail job does not have a related header, you will need to enter any linked customer’s name here)


· If your Edit Job window looks like Figure 12.4 on the next page, click on the OK button
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Figure 12.4: The Edit Job window with a new Header Job created 

· The Jobs List window should now look like Figure 12.5. Notice that header jobs are in bold type and detail jobs are indented under the related header
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Figure 12.5: The Jobs List window with headers and a detail job entered
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	Self-test exercise 12.5
Enter in the following Detail Jobs:

Job Number J102 with name “TWA Awards”. This job is carried out as a sub-contractor for the customer David James Ltd with Wanina Gilbert as the David James function manager. The job requires catering for the Technical Writers Association awards night at the Oatlands Reception centre. The contact person is Luigi Lambretta and the job is started on 7 July 2004. Reimbursables are to be tracked, the percentage complete should be left as 0% and the function will be completed on 10 July 2004.

Job Number F101 with name “Wedding”. The job is to supply food, drinks and service for a wedding organised by the customer Foodrama Pty Ltd.  The contact person is Helen Marsh and the job is started on 5 July 2004. Reimbursables are to be tracked, the percentage complete should be left as 0% and the function will be completed on 10 July 2004. The Manager is William Bard.




Job Budgets


A useful feature of Jobs is to be able to set up budgets. Actual results can then be compared to these budgets and adjustments to prices and costs made for future jobs to improve performance. Budget data can only be entered into a detail job.


	Step
	   Instruction

	1
	Select the Lists menu at the top of the screen



	2
	Select the Jobs menu item



	3
	Click on the job for which budgets are to be entered to highlight it



	4
	Click on the Budgets button
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	5
	Click in the ‘Budgets’ column against the income or expense concerned and type in the amount. Use the down and up arrows to move down and up the ‘Budgets’ column, or click on an item to enter or edit the amount



	6
	Click on the OK button when the budget has been entered.
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Example 12.5  - Entering a budget for a job

· Use the file dem121.dat 


· Select the Lists menu at the top of the screen


· Select the Jobs menu item


· Click on Job F101 “Wedding” to highlight it (Do NOT click on the detail arrow)


· Click on the Budgets button
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· Click in the ‘Budgets’ column on the line for account 4-3000 “Catering Fees” and type in “6600” and (.  The amount should show as $6,600.00. This is 220 guests @ $30 per guest

· Use the down arrow key to move down to account 5-1010 “Food – Meat” and type in “770” and (
· Continue entering the following budgeted costs for Job F101:


$


5-1020 “Food – Vegetables” 
198.00


5-1030 “Food Other”
440.00


5-2011 “Beverages – Beer”
900.00


5-2012 “Beverages – Wine”
660.00


5-2020 “Beverages – Other”
300.00


5-3000 “Other Purchases”
100.00


5-9000 “Administration Overhead
440.00


6-1150 “Breakages & Replacements
200.00


6-1500 “ Employees’ Meals
64.00


6-1800 “Laundry and Cleaning”
440.00


6-2300 “Kitchen Supplies”
100.00


6-2430 “ Wages & Salaries”
1,760.00

· The top part of your Job Budgets by Account window should look like Figure 12.6:
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Figure 12.6: Part of the Job Budgets by Account window for Job F101

· Click on the OK button to finish entering the budget for the job
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	Self-test exercise 12.6
Enter in the following budgets for Jobs 



	
	General ledger Account
	Job J101
	Job J102

	
	
	
$
	
$

	
	4-3000 “Catering Fees”
	
15,000.00
	
19,200.00

	
	5-1010 “ Food – Meat”
	
1,400.00
	
2,000.00

	
	5-1020 “Food – Vegetables”
	
500.00
	
650.00

	
	5-1030 “Food Other”

	
500.00
	
540.00

	
	5-2011 “Beverages – Beer”
	
1,750.00
	
1,500.00

	
	5-2012 “Beverages – Wine”
	
2,000.00
	
3,000.00

	
	5-2020 “Beverages – Other”
	
1,000.00
	
780.00

	
	5-3000 “Other Purchases”
	
250.00
	
280.00

	
	5-9000 “Administration Overhead”
	
880.00
	
960.00

	
	6-1150 “Breakages & Replacements”
	
250.00
	
250.00

	
	6-1500 “ Employees’ Meals”
	
80.00
	
96.00

	
	6-1800 “Laundry and Cleaning”
	
1,000.00
	
1,200.00

	
	6-2300 “Kitchen Supplies”
	
150.00
	
180.00

	
	6-2430 “ Wages & Salaries”
	
3,520.00
	
3,840.00


Transactions using Categories and Jobs

Transactions in MYOB Accounting Plus have been covered from Chapter 3 through to Chapter 9. The transactions demonstrated here are exactly the same with the addition of further classification by categories and jobs. Not all transactions will therefore be covered within this chapter. The “How to ..” list of instructions for each transaction will not be repeated in this chapter, and you are advised to use the “How to .. “ Index at the front of this book to find the relevant instructions. 


It will be assumed in assessment exercises that you will be able to adapt the methods demonstrated below to any other transaction.

Purchase of trade goods on credit

The purchase of goods using service invoices was covered in Chapter 6. The following example extends that coverage with categories and jobs.
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Example 12.6   - Entering a purchase from Meatworks Pty Ltd


Enter the following purchase from Meatworks Pty Ltd on 7 July 2004. The purchase is for meat delivered to the Dowling Street Kitchens for catering jobs.

· 
Have the file dem121.dat open 

· Select the Purchases Command Centre

· Select the Enter Purchases option. Make sure the purchase layout is Purchases New Service. 
· If the layout is not Service, click on the Layout button and change it to Service
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and click on the radio button next to Service layout. [image: image38.png]@ Service






· Check that the default BILL is selected in this exercise
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· The supplier is Meatworks Pty Ltd.  Remember that you may type in the first few letters (say “Me”), hit enter and select from a list, or use the List button [image: image40.bmp]
· TAB to the ‘Purchase #’ field so that the ship to address remains.  Enter “1234” as the purchase number (


· Enter the date as “7/7/04”.  Remember that if the system date is set to July 2004 or if the date in this field is a date in July 2004, you only have to type ‘7’ ( (alternatively, press the spacebar and select the date from the calendar)

· The supplier’s invoice number (#) is “W338” (
· Enter the first description line as “100 kilograms sirloin beef @ $7.20 per kilogram” and TAB to the next field.

· The account to be debited is “Food - Meat” which has an account # of 5-1010.   Enter this and TAB to amount field

· The amount to enter is $720.00 You can either type “100 * 7.20 =” or “720” and TAB

· The Job is “F101” – you may type in “F” and ( or use the selection list arrow, select F101 from the Jobs List and (


· The ‘Tax’ column should show a tax code of “FRE” (the default code set up for this account)


· Enter another line for “160 kilograms of various lamb cuts @ $5.80 per kilogram”. This is debited to the account “Food – Meat” and is for Job J101.


· Enter a third line as “180 kilograms Scotch Fillet @ $9.80 per kilogram”. This is debited to the account “Food – Meat” and is for Job J102.


· Towards the bottom right-hand side of the form (before the buttons) there is a field called ‘Category:’ with a drop-down selection list button. Select “CATER” as the category, as this is Category ID for catering.


· Leave the rest of the purchase as is. The form should look like Figure 12.7:
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Figure 12.7: Completed purchase with jobs and category 

· To correct any errors, click on the field concerned and over-type or edit


· Click on the Record button to record the purchase
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	Self-test exercise 12.7
Enter in the following Purchases:



	
	Date
	Details
	Job

	
	8/7/04
	Purchase # 1235: Groceries for the shop purchased from Davis Foods Pty Ltd on their Invoice D1098. Debit the amount of $3,480.90 (including the GST) to account “Food – Other” 5-1030. The category is SHOP, the tax code is “GST” and there is no Job number.
	NA

	
	8/7/04
	Purchase # 1236: Purchased poultry from Meatworks Pty Ltd on their Invoice W341 - 


  85 kilograms chicken breast @ $4.40 per kilogram


120 kilograms chicken legs $ $2.60 per kilogram

The account to debit is “Food – Meat” 5-1010, the Category is “CATER” and the tax code is “FRE”
	J101

J102

	
	9/7/04
	Purchase # 1237: Purchased potatoes from Natural Foods Pty Ltd on their Invoice 3016 –


  75 kilograms Pontiac Potatoes @ $0.80 per kilogram


125 kilograms Tassie Chips @ $1.20 per kilogram


160 kilograms Tassie Chips @ $1.20 per kilogram

The account to debit is “Food – Vegetables” 5-1020, the Category is “CATER” and the tax code is “FRE”
	F101

J101

J102

	
	9/7/04
	Purchase # 1238: Purchased mixed vegetables in 5 kg cartons from Natural Foods Pty Ltd on their Invoice 3017 –


20 cartons mixed prepared vegetables @ $8.00 per carton


35 cartons mixed prepared vegetables @ $8.00 per carton


42 cartons mixed prepared vegetables @ $8.00 per carton

The account to debit is “Food – Vegetables” 5-1020, the Category is “CATER” and the tax code is “FRE”
	F101

J101

J102

	
	9/7/04
	Purchase # 1239: Purchased cartons of assorted uncooked pasta from PastaFizouli Pty Ltd on their Invoice 118 –


25 cartons assorted pasta @ $14.00 per carton


35 cartons assorted pasta @ $14.00 per carton


40 cartons assorted pasta @ $14.00 per carton

The account to debit is “Food – Other” 5-1030, the Category is “CATER” and the tax code is “FRE”
	F101

J101

J102

	
	9/7/04
	Purchase # 1240: Purchased carcasses from Meatworks Pty Ltd for Penrith wholesale outleton their Invoice M489 – 


905 kilograms beef @ $3.08 per kilogram


426 kilograms lamb @ $2.96 per kilogram

The account to debit is “Food – Meat” 5-1010, the Category is “WSALE” and the tax code is “FRE”


	NA

	
	
	(continued on the next page)
	

	
	9/7/04
	Purchase # 1241: Purchased beer from Antropy Pty Ltd on their Invoice 6612 –


45 cartons assorted beers @ $20.90 per carton


95 cartons assorted beers @ $20.90 per carton


80 cartons assorted beers @ $20.90 per carton

The price per carton shown above includes GST. The account to debit is “Beverages - Beer” 5-2011, the Category is “CATER” and the tax code is “GST”
	F101

J101

J102

	
	9/7/04
	Purchase # 1242: Purchased wine from Antropy Pty Ltd on their Invoice 6613 –


110 bottles assorted wines @ $6.60 per bottle


250 bottles assorted wines @ $8.80 per bottle


300 bottles assorted wines @ $11.00 per bottle

The price per bottle shown above includes GST (ignore any Wine Equalisation Tax). The account to debit is “Beverages - Wine” 5-2012, the Category is “CATER” and the tax code is “GST”
	F101

J101

J102

	
	9/7/04
	Purchase # 1243: Purchased non-alcoholic drinks from Omega Alpha Pty Ltd on their Invoice 44/120 –


Assorted cans and bottles as per Invoice $330.00


Assorted cans and bottles as per Invoice $1,100.00


Assorted cans and bottles as per Invoice $858.00

The prices above include the GST. The account to debit is “Beverages - Other” 5-2020, the Category is “CATER” and the tax code is “GST”
	F101

J101

J102


Sales Invoices

Recording sales invoices is covered in Chapters 6 and 7. The following example extends that coverage with categories and jobs.
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Example 12.7   - Entering a tax-inclusive invoice for catering fees

Enter the following invoice to David James Ltd for the Newline Cricket Club Job 101. The invoice is to show tax-inclusive amounts. 
· 
Have the file dem121.dat open

· Select the Sales command centre

· Select the Enter Sales option and make sure that the invoice type is Sales – New Service

· Check that INVOICE is selected
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· Check that the invoice amounts are to be printed as tax-inclusive
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· The customer is David James Ltd.  Remember that you may type in the first few letters (say “dav”), hit ( and select from a list, or use the List button [image: image46.png]


.

· TAB through to the Invoice number field so that the ship to address remains (i.e. do not press Enter in the ‘Ship To’ field).  Enter “1001” as the invoice number (
· Enter the date as 12/7/2004. Remember that if the system date is set to July 2004, you only have to type “12” (
· The customer’s purchase order number (#) is C1123. Type this in and (
· Enter the description as “Catering for Newline Cricket Club annual ball at Ryde Community Centre” and TAB to the next field.

· The account to be credited is “Catering Fees” which has an account # of 4‑3000.  Enter this (or use the List button [image: image47.png]


 and select from the accounts list) and TAB to the amount field

· The amount to enter is $16,500.00 (this is the GST-inclusive amount for this line of the invoice). 


· TAB and enter the Job as “Job101”. You may type this in or select from the list by using the List [image: image48.png]


 button 


· The ‘Tax’ column should show a GST code of “GST” 

· In the ‘Salesperson’ field select  “Gilbert, Wanina” as the salesperson.  You may type this in or select from the list by using the List [image: image49.png]


 button 


· Click on the list button [image: image50.png]


 for the ‘Comment’ field and select “We appreciate your business”.


· Towards the bottom right-hand side of the form (before the buttons) there is a field called ‘Category:’ with a drop-down selection list button. Select “CATER” as the category, as this is Category ID for catering.


· Leave the rest of the invoice as is. The invoice should look like Figure 12.8. To correct any errors, click on the field concerned and overtype or edit
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Figure 12.8: Completed invoice to David James Ltd for Job 101

· Select the Record button to complete this invoice
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	Self-test exercise 12.8
Enter in the following Sales using service invoices:



	
	Date
	Details
	Job

	
	13/7/04
	Invoice # 1002 to Foodrama Pty Ltd for Food and drinks supplied for wedding on their Order F54. The tax-inclusive fee for this was $7,260.00 and the salesperson was William Bard. The tax code is GST and the account to credit is “Catering Fees” number 4-3000. The category is “CATER”.
	F101

	
	
	(continued on the next page)
	

	
	13/7/04
	Invoice # 1003 to David James Ltd for catering at the Technical Writers Association awards night at Oatlands Reception Centre. Their order number was C1125. The tax-inclusive fee for this was $21,120.00 and the salesperson was Wanina Gilbert. The tax code is GST and the account to credit is “Catering Fees” number 4-3000. The category is “CATER”.
	J102

	
	14/7/04
	Invoice # 1004 to Kismet Pty Ltd for meat sold at wholesale. Kismet’s order number is 11245 and is for 70 cartons trimmed beef @ $42.00 per carton, GST-free. Salesperson was Charles Masefield. The tax code is FRE, the account to credit is “Food Sales” account number 4-1000   and the category is WSALE
	NA


Cash sales received 

The receipt of cash for cash sales was covered in Chapter 4. The following example extends that coverage with categories and jobs. It does not cover the use of Undeposited Funds that is explained in Chapter 4.
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Example 12.8  - Recording shop cash sales

· Make sure that you have the file dem121.dat open. This transaction is for the sale of prepared food items from a shop and therefore the amounts include the GST
· Select the Banking command centre
· Click on the Receive Money button
· At the top left hand corner of the Receive money window the selection button for Jupiter Bank should be active

· Check that the tick-box for ‘Tax Inclusive’ at the top of the Receive Money window is on – that is, there is a tick in the box as shown in the previous dot point
· Leave the ID # as CR000001.  This is a computer generated number to identify the receipt (or in this case a deposit) 


· Enter the date as 5/07/2004 (


· The “Payor” field is used to enter the name of the person or business making the payment.   In MYOB Accounting Plus  “cards” can be created for names, addresses and other permanent information for customers, suppliers (vendors), employees and contacts.  The information on a card can be entered into various forms by selecting the card from a card file, and this saves a great deal of typing.  Type in “D” and select “Daily Deposit” ( (










· Enter the total amount of the deposit as “3520” and ( (Note that the dollar sign, the comma separating thousands, the decimal point and zero decimals are not required, and the resulting figure will be shown as $3,520.00)


· This payment is made in cash. Type “Cash” in the ‘Payment Method’ field or use the list button [image: image55.png]


 and select “Cash” from the list. There are no details required for cash
 

· TAB through to the “Memo” field and type in “Daily deposit of shop cash sales” and (


· The account to credit is “Food Sales”, account number 4-1000.  If you are using account names, type in the first few letters “Sa” and TAB twice. If you are using account numbers, type in the account number as 4-1000 and use TAB.  Remember that a slower method is to hit Enter ((), search for the account and use it.  If the account number is known, it is far quicker to type in the known account number.


· The amount $3,520.00 should be showing in the “Amount” field (the GST-inclusive amount). TAB through to the ‘Memo’ column, leaving the ‘Job’ column blank


· Type in additional information about this line item in the ‘Memo’ column – enter “Prepared food” as the line ‘Memo’ and TAB


· Change the tax code to “GST”  (this account has been set up with a default tax code of FRE that needs to be changed for the shop sales of prepared food)


· Towards the bottom right-hand side of the form (before the buttons) there is a field called ‘Category:’ with a drop-down selection list button. Select “SHOP” as the category, as this is Category ID for the shop.

· Your Receive Money window should look like Figure 12.9 on the next page

· If there are any errors click in the incorrect field and edit it

· Click on the Record button to complete this transaction
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Figure 12.9: Money banked for shop cash sales
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	Self-test exercise 12.9
Record the following cash deposits of shop sales for the week ended Saturday 10 July 2004. In all cases there is no job number, the account is “Food Sales” 4-1000. The category is “SHOP” and the tax code is “GST”:


6 July:
$1,690.80 
including GST


7 July:
$2,244.00 
including GST


8 July:
$1,125.85 
including GST


9 July:
$979.99 
including GST

10 July:
3,135.44
including GST




Recording cheques paid 

The payment of cheques, other than to accounts payable is covered in Chapter 4. The following example extends that coverage with categories and jobs. It does not cover using the Payroll command centre to make payroll payments
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Example 12.9  - Writing cheques

· Have the file dem121.dat open. This transaction is for the wages paid for catering staff and casuals for the week ended 12 July 2004

· Select the Banking command centre
· Select the Spend Money option

· Salaries and wages are not reportable for GST purposes and the tax code will be “N-T” for all detail lines. It does not matter, therefore, whether the ‘Tax Inclusive’ checkbox is ticked or not

· The cheque number should be 101002.  This will automatically increment by 1 for each cheque.

· Set the date to 12/7/04 (
· Enter the GST-inclusive amount as $7,071.70 (
· Ignore the ‘Card’ field – TAB or use the Enter key to go to the ‘Payee’ field and enter “Cash” 


· TAB through to the “Memo” field and type in  “Catering wages paid for week ended 12 July 2004”(.

· Enter the first account name as “Wages and Salaries”, account number 6-2430 (type in the first few letters or use the List [image: image59.png]


 button ands select from the list of accounts). TAB through to the Amount column 
 

· Enter $1,728.85 in the Amount column and TAB to the Job column 


· The Job Number is “ F101”. Type this in or use the List [image: image60.png]


 button and select from the list


· No additional detail line memo is required and the tax code should be the correct “N-T” so (


· Enter the following wages on Jobs in the same way:




$3,621.70 for wages and salaries on Job J101 (



$3,715.65 for wages and salaries on Job J102 (


· Enter the account “PAYG Withholding Payable”, account number 2-1410 (type this in or use the List [image: image61.png]


 button ands select from the list of accounts).  TAB through to the Amount column


· The PAYG Withholding is income tax deducted from employees’ gross wages. The amount is therefore entered as a negative so that it will be credited to a liability account (amount owed to the Australian Taxation Office). Enter minus (-) $1,994.50 and (


· Towards the bottom right-hand side of the Spend Money window (before the buttons) there is a field called ‘Category:’ with a drop-down selection list button. Select “CATER” as the category, as this is Category ID for catering.

· Make sure that your Spend Money window looks like Figure 12.10: (Depending on your computer system, the negative amount may appear with a minus sign or in brackets as shown here)
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Figure 12.10: Catering wages on Jobs paid 

· Edit any fields that have errors and click the Record button to complete the transaction
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	Self-test exercise 12.10
Enter in the following cheques using the Spend Money option in the Banking command centre:



	
	Date
	Details
	Job

	
	12/7/04
	Cheque Number 101003 for $1,207.14 payable to Party Supplies Pty Ltd for party food supplied to jobs in week ended 10 July 2004. 


$227.70 (including GST) for chips, nuts etc


$460.35 (including GST) for chips, nuts etc


$519.09 (including GST) for chips, nuts etc 

The tax code is GST and the account to debit is “Food - Other”, account number 5-1030. The category is “CATER”.
	F101

J101

J102

	
	13/7/04
	Cheque Number 101004 for $1,080.40 cash for shop wages. The gross amount is $1,480.00 and the PAYG withheld is $399.60. Debit the account “Wages and Salaries”, account number 6-2430. The tax code is “N-T” and the category is “SHOP”
	NA

	
	13/7/04
	Cheque Number 101005 for $2,416.60 cash for wages at the Penrith wholesale premises. The gross amount is $2,860.00 and the PAYG withheld is $443.40. Debit the account “Wages and Salaries”, account number 6-2430. The tax code is “N-T” and the category is “WSALE”
	NA

	
	13/7/04
	Cheque Number 101006 for $322.85 payable to Catering Supplies Pty Ltd for kitchen supplies on jobs. 


$111.65 (including GST) for repairs


$211.20 (including GST) for repairs

The tax code is GST and the account to debit is “Kitchen Supplies”, account number 6-2300. The category is “CATER”.
	J101

J102

	
	15/7/04
	Cheque Number 101007 for $667.26 payable to Mister Fixall Pty Ltd for repairs to furniture and equipment on Jobs. 


$209.00 (including GST) for repairs


$221.10 (including GST) for repairs


$237.16 (including GST) for repairs

The tax code is GST and the account to debit is “Breakages & Replacements”, account number 6-1150. The category is “CATER”.
	F101

J101

J102

	
	16/7/04
	Cheque Number 101008 for $192.39 payable to Chips n Cracks Pty Ltd for crockery replacements on jobs. 


$35.20 (including GST) for crockery


$84.04 (including GST) for repairs


$73.15 (including GST) for repairs

The tax code is GST and the account to debit is “Breakages & Replacements”, account number 6-1150. The category is “CATER”.
	F101

J101

J102

	
	
	(continued on the next page)
	

	
	16/7/04
	Cheque Number 101009 for $272.80 cash reimbursing employees for meals.


$79.20 (including GST) for meals


$96.80 (including GST) for meals


$96.80 (including GST) for meals

The tax code is GST and the account to debit is “Employees’ Meals”, account number 6-1500. The category is “CATER”.
	F101

J101

J102

	
	17/7/04
	Cheque Number 101010 for $2,420.00 paid to Jimmy Choo’s Quality Laundry uniform and linen laundry


$484.00 (including GST) for laundry 


$990.00 (including GST) for laundry


$946.00 (including GST) for laundry

The tax code is GST and the account to debit is “Laundry and Cleaning”, account number 6-1800. The category is “CATER”.
	F101

J101

J102


Recording general journal entries with jobs and categories 

General journal entries are extensively covered in Chapter 3. The journal entry form also allows for allocation to jobs and to categories.
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Example 12.10  - Recording a journal entry

· Have the file dem121.dat open. This journal entry allocates general administration costs to completed jobs at a predetermined rate of 15% based on gross wages

· Select the Accounts command centre
· Select the Record Journal Entry option

· Enter the date as 16 July 2004 and (


· Type in the ‘Memo’ as “Administration overhead applied to jobs” and (

· Enter the account as “Administration Overhead”, account number 5-9000 and TAB to the ‘Debit’ column

· The first amount is 25% of wages on Job F101 of $1,728.85, which is $432.06. Type this in or enter “1728.85 * 0.25 =”

· TAB to the ‘Job’ column and select Job F101. Type this in or use the List [image: image65.png]


 button and select from the list. The tax code should be “N-T” so (

· Repeat the first line for Jobs J101 (25% of $3,621.70) and Job J102 (25% of $3,715.85)


· The last account to enter is the “expense” account recording the credit. Enter account “Allocated to Jobs”, account number 6-9000. TAB to the ‘Credit’ column and enter the amount as $2,266.45 (the total administration overhead allocated (or applied) to the jobs.


· Towards the bottom right-hand side of the Record Journal Entry window (before the buttons) there is a field called ‘Category:’ with a drop-down selection list button. Select “CATER” as the category, as this is Category ID for catering.

· Your Record Journal Entry window should look like Figure 12.11:
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Figure 12.11: Administration overhead allocated to Jobs


· Edit any fields that have errors and click the Record button to complete the transaction
Changing Completion Percentage 

Before printing reports, especially the Budget Analysis report, the percentage to which a job is complete can be edited in the Job details. This is important if the job is not 100% complete, as the budget figures entered are for a complete job and the actual figures will not be final. In our example, the jobs are all 100% complete and this should be shown on the reports.
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Example 12.11  - Changing Completion Percentage

· Have the file dem121.dat open. 

· Select the Lists menu at the top of the screen

· Select the Jobs menu item

· Click on the detail (or zoom) arrow [image: image68.png]


 next to detail Job F101

· Click on the ‘Percent Complete:’ field and type in 100%. Your Edit Job window should look like Figure 12.12:
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Figure 12.12: Edit Job window with 100% Percent Completion

· Click on the OK button to complete the edit
	[image: image70.bmp]
	Self-test exercise 12.11
Make the ‘Percent Complete:’ field 100% for both Jobs J101 and J102


Printing Reports 

Most of the previous chapters have covered the printing of reports. Chapter 3 in particular shows how to print reports from the general ledger (Accounts command centre). The journal entry form also allows for allocation to jobs and to categories.
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Example 12.12  - Printing a Job Budget Analysis Report

· Have the file dem121.dat open. This report will compare actual costs with budgets entered earlier. The differences between actual and budget are show in dollars and as a percentage variation.

· Select the Accounts command centre
· Click on the Reports button

· Scroll down the names of reports under the Accounts tab until the section headed Jobs is located (Note the different reports on Jobs that can be printed!). Click on the report called Budget Analysis as shown in Figure 12.13:
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Figure 12.13: A Job Budget Analysis report select from list of Accounts reports


· Click on the Customise button. In this exercise, only Job F101 is to be reported on. Click on the “radio” button for ‘Selected’ and select Job F101 in both the ‘From:’ and the and the “To:’ fields (type this in or use the List [image: image73.png]


 button and select from the list)
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· Click on the Display button. You can use the selection at the top of the Report Display window to see a Print Preview of the report:
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· Click on the Print button if you want a hard copy.
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· Your report should look like Figure 12.14:
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Figure 12.14: Budget Analysis Report for Job F101
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	Self-test exercise 12.12
Using the file dem121.dat, print the following reports:

A Job Budget Analysis report for each of Jobs J101 and J102.

A Job Profit & Loss report for All jobs for the month of July (that is, a single report for the three jobs). In the Report Customisation window, select the checkbox for ‘Round to Whole Dollars’.

A Categories Profit & Loss for All categories in July and in whole dollars.




Final competency check:
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	I can now do the following:


	(

	
	Design reports using accounts, categories and jobs
	

	
	Create categories for departments and other business segments
	

	
	Create Header Job records
	

	
	Create Detail Job Records
	

	
	Enter a budget for a Job
	

	
	Record transactions that will include category and job data
	

	
	Prepare, display and print profit reports for jobs
	

	
	Prepare, display and print reports by category
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Chapter 12: Exercise

12.1

Helen Richards, trading as Vacuo-Clean Company, has a franchise business distributing and servicing commercial and industrial vacuum cleaners.  MYOB has been used for a number of years, but from 1 July 2004 management wants to incorporate categories and gross profit on jobs reporting. The business is also converting from a periodic inventory system to a perpetual inventory system (see Chapter 1 for an explanation of this). An entry has already been made on 1 July 2004 to record the inventory on hand at that date. 

Open the file ass121.dat. Select the Company Information item from the Setup menu at the top of the screen and type your name in the address field.

The month for this exercise is July 2004, the start of a new financial year. Only a few jobs are to be set up as a trial for fully implementing a full job system in the future.


(a) Edit the Cost of Sales section in the Accounts List to change the accounts so that the new perpetual inventory system can be used and with more detailed levels. The accounts in this section should be:

5-0000
Cost of Sales
Header

5-1000

Cost of Cleaners Sold
Header
5-1010
COGS – Retail
Detail

5-1020
COGS – Industrial
Detail
5-1030
COGS – Government
Detail


5-2000

Cost of Services
Header

5-2010
Servicing – Retail
Header


5-2011

Servicing Retail – Parts
Detail


5-2012

Servicing Retail – Labour
Detail

5-2020
Servicing – Industrial
Header


5-2021

Servicing Indus. – Parts
Detail


5-2022

Servicing Indus. – Labour
Detail

5-2030
Servicing – Government
Header


5-2031

Servicing Govt. – Parts
Detail


5-2032

Servicing Govt. – Labour
Detail

(b) Edit each of the items in inventory to show the correct “expense” account for tracking costs. The present expense account is currently “Purchases” – account number 5-1200 and needs to be changed to those shown here:

Item Number
Expense Account 


E100

5-1020 COGS – Industrial


E200

5-1030 COGS – Government


G100

5-1030 COGS – Government


G200

5-1030 COGS – Government


IND100

5-1020 COGS – Industrial


IND200

5-1020 COGS – Industrial


Item Number
Expense Account 


P100

5-2011 Servicing Retail – Parts


PG100

5-2031 Servicing Govt. – Parts


PG200

5-2031 Servicing Govt. – Parts


PIND100

5-2021 Servicing Indus. – Parts


PIND200

5-2021 Servicing Indus. – Parts


PS100

5-2011 Servicing Retail – Parts


PS200

5-2011 Servicing Retail – Parts


R100

5-1010 COGS – Retail


R200

5-1010 COGS – Retail


S100

5-1010 COGS – Retail


S200

5-1010 COGS – Retail

(c) Use the Setup menu, Preferences item and under the Security tab turn on the Category Tracking. Categories are “Not Required” on all transactions. Create the following Categories.


	Category ID
	Category Name
	Description

	RETAIL
	Retail Sales & Service
	Sales of vacuum cleaners and service under warranty for major retail customers

	INDUS
	Industrial Sales & Service
	Sales of vacuum cleaners, emission controls and service under warranty for major non- government industrial customers

	GOVT
	Government Customers
	Sales of vacuum cleaners, emission controls and service under warranty for State & Commonwealth government customers


(d) In order to examine the usefulness of using Jobs, create the following trial Job records for contracts with the Department of Education as at 1 July 2004:


Header Job Number G1000 with name “DEPED”. This Job is a contract to supply certain schools for Department of Education (linked customer) with vacuum cleaners and chemical gas extractors. It also requires service of these for a period of 1 year. Gordon Boyd is the contact person at the department’s head office. This contract started on 1 July 2004 and Gustav Mahler is the manager. 

Detail Job Number G1010 “DEPED VACS” for the supply of vacuum cleaners and extractors to Department of Education schools. Gordon Boyd is the contact person at the department’s head office. This contract started on 1 July 2004 and Gustav Mahler is the manager. Reimbursables are not tracked.
Detail Job Number G1020 “DEPED SERVICE” for the service of vacuum equipment at the Department of Education schools. Gordon Boyd is the contact person at the department’s head office. This contract started on 1 July 2004 and Gustav Mahler is the manager. Reimbursables are not tracked.


(e) Record the following purchases on credit in July 2004 - 
First Purchase number is “3148”.  All purchases are to show the GST‑inclusive prices, where applicable. Tick the [image: image81.png]W Taxinclusive



 checkbox before entering amounts. Only enter a Job or Category where it is indicated in the transaction:



2/7
Davis Manufacturing Pty Ltd – Purchase # 3148. Supplier Invoice # is 18003. 
All prices include the GST.  Received: 10 of Item #IND100 “Dust-Miser 100” @ $462.00 each and 5 of Item #IND200 “Dust-Miser 200” @ $541.20 each. 
Delivered (Shipped) by “Best Way”.


5/7
Davis Manufacturing Pty Ltd – Purchase # 3149. Supplier Invoice # is 18006. 
All prices include the GST.  Received: 10 of Item #G1000 “Dust-Miser 1000” @ $1,100.00 each. Delivered (Shipped) by “Best Way”.


9/7
Spartacus Cleaners Pty Ltd – Purchase # 3150. Supplier Invoice #  is 1234. Received: 30 of Item # PIND100 “Bags & Hoses IND100” @ $44.55 each (incl. GST). Delivered by “International”.


15/7
Vacuum Bliss – Purchase # 3151. Supplier Invoice # is 847. Received: 
20 of Item # R100 “Turbo A Vacuum Cleaner” @ $303.60 each (incl. GST) and 20 of Item# S100 “SuperVac Small” @ $ 184.80 each (inc. GST). Delivered by “International”.


22/7
Suckers & Seers Pty Ltd – Purchase # 3152. Supplier Invoice # is 4430. Received: 4 of Item # E100 “Gas Extractor & Cleaner” @ $1,848.00 (incl. GST), and 4 of Item #E200 “Gas Extractor (Gov. Spec)” @ $1,716.00 (incl. GST). Delivered by “Best Way”.


(f) Record the following sales on credit in July 2004 –


First invoice number is “238”.  All invoices are to show the GST‑inclusive prices, where applicable. Tick the [image: image82.png]W Taxinclusive



 checkbox before entering amounts:


5/7
Department of Education – Invoice # is 238. Customer PO # is WT321Z2. Shipped: 3 of Item # E200 “Gas Extractor & Cleaner” and 4 of Item # G200 “Dust-Miser 200 (Govt. Spec). The Category is GOVT and Job is G1010. Salesperson is Gustav Mahler. Hills Transport delivered the goods.


9/7
Jeffrey’s Appliances – Invoice # is 239. Customer PO # is 848. Shipped: 
10 packs of Item # P100 “Bags & Rings Turbo vacs”. Salesperson was Jacques Offenbach and International delivers the goods. The Category is RETAIL and there is no Job Number.


13/7
MITES LTD – Invoice # is 240. Customer PO # is 3311. Shipped: 2 of Item # IND100 “Dust-Miser 100”, and 6 of Item # IND200 “Dust-Miser200”.  Salesperson is Stephanie Bach and the goods are delivered by Hills Transport. The Category is INDUS and there is no Job Number.


19/7
Department of Education – Invoice # is 241. Customer PO # is WT411Q3. Shipped: 8 of Item # G1000 “Dust-Miser 1000 (Govt Spec)” and 6 packs of Item # PG100 “Bags & Hoses IND100 (Govt. Spec). The Category is GOVT and Job is G1010. Salesperson is Gustav Mahler. Hills Transport delivered the goods.


20/7
Mad Discounts – Invoice # is 242. Customer PO # is D4431. Shipped: 10 of Item # R100 “Turbo A Vacuum Cleaner”. Salesperson was Jacques Offenbach and International delivered the goods. The Category is RETAIL and there is no Job Number.


22/7
Hot Shot Appliances – Invoice # is 243. Customer PO # is 2189. Shipped: 10 of Item # R100 “Turbo A Vacuum Cleaner”. Salesperson was Jacques Offenbach and International delivered the goods. The Category is RETAIL and there is no Job Number.


26/7
Department of Education – Invoice # is 244. Customer PO # is WT418Q3. Shipped: 15 of Item # PIND100 “Bags & Hoses IND100”. 20 hours of Item #SER100 “Standard Service Charge” also charged. The Category is GOVT and Job is G1020. Salesperson is Gustav Mahler. Hills Transport delivered the goods.



28/7
MITES LTD – Invoice # is 245. Customer PO # is 3324. Shipped: 6 of Item # E100 “Gas Extractor & Cleaner”, and 8 of Item # IND100 “Dust-Miser100”.  Salesperson is Stephanie Bach and the goods are delivered by Hills Transport. The Category is INDUS and there is no Job Number.

(g) Record cheques received from Accounts Receivable in July 2004 –
Note: Deposit each receipt to the account “National Bank” 1-1110 and ignore cheque details.

2/7
Received from Hot Shot Appliances (Inv234)
$3,890.70


9/7
Received from Mad Discounts (Inv 235) 
4,180.00

16/7
Received from Taylor Square Whitegoods (Inv 236) 
3,286.80


20/7
Received from Taylor Square Whitegoods (Inv 237) 
4,752.66


30/7
Received from MITES LTD (Inv 235) 
6,952.00



Received from Department of Education (Inv 238) 
11,748.00

(h) Record cheques paid to Accounts Payable in July 2004 –
Note: First cheque number should be “123563”

9/7
Paid to Davis Manufacturing Pty Ltd (PO #0001)
$3,031.45


15/7
Paid to Omega Manufacturing Pty Ltd (PO #0002) 
3,423.75

20/7
Paid to Spartacus Cleaners Pty Ltd (PO #0003) 
4,286.15


24/7
Paid to Vacuum Bliss Pty Ltd (PO #0004)
2,085.16


29/7
Paid to Davis Manufacturing Pty Ltd (P) #3148)
7,326.00

(i) Record other cheques drawn in July 2004 –

1/7
Paid Emerald Press Pty Ltd $753.50 (including GST) for special stationery for the Department of Education servicing contract. The Job Number is G1020 and the Category is GOVT


7/7
Cash cheque of $3,744.00 paid for monthly wages in the retail section of the business. Gross pay is $4,800.00 less PAYG Withholding $1,056.00. Category is RETAIL.



Payment to the Bank (a cash cheque) of $2,778.50 for monthly wages in the industry section of the business.  Gross pay is $3,495.00 less PAYG Withholding $716.50. Category is INDUS.



14/7
Paid Loden Motors Pty Ltd $55,000 (which includes GST) for a Ford station wagon.  Tax code is “GCA”


15/7
Petty Cash re-imbursement – cash cheque for $419.65 





Postage
  $81.95 (including the GST)






Travel (JOB 1020)
$173.80 (including the GST)





Staff Amenities
$163.90 (including the GST)

22/7
Paid Hogans Ad Agency $2,418.68 (including the GST) for advertising in “Cleaning Industry” journal. The Category is INDUS.  


25/7
Paid General Spares $1,237.50 (including GST) for special parts required in services carried out on Job 1020. The Category is GOVT.

(j) Print the following Reports for the month of July 2004 –
(i) Profit & Loss [Accrual]


(ii) Jobs Profit & Loss (all jobs)


(iii) Categories Profit and Loss (all categories)

Chapter 12: Answers to Self-test exercises (where applicable)

12.1

There are of course many different ways in which any one business may categorise. These are just some possibilities – it really depends on the usefulness of the results!

Printer: Books, magazines, Brochures/Leaflets, Other. Jobs – printing invoices, booklets

Publisher: Schools, TAFE, Universities. Jobs  – printed books, electronic media

Builders: Spec Homes, Contracts, Government. Jobs, - spec home, flats

Electricians: Contracting, Subcontracting, Home Repairs. Jobs – all contracts, house repairs

12.2
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12.3
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12.3 (continued)
[image: image85.png]=IF)

Category ID:| SHOP
Category Nare Shop Sales

Desciption] Sals auliet at May Are Street

I Inactive Category

7/

HelpF1 | New





[image: image86.png]=IF)

Cotegory I OTHER
Category Nare Other

Descipton Unclassfied Incame of evpense

I Inactive Category

7/

HelpF1 | New





Category List with four categories now added
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12.4
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12.5
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12.5 (continued)
The Jobs List after two header and three detail jobs have been created
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12.6

Only the top part of Job J101 is shown here – the other job will be similar in appearance.
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12.7
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12.7 (continued)

[image: image95.png]-alx]

Supplier = [Notural Foods Py Lid

Tems c: Net 30 after EOM

¥ Tax Inclusive

(8) Saye Recuring | (8) Use Recuring

7 | W & <o\ G

HepF1 | Pirt | SendTo | Joumal

Lapout

Regiter

Shipto [wl: O'Malley Tucker Pty Ltd Purchase #: 00001237
4500 BranRoas
RbanRend Date: 8/07/2008
Suppe it 016
75 g Pontao Postozs @ 800 pe Hagam | Food-Vegeables SeoTET | e -
125 iogams TasdeChps @ §1 20 perkogran | Foad -Veaetatles smonm | e
160 ioqams Tassie Chis © 91,20 pr e | Food Vegetabes sipone | re
Eree: 4200
Conment g 500 a7
Shivis Tar o> 5000
Pronised Date TorAmourt sa200
Jcumal e [Puschase NawalFoods Py L1 Paid Ty a0
I~ Alieady Printed or Sent Balance Due: $402.00

Categony: [CATER





[image: image96.png]-alx]

Supplier = [Notural Foods Py Lid

Tems c: Net 30 after EOM

¥ Tax Inclusive

Shiato %] OMaley Tucker Py Ltd
45 0ld Brain Foad
DUNDAS Nsw 2117

Purchase # 00001236
Date: (9/07/2004

Supplie It

017

(8) Saye Recuring | (8) Use Recuring

7 | W & <o\ G

HelpF1 | it | SendTo | Joural | Layou

Regiter

20 catons mhed pepaid vegelabes @ 3800per | Fo-Vegalals TEOWAN [ A~
55 catons mhed epard vegelabes @ 3800pet | Food-Vagetabes gonn | e
2 caons e epars veglabes @800 | Food Vegetas Soene | e -
Sbow #7600
Conment Feht s000 as1
tiovis Tax o 5000
PonisedDate Toddnont 97500
ol Mer: [Putchos: Nataal Foods Py L8 PadTode | w0
I~ Aready Printed or Sent Balance Due: $776.00

Categony: [EATER





12.7 (continued)
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12.7 (continued)
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12.7 (continued)
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12.8
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12.8 (continued)
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12.9 Only the first cash sale is shown here – the rest are similar.

[image: image105.png]S =1F7}

 Depasi to Accourt
€ Group vith Undzposited Funds:

Jupiter Bark

Balance = §1327270

¥ Tax Inclusive

Payor e: [Daly Deposit

Amaunt Received: 163080

PamentMethodt [Cash |5 __ Detaks
Memo: [Daly deposit of shop cash sales |

1D # [CRO00002
Date: [E/07/2004

7| &

HelpF1 | Joural

(8) Save Fecuing

(2) Use Fecuiing
@‘

Regiter

Food Sales 163080 Freparediood | GST
Total Alcated: $163080
Tox 15371
Total Received: $163080
Out o Balance: $000

Category:[SHOP €





12.10
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12.10 (continued)
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12.10 (continued)
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[image: image116.png]O'Malley Tucker Pty Ltd
45 0ld Brain Road
DUNDAS NSW 2117

Jobs (Budget Analysis)

20/112003 Page 1
Budget _Adjusted Budget Actual Difference _% Difference
4101 Newiine Ball Percent Complete: 100.00%
Income
Catering Fees $15,000.00 $15,000.00 $15,000.00 50.00 0.0%
Total Income §15,000.00 §15,000.00 §15,000.00 $0.00 0.0%
Cost of Sales
Food - Meat §1,400.00 §1,400.00 $1,302.00 (598.00) (7.0%)
Food - Vegetables $500.00 $500.00 $430.00 (57000) (140%)
Food - Offier $500.00 $500.00 $908.50 $408.50 81.7%
Beverages - Beer §1,750.00 §1,750.00 §1,805.00 $55.00 31%
Beverages - Wine §2,000.00 §2,000.00 §2,000.00 50.00 00%
Beverages - Other §1,000.00 §1,000.00 $1,000.00 50.00 0.0%
Other Purchases $250.00 $250.00 50.00 ($250.00) (100.0%)
Adminisiraiion Overhead §880.00 §880.00 590543 $25.43 29%
Total Cost of Sales $8,280.00 $8,280.00 $8,350.93 $70.93 09%
Expense
Breakages & Replacements $250.00 $250.00 $277.40 $27.40 11.0%
Employess' Meals $80.00 $80.00 $88.00 58.00 10.0%
Laundry and Cleaning $1,000.00 $1,000.00 $900.00 ($100.00) (100%)
Kitchen Supplies $150.00 $150.00 $101.50 (548.50) (323%)
Wages & Salaries $3,520.00 $3,520.00 $3521.70 §101.70 29%
Total Expense $5,000.00 $5,000.00 §4,388.50 (511.40) 2%

Net Profit (Loss) $1,720.00 $1,720.00 §1,860.47 ($59.53) 35%)
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[image: image117.png]O'Malley Tucker Pty Ltd
45 0ld Brain Road
DUNDAS NSW 2117

Jobs (Budget Analysis)

20/112003 Page 1
407:41PM

Accow Budget _Adjusted Budget Actual Difference _% Difference
4102 TWA Awards Percent Complete: 100.00%
Income

Catering Fees $19,200.00 $19,200.00 $19,200.00 50.00 0.0%
Total Income $19,200.00 $19,200.00 $19,200.00 $0.00 0.0%
Cost of Sales

Food - Meat $2,000.00 $2,000.00 $2,076.00 $76.00 38%
Food - Vegetables $650.00 $650.00 $528.00 ($12200) (188%)
Food - Offier $540.00 $540.00 §1,031.90 843190 91.1%
Beverages - Beer $1,500.00 $1,500.00 §1,52000 52000 13%
Beverages - Wine $3,000.00 $3,000.00 $3,000.00 50.00 0%
Beverages - Other $780.00 $780.00 $780.00 50.00 0.0%
Other Purchases $280.00 $280.00 50.00 (5280.00) (100.0%)
Adminisiraiion Overhead §360.00 §360.00 592895 (531.04) (32%)
Total Cost of Sales $9,710.00 $9,710.00 5985485 15485 15%
Expense

Breakages & Replacements $250.00 $250.00 528210 83210 128%
Employess' Meals $96.00 $96.00 $88.00 (33.00) (33%)
Laundry and Cleaning $1,200.00 $1,200.00 $860.00 ($340.00) (283%)
Kitchen Supplies $180.00 $180.00 $19200 1200 67%
Wages & Salaries $3,840.00 $3,840.00 8371565 (812435) (32%)
Total Expense §5,566.00 §5,566.00 $5137.75 (342825) T7%)
Net Profit (Loss) $3,924.00 $3,924.00 $4,197.39 $27339 7.0%
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[image: image118.png]Job Profit & Loss Statement

110712004 through 31/07/2004

29/112003
11001PM
Accou

Name

Selected Period

Page 1

Year to Date

F101 Wedding

Income
Catering Fees
Total Income

Cost of Sales
Food - Meat
Food - Vegetables
Food - Other
Beverages - Beer
Beverages - Wine
Beverages - Other
Administratiion Overhead
Total Cast of Sales

Expense
Breakages & Replacements
Employess' Meals
Laundry and Cleaning
Wages & Salaries
Total Expense

Net Profit (Loss)

$6,600.00
$6,600.00

72000
522000
$557.00
$855.00
$660.00
$300.00
$43208

$3,744.08

22200
7200
$440.00
§1,728.85

245285

$393.00

$6,600.00
$6,600.00

72000
522000
$557.00
$855.00
$660.00
$300.00
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$3,744.08
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Income
Catering Fees
Total Income

Cost of Sales
Food - Meat
Food - Vegetables
Food - Other
Beverages - Beer
Beverages - Wine
Beverages - Other
Administratiion Overhead
Total Cast of Sales

Expense
Breakages & Replacements
Employess' Meals
Laundry and Cleaning
Kitchen Supplies
Wages & Salaries
Total Expense

Net Profit (Loss)

$15,000.00

§15,000.00

$1,302.00
843000
$908.50
§1,805.00
§2,000.00
§1,000.00
$905.43

$8,350.93

$277.40
$88.00
$900.00
$101.50
$3521.70

§4,388.50

$15,000.00

§15,000.00

$1,302.00
843000
$908.50
§1,805.00
§2,000.00
§1,000.00
$905.43

$8,350.93

$277.40
588,00
$900.00
$101.50
gen
88.60
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Income
Catering Fees
Total Income

Cost of Sales
Food - Meat
Food - Vegetables
Food - Other
Beverages - Beer
Beverages - Wine
Beverages - Other
Administratiion Overhead
Total Cast of Sales

Expense
Breakages & Replacements
Employess' Meals
Laundry and Cleaning
Kitchen Supplies
Wages & Salaries
Total Expense

Net Profit (Loss)

$19,200.00
§19,200.00

$2,076.00
$528.00
gz
0,00
S0
$780.00
§928.95

5985485

528210
$88.00
$860.00
$19200
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$19,200.00
§19,200.00

$2,076.00
$528.00
§1,031.90
8152000
$3,000.00
$780.00
§928.95

5985485

528210
§88.00
$860.00
$19200
8371565
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[image: image121.png]O'Malley Tucker Pty Ltd
45 0ld Brain Road
DUNDAS NSW 2117

Category Profit & Loss Statement

110712004 through 31/07/2004
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[image: image122.png]CATER External Catering

Income
Catering Fees
Total Income

Cost of Sales
Food - Meat
Food - Vegetables
Food - Other
Beverages - Beer
Beverages - Wine
Beverages - Other
Administratiion Overhead
Total Cast of Sales

Expense
Breakages & Replacements
Employess' Meals
Laundry and Cleaning
Kitchen Supplies
Wages & Salaries
Allocated 1o Jobs.

Total Expense

Net Profit (Loss)

$40,800.00

540,800.00

§4,098.00
§1:178.00
52,4740
§4,130.00
§5,650.00
$2,080.00
8226645

521,950.85

578150
524800
$2,200.00
§293 50
$9,066.20
(52.266.45)

1032275
$8,517.40
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Expense
Adverlising
Dues & Subseriptions
Insurance
Legal & Accounting
Kitchen Supplies
Postage
Rent
Telephone
Travel & Entertainment
Uniforms
Electricity
Water
Total Expense

Net Profit (Loss)

$2,800.00
$400.00
56,400.00
§4,876.00
$780.00
$210.00
54,000.00
§1,085.80
846230
§748.90
$860.00
$440.00

523,063.00
(523,063.00)

$2,800.00
$400.00
56,400.00
§4,876.00
$780.00
$210.00
54,000.00
§1,085.80
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$860.00
$440.00

523,063.00

(52

63.00)
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Expense
Adverlising
Dues & Subseriptions
Insurance
Legal & Accounting
Kitchen Supplies
Postage
Rent
Telephone
Travel & Entertainment
Uniforms
Electricity
Water
Total Expense

Net Profit (Loss)

$2,800.00
$400.00
56,400.00
§4,876.00
$780.00
$210.00
54,000.00
§1,085.80
846230
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$860.00
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Income
Food Sales
Total Income

Cost of Sales
Food - Other
Total Cast of Sales

Expense
Wages & Salaries
Total Expense

Net Profit (Loss)

§11,541.89
§11541.89

§3,164.45
§3164.45

§1,480.00
§1,480.00

56,897.44

§11,541.89
§11541.89

§3,164.45
§3164.45

§1,480.00
§1,480.00

56,897.44
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Income
Food Sales
Total Income

Cost of Sales
Food - Meat
Total Cost of Sales

Expense
Wages & Salaries
Total Expense

Net Profit (Loss)

52,840.00
52,340.00

54,048.35
54,048.35

52,850.00
$2,860.00

(83,968.36)

52,840.00
52,340.00

54,048.35
54,048.35

52,850.00
$2,860.00

(83,968.36)












How to set up category preferences
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How to add or edit categories






































Graduation is in the category of a job well done!





I put you in the same category, Bill.





You know George, you’re just right for this job!
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Enter the category here
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Click








A budget can be entered for every expense. However, it would be very difficult to estimate some administrative costs, and how much of each actual invoice that is paid goes to each job. A method used by many businesses is to charge an estimated amount to cover expenses that cannot be directly related to particular jobs. In this demonstration, only costs that can be directly related to a job are budgeted. The administration overhead is estimated at 25% of Wages & Salaries and is shown in account 5-9000 in the budget.











If categories are required (as set up in this file earlier), you will need to make sure that your categories will cover ALL income and expense transactions. Using a “Sundry” or “Other” category as in the next self-test exercise will ensure this happens.
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How to enter budget data for a detail job
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How to add or edit a Detail Job





This chapter is an extension of basic transaction processing. As such, it will be assumed that you have completed chapters 1 to 7 and are able to record everyday transactions. 
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How to add or edit a Header Job
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