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Assessment overview

This is assessment 4 of 4 assessments for FNSACC426 Set up and operate computerised accounting systems.

This assessment requires you to complete five (5) tasks to test your understanding and the skill required for this
unit.

o Task1- Process Smart Books Transactions

e Task 2 - Reconcile Accounts

e Task 3 - Process Balance Day Adjustments

e Task 4 - Storing and Maintaining Records for Audit Purposes
e Task5 - Create a Petty Cash Imprest System

This assessment uses a simulated business called Ace Finance. To complete the assessment tasks, you will
need to access information, documents and templates associated with one of Ace Finance’s clients, Joe
Reader, from the company Smart Books.

The supporting documents you will need to complete the assessment can be downloaded from the learning
platform under Module 6 Assessment 4 tab.

For this assessment, you will role-play Patresia Florence, a trainee accountant with Ace Finance. Andrew Black
is your manager.

To be assessed as competent, you must complete all tasks in the spaces provided in this assessment
document or MYOB Business.

IMPORTANT: this assessment must be undertaken after Assessment 3 Task 3 as it directly relates to the MYOB
file you set up for Smart Books in Assessment 3.

Additional resources and supporting documents
To complete this assessment, you will need the following:
Additional resources:

e Access to your learning materials

e Access to a computer and the internet
e Access to Microsoft Word

e Access to MYOB Business

Supporting documents:

o NAB Trading Account Statement

o NAB Business Saver Statement

e NAB Visa Statement

e Petty Cash Receipts

o NAB Trading Account Statement T5
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Assessment Information

Submission

You are entitled to three (3) attempts to complete this assessment satisfactorily. Incomplete assessm
not be marked and will count as one of your three attempts.

All questions must be responded to correctly to be assessed as satisfactory for this assessment.

Answers must be typed into the space provided and submitted electronically via the LMS. Hand-writter
assessments will not be accepted unless previously arranged with your assessor.

Reasonable adjustment
Students may request a reasonable adjustment for assessment tasks.
Reasonable adjustment usually involves varying:

the processes for conducting the assessment (e.g. allowing additional time)
the evidence gathering techniques (e.g. oral rather than written questioning, use of a scribe,
modifications to equipment)

However, the evidence collected must allow the student to demonstrate all requirements of the unit.

Refer to the Student Handbook or contact your Trainer for further information.

S Please consider the environment before printing this assessment.
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Student Instructions

This is an open book written assessment. You can use your learning materials as a reference.

Task 1 Process Smart Books Transactions

For this assessment task, you are required to process transactions in Smart Books integrated accounting
system.

Resources and Equipment Required

. Access to learning materials on the learning portal
. Access to a computer, the internet and email
. Access to MYOB Business

To complete this task, read the email from Andrew Black and complete the instructions that follow.

To: Patresia Florence (p.florence@acefinance.com.au)

From: Andrew Black (a.black@acefinance.com.au)

Date/time: Thursday, 25 June 2020, 9:45 a.m.

Subject: Smart Books - Processing Smart Books June transactions

Good morning Patresia,

How was your weekend?
| have checked the Smart Books MYOB file and am very happy with your setup work.
| would like you now to process the June 2020 transactions, which | have detailed below.

You will notice there are no Shop Sales for 08/06/2020 - 30/06/2020, as Joe had to close the shop due
to localised flooding in the area.

Please prepare and process the transactions as per Smart Books Policy and Procedure Manual.

Kind Regards,
Andrew
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Andrew Black

Director — ACE Finance

PO Box 298 Geebung Qld, 4220
Phone: 1800 111 222
www.ace.finance.com.au

Marking Guide

The student must refer to Smart Books Policy and Procedure Manual to prepare and process the June 2020
transactions in MYOB. A screenshot has been provided below for each transaction to assist with marking. (see
Additional information for assessor) Students are not asked to provide a screenshot of every transaction.
Evidence will also be collected through the reports students generate at the end of Task 3 & Task 6.

Task 1.1

On 1 June 2020, the following transactions occurred. Process each transaction in MYOB using the information
provided below.

a. Smart Books recorded the following cash and credit transactions through their point-of-sale (POS)
system. Code, classify and process the data in MYOB taking into consideration Smart Books policies and

procedures.
Amount
including GST
Cash Sales Books $360.00
Cash Sales Educational Resources $35.00
EFTPOS Sales Books $1,320.00
EFTPOS Educational Resources $285.00

Additional information for assessor
Smart Books Policy and Procedure manual contains the following information:

Cash and credit card transactions are entered into MYOB as receive money transactions as follows.
EFTPOS Sales

e Bank account - 1-1110 Nab Trading Account

e Description of transaction - Daily EFTPOS Sales

e Account 4-1410 - Book Sales or 4-1420 - Educational Resources

o Amount - Total amount of EFTPOS Book or EFTPOS Educational Resources sales
o Quantity - 1

e Description - Book Sales [date] or Educational Resources (date).

Cash Sales

e Bank account - 1-1170 Undeposited Funds Account
e Description of transaction - Daily Cash Sales
o Account 4-1410 - Book Sales or 4-1420 - Educational Resources
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o Amount - Total amount of Cash Book or Cash Educational Resources sales
o Quantity - 1
e Description - Book Sales [date] or Educational Resources (date).

The transactions must include GST.

Create receive money transaction

arTe GLLO Reference number* | CRODDOO1
1-1170 Undeposited Funds Account —

Date 01/06/2020

Contact {payer) Amounts are ax INCIUSIVE
Tax exclusive

Description of transaction

Daily Cash Sales p

Account * O Amount (§) * Quantity Description Job Tax code *

4-1410 Sales - Books 360.00 1 Book Sales 01/06/2020

41420 Zzles - Educational Aescurces Educational Resources 01/06/2020

Subtotal $£395.00
Tax £35.91
Total $395.00

Create receive money transaction

— = Reference number™ | CRO0000Z
1-1112 MAE Trading Account 1235698 -
Date*§ 01/06/2020 B

Contact (payer) Amounts are (@) Tax inclusive

Tax exclusive

Description of transaction

Daily EFTPOS Sales

Account * (7) Amount (§) *  Quantity Description Job Tax code *
41410 Sales - Books 1,320.00 1 Book Sales 01/06/2020 y G3T
41420 Sales - Educational Aescurces 285.00 1 [Educational Resources 01/06/2020 G5T

Subtotal  $1,605.00
Tax 514591
Total $1,605.00

b. Smart Books banked $1280.00 cash for the week ending 28/05/2020. Refer to Smart Bools Policy and
Procedure Manual and record the bank deposit in MYOB.

Additional information for assessor
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Create transfer money transaction

Amount (5) * Reference number® | TROOOO01

1,280.00

Description of transaction

Cash Banked for Week Ending 28/05,/2020

pank account from * pank account to*

1-1170 Undeposited Funds Account “ 1-1110 MAB Trading Account 1235658
Current balance $1,675.00 Current balance 14,381,538
Balance after transfer £395.00 Balance after transfer %16,261.98

Smart Bools Policy and Procedure manual contains the following information:

Banking Cash
As most sales are processed through the EFTPOS terminal, only a small amount of cash is received daily.

All cash takings except for the $700.00 float are removed from the cash drawer at the end of each day and stored
in the safe overnight.

Cash from the safe is deposited into the NAB bank every Monday or Tuesday if Monday is a public holiday. A
Bank deposit and credit summary slip must be completed and submitted to the bank with all cash deposits.

Once the weekly cash amount has been deposited into the bank, a transfer from 1-1170 Undeposited Funds
Account to 1-1110 Nab Trading Account must be processed through MYOB.

c. Green Point Secondary School ordered and was supplied with the following items.
e Item 00201 - 10 Copies
e |tem 00208 - 10 Copies
e [tem 00206 - 20 Copies
+ Freight $26.40 (GST inclusive)

Create a new general ledger account for Freight & Handling and generate an invoice (Number
10989) for the Green Point Secondary School. Use the snipping tool to capture a screenshot of the
invoice and paste the screenshot into the table below.

Marking Guide

Students must create a new general ledger income account for freight. They must then create a
tax invoice for Green Point Secondary School. The invoice must contain item IDs which will
prepopulate the invoice template with item information entered in assessment 3 Task 2. All items
invoiced must include GST. A freight charge must be added to the invoice.

The screenshot of the invoice must match the exemplar answer below.
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Smart Books - Student -
PO Bos 290 Geotung QLD 4220
Phone: 07 3288 6272 g
Accourta il hotke com me
MIpCYSMAt Dooks. com
ABN: 20 000 072 179
Tax invoice VOICH PUIMDeF Issue date Dus date
10889 0VGe020 0072020
(NI o Ship to
Susen Smant Susan Smart
Groen Point Secondary Schoo) Grean Powr Secondery School
PO Bos 122 12 Litie Lane
Sristane 4001 Beatars QLD 4001
Ausvralia Ausiraka
e 1D Dueznption Units  Unkprico (§) Tax Amcurt ()
CAGNg W nchatng faa
axct Itroduction i Accouring -ty 10 1700 GST m .ﬁ\
o0 Anatysis with Mcrosch Evcel esach w 8500 GST 0550 00
20 Tre Complete Dutabase Book each 20 8500 GST 1,100 'IIE)
Notes Froght (re tax GST) 526 40\
Thank you for your tusiress Tan §2z2240
W winzhs Mha 10 romind you O parpmmend bermes atw 30 S bom Be @vie of
he invoice - i g al Amount fre g $2.445 40
Totat pakd $0.00
Balance due $2,446.40
View your invoice online
Click hare 1 viw
How to pay Due date’ 0170772020
View your invoice oaiine Bank deposit via EFT
#age 1ol IWOOE N 10085 Do Gole OVO7 2020 Balance due SZ2400 &0

Task 1.2

information provided below.

On 2 June 2020, the following transactions occurred. Process each transaction in MYOB using the

procedures.
Amount
including GST
Cash Sales Books $125.00
Cash Sales Educational Resources $70.00
EFTPOS Sales Books $877.00
EFTPOS Sales Educational Resources $155.00

a. Smart Books recorded the following cash and credit transactions through their point-of-sale (POS)
system. Code, classify and process the data in MYOB taking into consideration Smart Books policies and

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Version 1.0
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Additional information for assessor
The following two transactions must be entered in MYOB.

Bank account*®
1-1170 Undeposited Funds Account

Contact {payer)

Receive money transaction CR000003

Reference number* | CROOD0O03

Date* | 02/06/2020 2

Amounts are () Tax inclusive

Tax exclusive
Description of transaction
Daily Cash Sales y
Account * () Amount (5) *  Quantity Description Job Tax code *
41410 Sales - Books 125.00 Book Sales 02/06/2020 P GST
-
4-1420 Sales - Educational Resources 70.00 Educational Resources 02/06/2020 P Gs5T
s
e
Subtotal  $177.27
Tax $17.73
Total $195.00
Receive money transaction CRO00005
Bank account® Reference number™ | CROD0004
1-1110 NAB Trading Account 1235698 —
Date™ | 02/06/2020 B
Contact {payer) Amounts are @ Tax inclusive
Tax exclusive
Description of transaction
Daity EFTPOS Sales p
Account * .::::- Amount ($)*  Quantity Description Job Tax code *
4-1410 Book Sales g§77.00 Book Sales 02/06/2020 y GET
%
4-1420 Educational Resources 155.00 Educational Resources 02/06/2020 p GST
“
s
Subtotal $938.18
Tax 593.82
Total $1,032.00

Supplier Information

e BSB:123234

e Absoe Shop Fittings Pty Ltd
e Address: 1 Adelaide St Brisbane QLD 4000

e ABN: 26 600 453 692

Contact: Joe Absoe J.absoe@absoeshopfittings.com.au

b. Smart Books purchased office shelving (Office Equipment) for $5940.00 (including GST)

Invoice # 101-11134
Due 30 from the purchase date
e Bank Account Name: Absoe Shop Fittings

e Account No: 9876543

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems
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mailto:J.absoe@absoeshopfittings.com.au

Create a new contact for Absoe Shop Fittings in MYOB and code, classify and process the transaction.
Use the snipping tool to capture a screenshot of the transaction you have created and paste the
screenshot into the table below.

Marking Guide

Students must create a supplier contact for Absoe Shop Fittings and create a bill in MYOB for the office
shelving. The bill must match the exemplar answer below.

Create bill

E) Prefill from a source document

Supplier* N Bill number * | 00000004
Absoe Shop Fittings Pty Lid

Supplier invoice number | 101-11134

@ ABN active Mo open purchase orders

02/06/2020
Billing address ( Due date * | 02/07/2020 )
1 Adelzide 5t Amounts are (@) Tax inclusive
Brisbane QLD 4000 Tax exclusive
Australia J
Report to ATO via TRAR
&
ltem 1D Description Account * (E) Mo of units Unit price Discount (%) Amount ($)*  Jab Tax code *
_
( Shelving P 1-2110 Office Eqg 1 5.940.00 5,940.00 CAP )
4
P
Naotes
Subtotal 45,940.00
Freight (%) Set up freight account
P
Tax £540.00
Total 45,940.00
Armount paid (5) 0,00
Balance due £5,940.00
Task 1.3

On 3 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

a. Smart Books recorded the following cash and credit transactions through their point-of-sale (POS)
system. Code, classify and process the data in MYOB taking into consideration Smart Books policies and

procedures.
Amount
including GST
Cash Sales Books $235.00
Cash Sales Educational Resources $225.00
EFTPOS Sales Books $1,065.00
EFTPOS Sales Educational Resources $195.00
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Additional information for assessor
The following two transactions must be entered in MYOB.

Receive money transaction CRO00005

Bank account * Reference number* | CROOD00OS

1-1170 Undeposited Funds Account
Date* | 03/06/2020

Contact (payer) Amounts are (8) Tax inclusive
Tax exclusive
Description of transaction
Dailv Ca e
Daily Cash Sales p
Account * Amount (5) *  Quantity Description Job Tax code *
4-1410 Sales - Books 235,00 Book Sales 03/06/2020 y GST
¢
4-1420 Sales - Educational Resources 225.00 Educational Rescurces 03/06/2020 y GST
¢
A
Subtotal 541815
Tax $41.82
Total $460.00
Receive money transaction CRO00006
Bank account® Reference number® | CRODD00G

1-1110 MAEB Trading Account 1235698
Date* | 03/06/2020

Contact (payer) Amounts are (@) Tax inclusive
Tax exclusive
Description of transaction
Daily EFTPOS Sales p
Account * Amount (§5) * Quantity Description Job Tax code *
4-1410 Sales - Books 1,065.00 Book Sales 03/06/2020 p GST
s
4-1420 Sales - Educational Resources 185.00 Educational Resources 03/06/2020 p GsT
5
g

Subtotal 5114545
Tax 1455
Total $1,280.00

b. To ensure they have sufficient stock to fill an urgent order Smart Books purchased inventory from a local
supplier and not their usual overseas supplier.

Supplier: Big Press Distribution

Inv No: 010345
o Item 00203 - 25 Copies (cost price $22.00 per copy inclusive of GST)
o Item 00201 - 30 Copies (cost price $40.00 per copy inclusive of GST)
o Item 00204 - 50 Copies (cost price $55.00 per copy inclusive of GST)

Consider if there are any GST implications of purchasing this inventory from a different supplier. Code, and
classify the input data before processing the purchase of inventory from Big Press Distribution. Use the
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snipping tool to capture a screenshot of the transaction you have created and paste the screenshot into the
table below.

Marking Guide

Students must create a bill in MYOB for the inventory purchased. The Tax Code must be amended to GST, and
the cost price per unit must be updated on items 00210 & 00204.

The bill must match the exemplar answer below.

Create bill

B Prefill from a source documnent

Supplier® Bill number* | 00000006
Big Press Distribution o
Supplier invoice number | 010345

(@ ABN active  No open purchase orders ssue date ™ | 03/06/2020

nnnnnn

Billing address Due date * | 30/07/2020

PO Box 154
Lidcombe MSW 2141

Australia

Amounts are (@) Tax inclusive

Tax exclusive

Report to ATO via TPAR

b
tem 1D Description Account * Mo of units Unit price  Discount (%) Amount (3)*  Job Tax code *
00203 ® Introduction to 5-0200 Purchase 25 22.00 0.00 550,00 GST
Computers - Big Press
Cistribution P
0020 @® Introduction to 5-0200 Purchase 30 40,00 0.00 1,200.00 GS5T
Accounting - Beaver
Publishing P
20204 @ Introduction to Office  5-0200 Purchase 30 55.00 0.00 2,750.00 G5T
Procedures - Beaver
Publishing P
“
Motes
Subtotal $4,500.00
Freight (5) Set up freight account
P
Tax £409.09
Total $4,500.00
Armount paid (5) Q00
Balance due £4,500.00
Task 1.4

On 4 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

a. Smart Books recorded the following cash and credit transactions through their point-of-sale (POS)
system. Code, classify and process the data in MYOB taking into consideration Smart Books policies and
procedures.
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Amount
including GST

Cash Sales Books $330.00
Cash Sales Educational Resources $185.00
EFTPOS Sales Books $2,560.00
EFTPOS Sales Educational Resources $755.00

Additional information for assessor
The following two transactions must be entered in MYOB.
Receive money transaction CR0O00007

Bank account Reference number* | CRO0000T

1-1170 Undeposited Funds Account

Date * | 04/06/2020 )
Contact (payer) Amounts are (@) Tax inclusive
Tax exclusive
Description of transaction
Daily Cash Sales y
-
Account * (7) Amount (5) * Quantity Description Job Tax code *
£.1410 Szles - Books 330,00 Book Sales 04/06/2020 P GST
£
41420 Sales - Educational Resources 185.00 Educational Resources 04/06/2020 P ST
>
“

Subtotal  5468.18
Tax  $46.82
Total $515.00

Receive money transaction CR0O00008

Bank account * Reference number* | CROODO0S

1-1110 MAB Trading Account 1235688

Date* | 04/06/2020 =
Contact {payer) Amounts are (@) Tax inclusive
Tax exclusive
Description of transaction
Daily EFTPOS Sales P
2
Account * -;::;. Amount (5) *  Quantity Description Job Tax code *
4-1410 Sales - Books 2 560,00 Book Sales 04/06/2020 P GST
iz
4-1420 Sales - Educational Resources 755.00 Educational Resources 04/06/2020 P GST
s
“

Subtotal  53,013.64
Tax £301.36
Total $3,315.00

b. Smart Books used the NAB Visa card to pay the monthly Optus bill (received on 24/05/2020). Use the
snipping tool to capture a screenshot of the payment and paste the screenshot into the table below.
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Marking Guide

Students must record a payment against the outstanding Optus invoice dated 24/05/2020.
The payment screenshot must match the exemplar answer below.

Record payment

ISSUE DATE BILL NUMBER
24/05/2020 00000001

SUPPLIER BALANCE DUE
Optus $0.00

Electronic payment

Sank account

2-1110 MAB Visa Credit Card

Apply discount

Send remittance advice

Multiple payments

CaH:EI m

Task 1.5

information provided below.

On 5 June 2020, the following transactions occurred. Process each transaction in MYOB using the

procedures.

Cash Sales Books

Cash Sales Educational Resources
EFTPOS Sales Books

EFTPOS Sales Educational Resources

Additional information for assessor

a. Smart Books recorded the following cash and credit transactions through their point-of-sale (POS)
system. Code, classify and process the data in MYOB taking into consideration Smart Books policies and

Amount
including GST

$285.00
$95.00
$2,770.00
$845.00

The following two transactions must be entered in MYOB.

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems  Version 1.0
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Receive money transaction CRO00009

Bank account * Reference number® | CRODODOZ

1-1170 Undeposited Funds Account —

Date™ | 05/06/2020
Contact {payer) Amounts are @ Tax inclusive

Tax exclusive

Description of transaction

Daity Cash Sales

Account * () Amount (5) * Quantity Description Job Tax code *
4£-1410 5ales - Boaoks 285.00 Book Sales 05/06/2020 P GST

£
241420 Zales - Educational Resources 85.00 Educational Resources 05/06/2020 P GST

i

s

Subtotal  $345.45
Tax £34.55
Total $380.00

Receive money transaction CRO00010

Bank account *

Reference number™ | CROD0O1Q
1-1110 MAE Trading Account 1235698

Date™ | 05/06/2020
Contact {payer) Amounts are @ Tax inclusive

Tax exclusive

Description of transaction
Daiby EFTPOS Sales P
7
Account * .::::- Amount (8) *  Quantity Description Job Tax code *
41410 Sales - Books 2,770.00 Book Sales 05/06/2020 P GST
5
4-1420 Sales - Educations! Resources 845.00 Educational Resources 05/06/2020 p GST
-
4

Subtotal  $3,286.36
Tax £328.64
Total $3,615.00

b. Smart Books received the following invoice on 05/06/2020. Energy Australia invoices are paid as a direct
debit from the NAB Trading Account to take advantage of the discount offered.

Enter the bill in MYOB and record the payment.

Use the snipping tool to capture a screenshot of the transaction and paste the Screenshot into the table
below.
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TR TR R T TR R R

SMART 800KS FTYLTD
55 8ROWN ROAD
GEOUNGOLD2 220

Cuswenernumber 2222222222

Account number 33331333333

Serviceaddres: 5% Srown Road Geebung OLD 4220
Tax Invoke bsue date02 Lne 2020

This isbasedon an d o

9

ElectricRy accountsummary §1MAR20 to 31MAY 2020

oy Secure Sovey - Home
Openmgbdance 48495
Pagment receved thank peu

09 Mar 2020 Durect Debit- SowiChy Account $471.96Cr AN Secr
Adjustments
* 5% Discoanton Usage for Paying YourLan Bl by the due date $1299¢
Balance arvied forward $0.00
Curmenicharges (see overfor detds) 3o
Totalamount due (ind. G5T) S2s0.07
* 3% dzcount on usage ¥ you pay this bilfby the due date
(hc.G5130.71CH EPAL o)

d duewith di (ind.GST) 2nm:

An * mesns that the amount shown includes GST.
For information on g d fromyourdecticiy

wnsumption plexse tdetothe'qrwhonrlur

Get the EnergyAustralia app

« Take control of your energy accounts
« Monitor your energy usage
* Learn how to keep your bills down

Find out more at energyaustralia comau/app

Erquines

Lozsof aspply (24 M)
Encrgex

Emegency(24ivy
Energex

* Inmmet

Electricity account Q

C

EnegyAuzain

Due date
Direct Debit
10June 2020

ll:'knn .
e
date

$240.07

of energy

is nothing

without

the power
_ of ideas

onefgyau trabia com.au

G | AN

S rghcatake F1 vl 5t AEN DT BAS1A 05

133466
136262

energyastrallaccom.an

Marking Guide

2020.

The payment screenshot must match the exemplar answer below.

Students must create a bill for Energy Australia and record the direct debit payment processed on 10 June

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Version 1.0
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Record payment

Task 1.6

On 15 June 2020, Joe Reader received a reminder notice Smart Books AAMI Business Insurance renewal was
due. Due to the recent flooding, he paid itimmediately.

The renewal amount was $6,605.50. This included a stamp duty charge of $5.50 and covered the period
15/06/2020 - 15/06/2021

Research the tax code that applies to transactions that include stamp duty.
https://www.ato.gov.au/Business/Business-activity-statements-(BAS)/Goods-and-services-tax-
(GST)/Simpler-BAS-GST-bookkeeping-quide/#NoteTable6

Use the spend money function in MYOB to pay the policy renewal using BPAY. Use the snipping tool to
capture a screenshot of the payment and paste the Screenshot into the table below.

Direct Debit BPAY Credit Card Past Bill Pay

~ Use BPAY to transfer : Pay at any Post
We will avtomatically L funds from your bark V’SA e £ . ™ Office with cash
process the 1otal amount due of account bl | orchecue

— Use your cedn caed to pay

$6,605.50 [\ [Biller  Code:11238] e
With vour nominated creditcard Ref: 22 1234 222 www foxtel com suw/pepmytall
wads wnes wase 2120 v o call 1300 008 987 000 23 1334 222
On the due dato z::‘f 52‘;‘;’;‘;{33:““‘:‘“’ £ Dagn el prTINNG bt 910 28% ire Plonse atlow up to 3 days for
15 June 2020 and appled 1o your account 0BT agobes. T wif sgoens eo your payrent to be appied to yout
Pease ensure that lunds sre A iyt srocauting i o 0% bt ON o s scecunt
avadabie to avokd 3 late paymont fes SOORE VI o DGy 190 e st ek B fur gt 18 FOCEN R Yew o 52 OU e

carsacuon o GST aped vt Thix el
SO s neat il

Marking Guide

The student must create a spend money transaction in MYOB. The acceptable response must:

e Be dated 15/06/2020

e Indicate payment was made from 1-1110 NAB Trading Account

e Indicate N-T tax code for Stamp Duty ($5.50)

e Indicate GST tax code for Total Renewal amount less the Stamp Duty ($6600.00)

The Screenshot must match the exemplar answer below.
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https://www.ato.gov.au/Business/Business-activity-statements-(BAS)/Goods-and-services-tax-(GST)/Simpler-BAS-GST-bookkeeping-guide/#NoteTable6
https://www.ato.gov.au/Business/Business-activity-statements-(BAS)/Goods-and-services-tax-(GST)/Simpler-BAS-GST-bookkeeping-guide/#NoteTable6

Spend money transaction 5

@ Artachmant
1-1110 NAB Tisching Account 1235638
Oote*  15/06/2020 =
Mact (payes A @ T ndlusive
Tax sxchieve
(& t f ransact I
( AAMI Business Insursnce 15/06/2020 - 15062021 )
Account * Amount (5 *  Quantity Description Joh Tax code *
6-1550 Ingairance &80000 1 15/06/2020 - 1506/2021 Renews > GST

61550 Insurance 550 1 Stamp Duty N.T

Subitotal  $6.605.50
Tax $600,00
Towl $6,60550

Task 1.7

On 24 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

a. Smart Books banked $1945.00 cash from the week ending 05/06/2020. There was a delay in banking the
cash due to localised flooding in Geebung. Refer to Smart Bools Policy and Procedure Manual and record
the bank deposit in MYOB.

Additional information for assessor

The following transaction must be entered in MYOB.

Transfer money transaction TRO00002

Amount (3)* Reference number* = TROQOOO0Z

1,945.00
Date*  24/06/2020 |

Description of transaction

Cash Banked for Week Ending 05/06/2020 y
Bank account from * Bank accountto ™
1-1170 Undeposited Funds Account 1-1110 MNAB Trading Account 1235698

b. Smart Books logged into online banking and paid all outstanding May 2020 bills from 1-1110 NAB Trading
Account.
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Process the payments in MYOB. Email a copy of the remittance advice to the suppliers. Copy yourself in
on the emails. Verify the accuracy of data input by reviewing the email attachments and make any
adjustments needed for detected processing errors.

Use the snipping tool to capture a screenshot of the payment to Beaver Publishing and a copy of the
remittance advice for Big Press Distribution. Paste the screenshots into the table below.

b. Marking Guide

The student must record a payment against the following:
e 27/05/2020 open bill for Beaver Publishing
e 29/05/2020 open bill for Big Press Distribution.

They must provide a screenshot of the payment to Beaver Publishing. The acceptable response must:

e Be dated 24/06/2020

e Indicate payment was made from 1-1110 NAB Trading Account
e Record payment of $3162.50

e Match the payment below.

They must also provide a screenshot of the remittance advice for Big Press Distribution. The acceptable
response must:

e Be dated 24/06/2020
e Record a Payment Amount of $1272.28
e Match the payment below.

Payment to supplier 6

Issue date Purchase murmbes Statis Balance due ($) Discount {$) Discounted balance (§) Amount paid ($)
05/2020 Q0000002 Closed

Total amount paid 53,162 50
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Smart Books V2

656 Brown Stroot Geobung Qld 4220

Big Press Distribution
PO Box 154
Lidcombe NSW 2141

REMITTANCE ADVICE

Australia

Date: 24/06/2020

Payment Number: 7
Payment Amount: $1,272.28
Payment; Big Press Distribution
In Payment For:
SUPPLIER PURCHASE INVOICE INVOICE | DISCOUNTS PREVIOUS CURRENT PAYMENT
INV. NO. DATE AMOUNT PAYMENTS
' 00000003 20/05/2020 $1,272.28 $0.00 © $0.00 $1,272.28

Task 1.8

information provided below.

On 25 June 2020, the following transactions occurred. Process each transaction in MYOB using the

Create a new supplier contact using the following details.

Morris & Morris Real Estate

38 Browning Street

Geebung Qld 4220

Ph: 07 3838 3999

Contact person: Peta Morris

Email: pmorris@mmrealestate.student.com

ABN: 60 168 985 199

BSB No:111-000

Account No 4242 2342

Bank Account Name: MORRIS & MORRIS REAL ESTATE
Remittance advice email: pmorris@mrealestate.student.com

The rent payment is due on the 25th of the month.

detected processing errors.

Smart Books paid the monthly rent of $3,300.00 for a new storage facility to Morris & Morris Real Estate.

Create a recurring bill, continuing indefinitely, for the monthly rent. Record the June payment from the NAB
Trading account. View the transaction as a PDF to verify the accuracy of the data. Make any adjustments for

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Version 1.0
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mailto:pmorris@mrealestate.student

Use the snipping tool to capture a screenshot of the recipient-created tax invoice and paste the screenshots
into the table below.

Marking Guide

The student must create a bill in MYOB for Morris & Morris Real Estate and record a payment against the bill.
They must provide a screenshot of the recipient-created tax invoice for the transaction. The acceptable
response must:

e Be dated 25/06/2020

e Indicate itis a Recipient created tax invoice

e Include the company name (Smart Books), logo, contact details and ABN.
¢ Include the Supplier Information (Morris & Morris Real Estate) and ABN.

e Confirm the correct tax code has been used (GST)

e Show the invoice has been paid.

A sample answer is provided below.

Smart Books V2 -
55 Brown Street Geebung Qid 4220 ol
Phone: 07 3288 6272 — -
info@smartbooks. student.com.au
hitp://smart books studnet.com
ABN: 26 008672 179
Recipient created tax invoice Purchase number Issue date Due date
00000008 25/06/2020 25/06/2020
Bill to Ship to
Morms & Mams Real Estate Peta Moms
38 Browning St Moms & Momis Real Estate
Geobung QLD 4220 38 Browning St
Australia Geebung QLD 4220
ABN: 60 168 885 199 Australia
Item 1D Description Units Unit price (§) Tax Amount (§)
Inchuding tax including tax
Monthly Storage Rent 1 330000 GST 3,300.00
Tax $300.00
Total Amount (inc. tax) $3,300.00
Total paid $3,300.00
Balance due $0.00

Task 1.9

On 26 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

a. The Davidson Academy purchased the following items:
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Item 00201 - 110 Copies

Item 00203 - 120 Copies
Item 00205 - 125 Copies
Item 00208 - 125 Copies

+ $125.00 (GST Inclusive) freight

Smart Books offered them a 2.5% discount on the price of the items.

Create an invoice for the Davidson Academy. Review the transaction to verify the accuracy of the data and
make any adjustments for detected processing errors.

Use the snipping tool to capture a screenshot of the tax invoice and paste the screenshots into the table

below.

Marking Guide

The student must create an invoice for The Davidson Academy. The acceptable response must:

Be dated 26/06/2020

Include the words Tax invoice

Include the company name, Smart Books, logo, contact details and ABN.

Include the customer details, The Davidson Academy

Show the correct tax code (GST), a 2.5% discount has been applied, and freight has been added to

the invoiced amount.

A sample answer is provided below.

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Version 1.0

Page 22 of 59

Colab



Smart Books - Student

PO Box 298 Geebung QLD 4220
Phone: 07 3298 6272
accounts@smartbooks.com.au
http://smart.books.com

ABN: 26 008 672 179

Tax invoice

Bill to

Peter Wetweek

The Davidson Academy
PO Box 995

Ipswich QLD 4305
Australia

item ID Description

00201 Introduction to Accounting

00203 Introduction to Computers

00205 The Complete Spreadsheet Book

00208 Analysis with Microsoft Excel
Notes

Thank you for your business.

We would like to remind you our payment terms are 30 days from the date of

the invoice.

View your invoice online
Ci : :

How to pay

View your invoice online

Scan the QR
code or click the
link above to
view this invoice
online.

Page 1 of 1

Due date: 10/07/2020

Bank deposit via EFT
Bank NAB

Name SMART BOOKS

BSB 333236
AC#
Ref#

each
each
each

each

Invoice number

Ship to

Peter Wetweek

The Davidson Academy
45 Drysdale Avenue
Ipswich QLD 4305
Austria

Units  Unit price ($) Disc. (%) Tax Amount ($)
including tax including tax

110 77.00 250 GST 8.258.25
120 49.50 250 GST 5,791.50
125 55.00 250 GST 6,703.13
125 55.00 250 GST 6,703.13
Freight (inc. tax GST) $125.00

Tax $2,507.36

Total Amount (inc. tax) $27,581.01

Total paid $0.00

Balance due $27,581.01

Invoice no: 10990  Due date: 10/07/2020

Issue date
10990 26/06/2020

e S

Due date
10/07/2020

Balance due: $27,581.01

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems  Version 1.0
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Task 1.10

On 29 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

a. Smart Book submitted its May BAS to the ATO. They recorded and paid the following amounts:
e PAYG $7,500.00
e GST Collected $8,395.00

e GST Input Tax Credit $6828.00

Create a Bill and record the payment in MYOB. Use the snipping tool to capture a screenshot of the paid bill
and paste the screenshots into the table below.

Marking Guide

The student must create a Bill for the Australian Taxation Office and pay the PAYG and net GST amount owing
for May 2020. The acceptable response must:

e Be dated 29/06/2020

e Allocate $7500.00 PAYG to GL 2-1350 PAYG Withholding

e Allocate the GST Collected and Input Tax Credit to GL 2-1212 GST Balance
e The total amount owing must equal $9067.00

e Confirm the invoice is paid

e Be either a screenshot of the paid bill or a recipient created tax invoice.

A sample answer is provided below.

Page 24 of 59
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Bill 00000009
AL MO N, D AT B
O actvity hiusery @ Secore nmpearnt $9.067.00 $9.067.00 $0.00
B) Lk w sawre et
Suppe B0 rurmder 00009
v ADh BT b
AT
pole O e PUMDE: May 2020 2AS
Repirt 10 470 va TEAR Tueonte®  TRO62030 i
Duscate* 29062020
A o
fam 1D Desongtion Account * () No of unin Unitpeice  Discount (%) Amcunt {§)*  job Tax code *
PRYG 21350 AAYG W1 ! 7.50000 200 730000 T
GST Coileca 1211 G5T Bee 839500 0.5 £395.00 N
GSY mput Yow Crect 3-1211 GSTExn €528.00 200 £5282C T
Suttotal 12,0070
Fregnt |%) ot Up e ght sccdart
Tax $0.00
Total $3,067 00
Amrount pald $3.067.00
Baance due e
Deiete Secord payTert Ve =00 Seve ot recurtng Cance Spve g
More information
@ Frorert mooene 1 Baymert recorced $9.067,0 250672220
L) Crestec 29062220

Smart Books - Student

PO Box 288 Gostung CLD 4220
Phone. 07 3298 6272
asccaunts @smaetbotks com g
Bt (Mseniet bocks com
ABN 26008 672179

Recipient created tax invoice Purchase number Issue date Due date
00000009 200672020 200072020
Bill 1o
ATO
Rem ID Dascription Units Unit price (3) Tas Amoun (S)
rutadyg ey
PAYD ' 750000 N-T 7.500 00
GST Cotected 1 B39S00 NT £.305.00
GST Ingut Tax Credit 8 6E2600 N.T £.828.00
Tax 0.0
Total Amount s o $6.067.00
Total past $0.067,00
Balance due $0.00
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Task 1.11

On 30 June 2020, the following transactions occurred. Process each transaction in MYOB using the
information provided below.

Smart Books received a remittance advice advising payment was made by electronic funds transfer (EFT) for
the following invoices:

e Invoice 11000 - Payment of $2000.00
e Invoice 10988 - Payment of $1411.00
e Invoice 10992 - Payment of $1300.00

Record the payments in MYOB. Generate a Customer transaction report for June 2020. Review the information
to verify data accuracy and adjust for any detected processing errors.

Use the snipping tool to capture a screenshot of the report and paste the screenshots into the table below.

Marking Guide

The student must record three (3) EFT payments. They must then generate a report that displays a list of
sales and payment transactions for June 2020, organised by customers.

A sample answer is provided below.
Smart Books V2

55 Brown Street Geebung Qld 4220
07 3298 6272

Customer transactions report
01 Jun 2020 - 30 Jun 2020

Customer

Customer name number Opening balance ($) Transaction amount ($) Balance ($)
Green Point Secondary School CUS00007
Date Source ID No. Memo Transaction amount ($) Balance ($)
Sale; Green Point Secondary
01/06/2020 Sale 10989 School 2,446.40 2,446.40
Total 2,446.40 2,446.40
High Technology High School CUS00003
Date Source ID No. Memo Transaction amount ($) Balance ($)
ayment, High 1 echnology Hig
( 30/06/2020 Receive money CRO00O10 School (1.411.00) 0.00 )
Total (1,411.00) 0.00
Solid Ground High School CUS00001
Date Source ID No. Memo Transaction amount ($) Balance ($)
Payment; Solid Ground High
30/06/2020 Receive money CRO0CO1 School (1,300.00) 0.00
PO TR
Total (1,300.00) 0.00
The Davidson Academy CUS00002
Date Source 1D No. Memo Transaction amount ($] Balance ($
mrreeeres Sl
26/06/2020 Sale 10990 Sale; The Davidson Academy 27,581.01 30,346.01
Payment; The Davidson
30/06/2020 Receive money CRO00D09 Academy (2,000.00) 28,346.01
75,587.07 395,
Grand total 5,476.00 25316.41 30,792.41
Page 26 of 59
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Task 2 Reconcile Accounts

To: Patresia Florence (p.florence@acefinance.student.com.au)
From: Andrew Black (a.black@acefinance.student.com.au)
Date/time: Wednesday, 01 July 2020, 09:10 a.m.

Subject: Smart Books - Bank Statements

File Attached: NAB Trading Account Statement
File Attached: NAB Business Saver Statement
File Attached: NAB Visa Statement

Good morning Patresia,

Joe Reader from Smart Books has forward me the attached June 2020 bank statements.

Could you please:
1 Reconcile the:
a. NAB Trading Account
b. Business Saver Account
c. NAB Visa Credit Card

Once you have completed the reconciliations, use the snipping tool to capture a screenshot of the
bank statements and reconciliation reports and paste the screenshots into the table below.

2 lwould also like you to complete the following end-of-period tasks:
a. Reconcile the Receivables and Payables reports to the amounts shown in the Balance Sheet
to ensure they balance
b. Reconcile the GST general ledger account to the 30 June BAS and adjust for any rounding
differences. In the space below, explain any adjustments you have made and why.
(Approximately 60 - 70 words)

3 Once you have completed these tasks, use the snipping tool to capture a screenshot of the
following 30 June 2020 reports and paste the screenshots into the table below.
a. Receivables Reconciliation report
b. Payables Reconciliation report
c. Balance Sheet
d. GST Return report

Kind Regards,
Andrew

Andrew Black

Director — ACE Finance

PO Box 298 Geebung Qld, 4220
Phone: 1800 111 222
www.ace.finance.student.com.au
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2.1a NAB Trading Account Bank Statement

Marking Guide

Students must record the interest income, bank fees, merchant fees, TFR of additional funds to NAB
Business Saver account and NAB Visa card payments directly from the bank statement. The student’s Bank
reconciliation report screenshot must reconcile to the NAB Trading Account bank statement (Screenshot
provided) and match the exemplar answer below.
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ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems  Version 1.0

NAB TRADING ACCOUNT
For further information call 13 22 65 for Personal Accounts
or 13 10 12 for Business Accounts.
—— Account Balance Summary
— f
= Ovéiiiig Balaiice $13,876.98
— SMART BOOKS PTY LTD it
— 55 Brown Street Total Withdrawals $29,370.17
— GEEBUNG QLD 4220
—_— Total Deposits §18,790.14
Closing Balance $3,296.95
'8
Statement Start 01 June 2020
Statement End 30 June 2020
Outlet Details Account Details
NAB Bank Business Banking SMART BOOKS PTY LTD
Level 5 Building C, 1 Homebush Bay Rhodes s 333-236
NSW 2138 BSB number
Account number 123-5698
Transaction Details
Date Particulars Withdrawals (§)  Deposits ($)  Balance ($)
01 June 2020 Balance brought forward 13,876.98
Branch Deposit Geebung QLD 1,280.00 15,156.98
EFTPOS Settlement 01/06/2020 1,605.00  16,761.98
02 June 2020 EFTPOS Settlement 02/06/2020 1,032.00 17,793.98
03 June 2020 EFTPOS Settlement 03/06/2020 1,260.00 19,053.98
04 June 2020 EFTPOS Settlement 04/06/2020. 3,315.00 22,368.98
05 June 2020 EFTPOS Settlement 05/06/2020 3,615.00 25,983.98
10 June 2020 Direct Debit 3333 333 333 Energy Australia 232.89 25,751.09
15 June 2020 BPAY AAMI 11234 22123422 6,605.50 19,145.59
24 June 2020 Payment 1742358116132461 3,162.50 15,983.09
Payment 1174289439119074 1,272.28 14,710.81
Branch Deposit Geebung QLD 1,945.00 16,655.81
25 June 2020 Morris & Morris Real Estate 3978857 1......c.ccuouuiierueinieesienenens s enssansenas 3,300.00 13,355.81
29 June 2020 Payment 142835207528520 ATO 9,067.00 4,288.81
30 June 2020 Payment Inv 11000 The Davidson Academy 2,000.00 6,288.81
Payment SGHS INV 10992 1,300.00 7,588.81
Payment High Tech High Tech HS 10988HS 10988 1,411.00 8,999.81
Interest Paid 27.14 9,026.95
Card Payment NAB VISA 550.00 8,476.95
Statement Number 24 National Australia Bank Limited ABN 12 004 044 937 AFSL and Australian Credit Licence 230686 Page 1 of2
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Transaction Details (continued)

Date Particulars Withdrawals (§) Deposits (§)  Balance ($)
30 June 2020 Balance brought forward 8,476.95
Bank Pees e 0. i oot i i s 15.00 846195
TFR to Business Saver account 5,000.00 3,461.95
Merchant Fees June Z020......... i m coisimsuissuimssciisisasossmimossansiaismie 165.00 3,296.95
Closing balance at end of period $3,296.95
Summary of Government Charges Explanatory Notes
Government 1June2020 30 ]une 2020 Please check all entries and report any apparent error or
Withholding tax possible unauthortsed transaction tmmediately.
Bank Account Debit (BAD) tax $15.00 We may subsequently adjust debits and credits, which may

Bank Accounts Debits (BAD) Tax or State Debits Duty has
been aholished for all states & territories effective 1/7/2005. Any
amount shown on this statement applies to debits processed on
or before MN06/2005.

For further information on any applicable rebates, fees or
government charges, please refer to the NAB's "A Guide to Fees
& Charges” booklet. Please retatn this statement for taxation

purposes

result

In a change to your account balance to accurately reflect the
obligations between us

For information ¢n resolving problems or disputes, contact us
on 1800 152 015, or ask at any NAB branch.

Any "Avallable Redraw™ amount ts avallable provided that you
satisfy the conditions for redraw In your agreement.

Statement No 24

Page 2 of2
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2.1a NAB Trading Account Reconciliation Report
Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Bank reconciliation
30 Jun 2020
Account number Account name Date last reconciled Lastl:':f:':::ceﬂ(est; balAa‘t:\‘&"(’;t)
1-1110 NAB Trading Account 1235698 30/06/2020 3,296.95 3,296.95
Reconciliation Value ($)
Account balance on 30/06/2020 3,296,95
Add: Outstanding withdrawals 0.00
Subtotal 3,296,95
‘ Expected balance on bank statement 3,296%
Reconciled deposits
#m';“ ;?'ensaction Description Deposit ($) Withdrawal ($)
CROO0002 01/06/2020 Daily EFTPOS Sales 1,605.00
TRO0QOO1 01/06/2020 Cash Banked for Week Ending 28/05/2020 1,280.00
CROO0CD4 02/06/2020 Daily EFTPOS Sales 1,032.00
CROO0CO6 03/06/2020 Daily EFTPOS Sales 1,260.00
CROO0CO8 04/06/2020 Daily EFTPOS Sales 3,315.00
CROO0010 05/06/2020 Daily EFTPOS Sales 3,615.00
TRO00002 24/06/2020 Cash Banked for Week Ending 05/06/2020 1,945.00
CROO0COS 30/06/2020 Payment High Technology High School 1,411.00
CROO0006 30/06/2020 Solid Ground High School 1,300.00
CROO0CO7 30/06/2020 Payment; The Davidson Academy 2,000.00
2020 27 u %
Total 18,790.14 0.00 J'
ec withdrawals
:fr:ﬁ':ce T?t:g o Description Deposit ($) Withdrawal ($)
1 10/06/2020 Payment; Energy Australia 232.89
2 15/06/2020 AAMI Business Insurance 15/06/2020 - 15/06/2021 6,605.50
3 24/06/2020 Payment Beaver Publishing 3,162.50
4 24/06/2020 Payment Big Press Distribution 1,272.28
6 25/06/2020 Storage Rent 3,300.00
5 29/06/2020 Payment; ATO 9,067.00
T 30/06/2020 Bank Fees June 2020 15.00
8 30/06/2020 Bank Entry - Merchant Fees 165.00
TRO00003 30/06/2020 Payment Visa Card June 2020 550.00
TRO00004 30/06/2020 TFR additional money to Business Saver Acc 5,000.00
Total 0.00 29,370.17 )
Smart Books - Student | Bank reconciliation | Generated 22 Dec 2022 Pagelof 1
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2.1b Business Saver Account Bank Statement

Marking Guide

Students must record the interest income and bank fees directly from the bank statement. The student’s
Bank reconciliation report screenshot must reconcile to the NAB Business Saver Account bank statement
and match the exemplar answer below.

NAB BUSINESS SAVER ACCOUNT

For further ifformation call 13 22 65 for Personal Accounts
or 13 10 12 for Business Accounts

= o8 Account Balance Summary Y
——
— i $20,000.00
=E SMART BOOKS PTY LTD Opeaing Belance
— 55 Brown Street Total Withdrawals $15.00
= GEEBUNG QLD 4220 W
Total De ts S50,
= o
\___ Closing Balance $25035.14 __J
Statement Start 01 June 2020
Statement End 30 June 2020
Outlet Details Account Details
NAB Bank Business Banking SMART BOOKS PTY LTD
LN?‘!JFEIB;IBMHB C, 1 Homebush B‘y Rhodes RSH number 333236
Account number 123.9876
Transaction Details
Date Particulars Withdrawals (5)  Deposits (S)  Balance ($)
01 June 2020 Balance brought forward 20,000.00
30 June 2020 TFR from 123-1235698 Trading Account 5,000.00 25,000,00

Interest Income for June 2020, 50.14 25,050.14

Bank Fees June 2020.........ciuminiminsmessmisamsississssiiasisssssassassesisssass 15.00 25,050.14
Closing balance at end of period §25,035.14
5 y of Gover t Charges Explanatory Notes

Government July 2019 June 2020

Withholding tax

Bank Account Debit (BAD) tax $15.00 Please check all entries and report any apparent error or possible

unauthorised transaction (mmediately.

Bank Accounts Debits (BAD) Tax or State Debits Duty has been We may subsequently adjuat debits and credits, which may result
sbalished for all states & territories effective 1/S7/2005. Any amount in a change to your account balance to accurately reflect the
shown an this statement applies to debits processed on or before obligations between us.

30/06/2005, For information on resolving problems or disputes, contact us
For further information on any applicable rebates, foes or on 1800 152 015, or ask at ay NAR branch.

government charges, please refer to the NAB's "A Guide to Fees & Any “Available Redraw” amount is available provided that you
Charges” booklet. Please retain this statement for taxation purposes satisfy the conditions for redraw In your agreement.
Statement Number 4 Natiomal Australia Bank Limited ABN 12 004 (M4 937 AFSL and Australian Credit Licence 230686 Page 10of1
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2.1b Business Saver Account Reconciliation Report
Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Bank reconciliation )
30 Jun 2020
( Account number Account name Date last reconciled usr;:f::c‘zl(esg baIAacr::&u(';t)
11115 Smart Books Business Saver 30/06/2020 25,035.14 25,035.14
Reconciliation Value ($)
Account balance on 30/06/2020 25,035.14
Add: Outstanding withdrawals 0.00
Subtotal 25,035.14
Deduct: Outstanding deposits 0.00
%“': on bank st 25,035.14 )
econc epos!

:m’:‘e ;;at:sa coee Description Deposit ($) Withdrawal ($)

TROOCO04 30/06/2020 TFR additional money to Business Saver Acc 5,000.00

CROO0O11 30/06/2020 Bank Entry - Interest june 2020 50.14
Total 5,050.14 0.00

Reconciled withdrawals

;Raﬁfnﬁﬁ':“ T;at:saction Description Deposit ($) Withdi 1($)
1 30/06/2020 Bank Entry - Bank Fees june 2020 15.00
Total 0.00 15.00

2.1c NAB Visa Credit Card Statement & Reconciliation Report

Marking Guide

The student’s Bank reconciliation report screenshot must reconcile to the NAB Rewards Platinum bank
statement and match the exemplar answer below.
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Page 172

NAB Rewards Platinum
NAE Card Service Contre
RO Box 9992, Melbourne Victorta 3001
1300730233
Té anytime 24 hows, 7 days
¥
— W ML
. 7 1
(24 houss within Australia only) i 120073021
caling from overseas +61 1300730 213
SMART BOOKS PTY LTD
55 Brown Street
GEEBUNG QLD 4220
Statament Period Visa 01 Jume 2000 - 30 June 2020 | Payment details
Account Number Credit 4530 3030 3030 3030
Timit Avallabla credit $10,00000 | Closing balance $550.00 DR
$9,450,00 Due date w arad
Account summary NSoteh S
a4 ST
~ Opening balance s000  * Toavoid paying Interest on purchases, mshe sure you pay the
“closing batance” In full by the due date each month
+ Payments & other credits received S0O0 o o we dONT receive yOur minim paymEnt by 16 July 2000 you may
- Purchases, cash advances §550.00 DR have to pay a late payment fee.
= Interest /& other charges $0.00
= Closing balance $550.00 DRt
The following g Is a leghik ded to provide you with more infi aboet the of making
The i “mmmmmmumndmommmwmmmwnm

meiwumaommwnmmwﬁmmmmmwlpavmommmandlwzaomhngwtopﬂwmv

For It you make no additional charges You wil pay off the closing Ralance for A you will end up paying estimated total
Example..  using this card and each month you pay.. s RAtement in about. Interest chargss of.

1 Only the minimum payment 4 years 4 mooths 352

2 44500 2 years 123737, asaving of 4247435

Mamwﬁkmﬁmqwm'lmmhmdkvhmhnqaeﬂwdmwmﬂxnhwcﬁx\mm 13 22 65 or call yuur banker. We may
be $0 assist you

The examples provided above In the Minimum Repayrment Waming do not take account of anmual Card fees that will o mary apply 10 your socount
(except for an annual card foe Induded In the closing balance on this statement).

[l [ 1]

Ay payrnacts recerad aher Spm (ALDT/ALST), won' o recorved by NAS et the neot banking day.

Paymant recard Duts Paicd #ef No [ J

Payment options

Tramater furdy Broem your NAB chague or sevings sccount 1o your NAD Crecht Cand sccount owng Lhe payment options below.

£ 00 000 S a e Do d Ll /A 3 oaa

O RN 0 R A, Nt Al

NAB App, avallable on 10S v NAB Internet Banking NAB Direct Debit
and Androkd, 24 hours, 7 VIgt us at nab.comau ‘-. Sat v # dhrect cabit from an sccount of
days. ot chusce. £ 10 naboomauidiectdebn
c“:l’ Tolophane . ‘
1300730 213, Biller Code: 1008 ) Avstralla
II@ 24 hours, 7 days. g Ref: 4530 3030 30303030 oy
To make 3 payment oodo your credit card thioegh
NAS ATH e e e T e
T{W?NW;.W:M.WI-B:A"Y;“ et your PIN sl sebect “Depontt” Shan Credi b yeur
frow  J0ur " debll o Srikad credit card account om e pin pad
tansaction account.
<D000618765><00000124303><30303030330303030>
Transaction details
Date Date of
processed transaction Card No Details Amount AS
05/06/2020 04/06/2020 V3030 Optn 550.00
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2.1c NAB Visa Credit Card Statement & Reconciliation Report

Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Bank reconciliation g
30 Jun 2020
Last reconciled Account
Account number Account name Date last reconciled balance ($) balance ($)
2-1110 NAB Visa Credit Card 30/06/2022 0.00 0.00
Reconciliation Value ($)
Account balance on 30/06/2020 0.00
Deduct: Outstanding withdrawals 550.00
Subtotal -550.00
Add: Outstanding deposits 550.00
Expected balance on bank stat 0.00
\ Outstanding withdrawals )
Reference Transaction
number date Description Deposit ($) Withdrawal ()
1 04/06/2020 Optus Monthly Invoice 550.00
Total 0.00 550.00
Outstanding deposits
ﬁﬁtﬁﬁi’:‘e T;at:sactlon Description Deposit ($) Withdrawal ($)
TRO00003 30/06/2020 Payment Visa Card June 2020 550.00
Total 550.00

2.2b. Explain any adjustments you have made and why.

Marking Guide

Smart Books Policy and Procedure manual contains the following information:

Each month cents not reported in the monthly BAS must be written off to the GST Rounding account.
(Expense Account Tax Code N-T not reportable).

The response provided by the student must follow Smart Books Policy and Procedure and reflect the
exemplar answer below.

There is a difference between the Net GST payable in the GST report and the 2-1212 GST Balance in the
Balance Sheet because only whole dollar amounts are reported in the May BAS. The cents need to be written
off as per Smart Books documented procedure by recording the following general journal entry:

Dr GST Balance $0.98
Cr GST Rounding $0.98

2.3a Accounts Receivable Reconciliation

Marking Guide
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The student’s Receivables reconciliation report screenshot must show a receivables account balance of
$30,792.41, an out-of-balance amount of $0.00 and match the exemplar answer below.
Smart Books V2
55 Brown Street Geebung Qld 4220
07 3298 6272
Receivables reconciliation with tax report
30 Jun 2020
Name Amount outstanding ($) Tax outstanding ($)
Green Point Secondary School 2,446.40 222.40
The Davidson Academy 28,346.01 2,507.36
Total 30,792.41 2,729.76
Receivables account 30,792.41
Out of balance amount 0.00

2.3b Accounts Payable Reconciliation

Marking Guide

The student’s Payables reconciliation report screenshot must show a payable account balance of $10,440.00,
an out-of-balance amount of $0.00 and match the exemplar answer below.

Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Payables reconciliation with tax report
30 Jun 2020
Name Amount outstanding (S) Tax outstanding (S)
Absoe Shop Fittings Pty Ltd 5,940.00 540.00
Big Press Distribution 4,500.00 409.09
Total 10,440.00 949.09
Payables account 10,440.00
Out of balance amount 0.00
Page 36 of 59
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| 2.3 Balance Sheet

Marking Guide

The student’s Balance sheet report screenshot must demonstrate the following:
balance $30,792.41
$10,440.00.

2.3d).

The student’s Screenshot must match the exemplar answer below.

e Receivables reconciliation report balance $30,792.41 (Task 2.3a) matches the Accounts Receivable
e Payables reconciliation report balance $10,440.00 (Task 2.3b) matches the Accounts Payable balance

e The GST amount in the balance sheet equals -$4005.39 and reconciles to the GST Return report (Task

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems  Version 1.0
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ASSESS

Smart Books - Student
PO Box 298 Geebung QLD 4220

07 3298 6272
Balance sheet report
Accrual mode
30 Jun 2020
Total
1-0000 Assets
1-1000 Current Assets
1-1100 Bank Accounts
1-1110 NAB Trading Account 1235698 3,296.95
1-1115 Smart Books Business Saver 25,035.14
1-1130 Cash Drawer 700.00
‘ 1-1200 Accounts Receivable 30,792.41 '
1-1320 Inventory Stock on Hand - Books 270,007.60
1-1321 Inventory Stock on Hand - Educational Resources 108,980.00
Total Current Assets 438,812.10
1-1962 Deposits To Suppliers 3,500.00
1-2100 Property, Plant & Equipment
1-2110 Office Equipment 21,200.00
1-2120 Accum. Depr. Office Equipment (4,500.00)
1-2210 Motor Vehicles 108,110.00
1-2220 Accum. Depr Mator Vehicles (13,285.04)
1-2310 Shop Fixtures & Fittings 43,790.70
1-2320 Accum. Depr. Shop Fixtures & Fittings (6,875.00)
Total Property, Plant & Equipment 148,440.66
Total Assets 590,752.76
2-0000 Liabilities
2-0010 Current Liabilities
( 2-1140 Accounts Payable 10,440.00
2-1150 Deposits from Customers 450.00
2-1211 GST Liabilities
2-1212 GST Balance (4,005.39)
2-1355 Superannuation Payable 2,300.00
2-1542 Gift Vouchers Issued 2,675.00
Total Current Liabilities 11,859.61
2-2000 Non Current Liabilities
2-2105 NAB Business Loan 39,605.00
2-2135 Loan - | Reader 84,121.00
Total Non Current Liabilities 123,726.00
Total Liabilities 135,585.61
Net Assets 455,167.15
3-0000 Equity
3-1000 Owner's Funds Introduced/Personal income 20,000.00
3-1500 100 Ordinary Shares 100.00
3-2000 Owner's Drawings/Personal Expenses (1,250.00)
Smart Books - Student | Balance sheet report | Generated 24 Dec 2022 Pagelaf 2
Total
3-8000 Retained Earnings 284,186.37
3-9000 Current Year Earnings 152,130.78
Total Equity 455,167.15




2.3d GST Return

Marking Guide

The student’s GST report screenshot must demonstrate the following:
e Tax Collected amount equals $3,890.87
e Input Tax Credit amount equals $7,896.26
e Net GST Payable amount equals -$4005.39

The student’s Screenshot must match the exemplar answer below.

Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
s
GST report
Accrual mode
01 Jun 2020 - 30 Jun 2020
(!;Wne ™~
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax Collected ($)
GST Goods & Services Tax 10 42,799.41 38,908.54 3,890.87
FRE GST Free 0 77.28 77.28 0.00
Total sales and
\ income 42,876.69 38,985.82 3,890.87 )
b N
Code Description Rate (%) Tax Inclusive ($) Tax Exclusive ($) Tax paid ($)
CAP Capital Acquisitions 10 72,061.00 65,510.00 6,551.00
N-T Not Reportable ] (57,048.50) (57,048.50) 0.00
GST Goods & Services Tax 10 14,797.89 13,452.63 1,345.26
FRE GST Free 0 30.00 30.00 0.00
Total purchases
\ and expenses 29,840.39 21,944.13 7,896.26)
( Net total 13,036.30 17,041.69 (4,005.39))
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Task 3 Process Balance Day Adjustments

To: Patresia Florence (p.florence@acefinance.student.com.au)
From: Andrew Black (a.black@acefinance.student.com.au)
Date/time: Friday, 03 July 2020, 11:50 a.m.

Subject: Smart Books - End you year adjustments

Good morning Patresia,

Before we generate the 30 June 2020 financial reports for Smart Books, please process the following
balance day adjustments.

a. 0On 28 May, Elders Council paid Smart Books $2,000.00, a deposit for a bulk order of educational
resources. Smart Books recorded the deposit as income in their accounts. The order has been
delayed due to a transport and logistics issue and is not expected to be filled until late July.
Record a balance day adjustment in MYOB for the income that was received.

Use the snipping tool to capture a screenshot of the transaction and paste the screenshots
into the table below.

b. Record the depreciation for July 2019 to June 2020 (this is in addition to the depreciation
already recorded for the Volkswagen Transporter Van purchased on 1 June 2020)
e Motor Vehicle - $2,520.00
o Office Equipment - $4,185.50
e Shop Fixtures & Fittings - $4,379.07

Use the snipping tool to capture a screenshot of the transaction and paste the screenshots
into the table below.

c. On1May 2020, Smart Books paid $6,600.00 (including GST) for three months advertising.
Record a balance day adjustment in MYOB for the proportion of the expense that was paid in
the 2020 FY but will not be realised until the 2021 FY.

Use the snipping tool to capture a screenshot of the transaction and paste the screenshots
into the table below.

d. Record a balance day adjustment in MYOB for the proportion of the 15 June 2020 Insurance
invoice that will not be realised until the 2021 FY.

o 16 days apply to the 2020 FY
e 349 days apply to the 2021 FY

Use the snipping tool to capture a screenshot of the transaction and paste the screenshots
into the table below.

e. 0On 30/06/2020 Smart Books conducted a stock take. They valued their closing inventory at:

e Books - $180,832.60
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e Educational Resources - 79690.91

In the table calculate the cost of sales (COS) at 30 June 2020. Reconcile the COS amount to the
stock on hand account in the balance sheet and make any necessary adjustments in the
accounts.

Use the snipping tool to capture a screenshot of the Current Assets (Balance Sheet Report) and
Cost of Sales (Profit & Loss Report) to show the inventory in MYOB reconciles to the stocktake
figure. Paste the screenshots in the space provided

Kind Regards,
Andrew

Andrew Black

Director — ACE Finance

PO Box 298 Geebung Qld, 4220
Phone: 1800 111 222
www.ace.finance.student.com.au

3a. Balance Day adjustment

Marking Guide

Students must create a new General Ledger account for Unearned Revenue (Current Liability) and process a
balance day adjustment dated 30/06/2020.

The Screenshot provided by the student must match the exemplar answer below.

Create general journal transaction

Date* Reference number™ | GJOOD0OS
30/06/2020 HE EOFY adjustment (T)

Display in GST report as:™

Amounts are (@) Tax inclusive
Purchase Tax exclusive
(@) 3ale
Description of transaction
Balance Day Adjustment P
Account * }e_bit (5) Crecﬂt (8}  Quantity Description Job Ta_x code *
41420 Sales - Educational Resources 2,000.00 May Elders Council deposit paid for M-T

educational resources to be

delivered July 2020 P
2-1336 Unearred Revenue 2,000.00 May Elders Council deposit paid far N-T

educational resources to be
deliverad July 2020

Total debit  52,000.00

Total credit  52,000.00

Tax $0.00

oOut of balance £0.00

3b. Balance Day adjustment

Marking Guide
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depreciation.

Students must process a balance day adjustment dated 30/06/2020 for the 2020 financial year

The Screenshot provided by the student must match either of the exemplar answers below.

Create general journal transaction

Date * Refecance number* | GX00005
VOe/202 = =
30/06/2020 ( EOFY acjustment (D) '
Display in GST report as:* Amountz are @ Tax mclunive
@ Purchase Tax exciusve
Sale
Descripticn of transaction
Balance Day Adjustment %
fﬁccoun( s Datwt (5) Credit (§) Quantity Description Job Tax code * \
5-1300 Deprecation 41855 Office Equipment degpreciation 2020 N-T
FY y
1-2120 Actum. Depe, Dffice Equipment 418550 Offce Equpmant depreciation 2000 N-T
FY %
£.1300 Deprecation 437907 Shop Fatures & Ftmgs N-T
deprecation 2020 FY P
1-2320 Shop Accum, Depr, Futures & Finngs 437907 Shop Fatures & Fatings N-T
deprecation 2020 FY y.
4
6-1300 Dapreciation 232000 Motor Vehecls deprecsstion 2020 FY > N-T
1-2220 Accum, Depr Motor Vekscles 2.520.00 Motor Vehicle degrecation 2020 FY 4 N-T )
\ 4
“
Fotal debit  $11.084.57
Total credit  $11.084.57
Tax $0.00
Out of balance $0.00
Create general journal transaction
Date* Reference number * | GID000OS
3006720 =
XG0 ( @ EOFY agqustment () )
Dispiay in GST report 3% * Amounts sre @ Tax mclusive
® Purchase Tax exclusive
Sae
Dascripton af tranzaction
Balance Day Actustment P
Account * Debit ($) Crecit {$) Quantity Descraption Joty Tax code *
E-1300 Deprecianon 1108457 Difice Equipment, Shop Fxbures & N-T
Fittings and Motor Veh:cie
degrecation 2020 Y P
1-2120 Accum. Depr, Office Equipment £18550 Office Equipment depreciation 2000 N-T
FY P
1.2320 Shop Acoum. Dopr. Fxtures & Fittings 437407 Shop Futures & Fitungs N-T
degrecation 2020 FY %
1-2220 Accum. Depr Motor Veheclos 252000 Motor Vehicks depraciabon 2020 FY 2 N-T

-

Total debit  $71.084.57
Total cracht 1108457

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Version 1.0

Tax $0.00
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3c. Balance Day adjustment

Marking Guide
Students must create a new General Ledger account for Prepaid Expenses (Current Asset) and process a
balance day adjustment dated 30/06/2020.

The Screenshot provided by the student must match the exemplar answer below.
Create general journal transaction

Bata * Raference number* | GJOD0COT
006/2020 = ’ 7
30,06/2020 ( & EOFY aqustment (£ )
5T ram v amounts are @ Taon

WRISIVE

® Purchase Tax exclusive
Balance Day Adpstments P
( Account * Debit {$5) Credit 5]  Quantity Dewription Job Tax code * Y
1-1570 Prepaid Bxpanses 2000.00
61120 Advertinng & Marketing 2000.00
. . J

Total debit  $2.000.00

Total credit  $2.000.00

Tax $0.00

Out of balance $0.00

3d. Balance Day adjustment

Marking Guide
Students must process a balance day adjustment dated 30/06/2020 for the portion of the insurance invoice
paid on 15 June 2020 (Task 1.6)

The renewal amount was $6,605.50. This includes GST and a stamp duty charge of $5.50 and covers the
period 15/06/2020 - 15/06/2021.

The calculation for the prepaid amount is as follows:

$6,005.00 (GST exclusive amount) / 365 X 349 = $5,741.77

The screenshot provided by the student must match the exemplar answer below.
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Lreate general journal transaction
Hate * Reference mumber * | GIDOD00E
SR ( 83 EOFY adustment )
Display in GST report ac* Amceints are @ fax incusve
@ Purchase 1 exclydve
Sale
Balance Day Adustment p
8 N
Account * Debit (S) Credit (§) Quantity Description job Tax code *
1970 Prepaid Bxpenses 77T To rscogniss insurance costs that N-T
&
ance N7 N
ealised until 2021 FY
. £ J
Total debit  $5.741L77
Total credit  $5,74177
Tax $0.00
Out of balance $0.00
Marking Guide

The student must calculate the COS at 30 June 2020 and reconcile the COS amount to the stock on hand

account in the balance sheet.

They must then record the following journal to adjust the inventory figure in the Balance Sheet and provide a
screenshot of the Cost of Sales and Current Assets.

Dr Inventory Stock on Hand - Books

Cr Purchases - Books

$ 15,492.40

$ 15,492.40

3e. Inventory Reconciliation

Opening Stock - Books

Opening Stock - Educational Resources

$270,007.60 (Trial Balance)

$108,980.00 (Trial Balance)

Purchases - Books $200,500.00
Purchases - Educational Resources $79,690.91
Returns & Discount (on book sales only) -$4,175.00
Closing Stock - Books $285,500.00
Closing Stock - Educational Resources $108,980.00
Cost of Sales $260,523.51

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems
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Cost of Sales

T R e ) =TT

Total Income

5-0000 Cost Of Sales

5-0100 Purchases - Books
5-0200 Purchases - Educational Resources

5-0300 Purchase Returns

T

577414041

185,007.60
79,690.91

{1,875.00)

Current Assets

1-0000 Assets

1-1000 Current Assets
1-1100 Bank Accounts

1-1110 NAE Trading Account 1235608 3,208.95
1-1115 Smart Books Business Saver 2503514
1-1130 Cash Drawer J00.00
Total Bank Accounts £29.032.00
1-1200 Accounts Receivable 3079241
1-1320 Inwventory Stock on Hand - Books 285,500.00
1-1321 Inventory Stock en Hand - Educa... 108,980.00

v C e

Total Current Assets $462 046,27
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Task 4 Storing and Maintaining Records for Audit Purposes

To: Patresia Florence (p.florence@acefinance.student.com.au)
From: Andrew Black (a.black@acefinance.student.com.au)
Date/time: Friday, 10 July 2020, 10:00 a.m.

Subject: Smart Books - Storing records for audit

Good morning Patresia,

Great job managing the Smart Books transition to MYOB. | have just finalised their financial
statements and lodged their tax return.

| have spoken to Joe Reader about implementing a system that securely stores accounting source
records and other information, so they are easily accessible if the ATO audited Smart Books
accounts.

Joe has contacted the NAB bank to set up bank feeds directly into the Smart Books MYOB file. Moving
forward, he will add source documents to the MYOB In tray. We will then link the documents relating
to the bank transactions brought into the MYOB file via bank feeds.

Please research attaching documents to bank transactions. In the email template below, outline how
this process will work so that | can discuss implementing it with Joe and adding it to Smart Books
policy and procedure manual.

(Approximate word length 250 -275 words)

Kind Regards,
Andrew

Andrew Black

Director — ACE Finance

PO Box 298 Geebung Qld, 4220
Phone: 1800 111 222
www.ace.finance.student.com.au
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Marking Guide

Student responses are likely to include different wording than the sample answer provided. However, the
acceptable responses must:

e be within the specified word limit

o reflect the characteristics described in the exemplar answer

e outline the process for attaching documents to bank transactions in MYOB

A sample answer is provided below.

To: Andrew Black (a.black@acefinance.student.com.au)

From: Patresia Florence (p.florence@acefinance.student.com.au)
Date/time: Friday, 10 July 2020, 1:00 p.m.

Subject: Attaching documents to bank transactions

Good afternoon, Andrew,

| have researched how to attach documents to bank transactions in MYOB. Below is a summary of my
findings.

If you have added a document to your In tray, you can link it to a bank transaction on the Bank
transactions page. Or, you can attach a new document. This is handy if you have a receipt or
document related to a bank transaction brought into MYOB via bank feeds.

Documents must be less than 10MB in size and in one of these formats: PDF, TIFF, JPEG or PNG.

To attach a document to a bank transaction

1. From the Banking menu, choose Bank transactions.
2. Click the down arrow ™ next to the transaction you want to attach a document to.
3. Attach the document.

If the document do this

is already in your In tray e Click Link from In tray.
e Select the document you want to attach.
e Click Link.

is not in your In tray e Click Attach files.

e Click to select the document to attach.
e Click Open.
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Acconm Arecurt (8] Amount Quitay Lre esrrginion Sob Ta rod

Tl slocated  $780.25 (109.00%

Unabiecated $0.00 (0.00%)

4. Click Save. The document is attached to the transaction. To view or delete an attached
document, see below.

To download, save or print an attached document

After you've attached a document to a bank transaction:

1. From the Banking menu, choose Bank transactions.
2. Click the down arrow ™ next to the transaction with the attachment.
3. Click the download P icon on the attachment. The attachment will be downloaded.

Total abvscateyl  STUT.25 (002 040

Unallocated $0.00 (000

| Mrportent decsrent prg ' ’

4. Open the downloaded document to view, print or save it.

Kind Regards,
Patresia Florence
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Patresia Florence

Trainee Accountant

PO Box 298 Geebung Qld, 4220
Phone: 1800 111 222
www.ace.finance.student.com.au

Task 5 Create a Petty Cash Imprest System

To complete this assessment task, read the following email from Andrew Black and complete the tasks
outlined in the email.

To: Patresia Florence (p.florence@acefinance.student.com.au)
From: Andrew Black (a.black@acefinance.student.com.au)
Date/time: Friday, 02 July 2020, 3:10 p.m.

Subject: Smart Books - Smart Books Petty Cash.

File Attached: Petty Cash Receipts
NAB Trading Account Statement T5

Good afternoon Patresia,

Joe Reader from Smart Books has forward me the attached receipts. He has paid for the items from
his personal funds and wants to be reimbursed.

| have suggested we set up an imprest petty cash fund with a $500.00 float and reimburse the

receipts from the petty cash float. [tems that exceed $100.00 must be reimbursed directly into Joe’s
bank account.

Joe withdrew money from the NAB Trading Account yesterday to establish the fund. He will be the
petty cash custodian responsible for disbursing the petty cash and documenting each payment with
a petty cash voucher. As the attached items have all been purchased by Joe, he will not complete
petty cash vouchers in this instance.

Could you please:

a. Create the petty cash account in Smart Books MYOB business file (1-1140 Petty Cash).
Record the amount withdrawn from the NAB Trading Account to start the petty cash
fund.

Reconcile NAB Trading Account 1235698 to 01/07/2020 and generate a bank
reconciliation report.

Use the snipping tool to capture a screenshot of the bank statement and the
reconciliation report and paste the screenshots into the table below.
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b. Record the petty cash purchases. Attach a copy of the receipt to each petty cash
transaction in MYOB.

e Woolworths petty cash purchases must be allocated to Staff Amenities
o Officeworks petty cash purchases must be allocated to Printing & Stationery

Use the snipping tool to capture a screenshot of the Woolworths transaction that
demonstrates the receipt has been attached to the transaction in MYOB and paste the
screenshots into the table below.

c. Reconcile the petty cash account and print a reconciliation report as at 01/07/2020.
Use the spend money function to reimburse Joe Reader for any transactions that
exceed the petty cash limit.

Use the snipping tool to capture a screenshot of the reconciliation report and paste the
screenshots into the table below.

d. Generate a:
= Profit & Loss report for the period 01/07/2020 - 31/07/2020
= Balance Sheet report as at 31/07/2020
= GST report for the period 01/07/2020 - 31/07/2020

Use the snipping tool to capture a screenshot of the reports and paste the screenshots
into the table below.

Kind Regards,
Andrew

Andrew Black

Director — ACE Finance

PO Box 298 Geebung QId, 4220
Phone: 1800 111 222
www.ace.finance.student.com.au

5a. NAB Trading Account Statement & Reconciliation Report

Marking Guide

Students must create a petty cash account in Smart Books MYOB business file (1-1140 Petty Cash) and
record the $500.00 deposited to start the Petty Cash system.

They must then reconcile the NAB Trading Account 1235698 to confirm the amount withdrawn reconciles
to the amount on the bank statement dated 01/07/2020 and print a bank reconciliation report dated
01/07/2020.

The screenshots provided by the student must match the exemplar answer below.
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Smart Books - Student
PO Box 298 Geebung QLD 4220

Reconciled withdrawals

07 3298 6272

Bank reconciliation

01 Jul 2020

Last reconciled Account
Account number Account name Date last reconciled balance ($) balance (S)
1-1110 NAB Trading Account 1235698 01/07/2020 2,796.95 2,796.95
Reconciliation Value (8)
Account balance on 01/07/2020 2,796.95
Add: Outstanding withdrawals 0.00
Subtotal 2,796.95
Deduct: Outstanding deposits 0.00
Expected balance on bank statement 2,796.95

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems

Reference Transaction
number date Description Deposit ($) Withdrawal ($)
TRO0000S 01/07/2020 Withdrawn to establish Petty Cash Fund 500.00
Total 0.00 500.00
NAB Trading Account Statement
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—
=
=
P— ~ g ARTC DTV
— SMART B(‘X)k}- PTYLTD
— 55 Brown Street
— GEEBUNG QLD 4220
_

Outlet Details

NAB Bank Business Banking

NAB TRADING ACCOUNT

For further information call 13 22 65 for Personal Accounts
or 13 10 12 for Business Accounts.

Account Balance Summary

Opening Balance
Total Withdrawals
Total Deposits
Closing Balance

Period Start
Period End

Account Details

§3,296.95

$500.00

S$I605.00

$4,401.95

01 July 2020
02 July 2020

SMART BOOKS PTY LTD

01 July 2020 Balance brought forward

02 July 2020 EFTPOS Settlement 01/07/2020

Branch Withdrawal - Petty Cash Geebung QLD......coerreormrrmmresrmmrmmsens 500.00

Lmszlﬂsl:”mg ST g i BSH - gumber 333-236
Avconin mmber 123-5698
Transaction Details
Date Particulars Withdrawals (§)  Deposits(§)  Balance ($)

3,296.95
2,796.95
160500 440195

5b. Woolworths Petty Cash transaction

Marking Guide

transaction in MYOB.

exemplar answer below.

The student must record the petty cash purchases and attach a copy of the receipt to each petty cash

e Woolworths petty cash purchases must be allocated to Staff Amenities
e Officeworks petty cash purchases must be allocated to Printing & Stationery

The screenshots of the Woolworths petty cash transaction provided by the student must match the

ASSESSOR GUIDE: FNSACC426 Set up and operate computerised accounting systems
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transaction 1

sferance se
40 Petty Ix
TR -
ct iDayee ® Tx irCuave
TaX eACSve
tran
Woo teartng
Account * () Amourt (§) *  Quantity Descrpton jo Tax coge *
4 Advorted Frat Bae rae
33.00 Assoreda Sice: o

Sulstoss  587.50
T $273

Totet 587,50

Delete || Sme mretureg e || raconwsces [

' More information

Artacnments @ 2

n wae for e

Drag flies here %0 upioaa or Drcavae f

| F725262-8300-4266.3227-D8 318%ec4BRT-FNSACC.

ot Fhal resd 12 06 POF TIFF J0FG o DNG and Do OME

-

5c. Petty Cash Reconciliation Report

Marking Guide
The student must reconcile the petty cash and generate a reconciliation report dated 01/07/2020.

The screenshots provided by the student must match the exemplar answer below.
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Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Bank reconciliation
01 Jul 2020
Account number Account name Date last reconciled uﬂl::lc::cce“(eg baﬁtn‘&"(';ﬁ
1-1140 Petty Cash 01/07/2020 220.00 220.00
Reconciliation Value ($)
Account balance on 01/07/2020 220.00
Add: Outstanding withdrawals 0.00
Subtotal 220.00
Deduct: Outstanding depasits 0.00
Expected balance on bank statement 220.00
Reconciled deposits
:uefr:;:e':“ ;?temcﬁon Description Deposit ($) Withdrawal ($)
TRO0000S 01/07/2020 Withdrawn to establish Petty Cash Fund 500.00
Total 500.00 0.00
Reconciled withdrawals
2?::;::“ ;;a':saction Description Deposit ($) Withdrawal ($)
1 01/07/2020 Waoolwarths 87.50
2 01/07/2020 Officeworks 98.50
3 01/07/2020 Officeworks 94.00
Total 0.00 280.00

5d. Profit & Loss report for the period 01/07/2020 - 31/07/2020

Marking Guide
The student must generate a Profit & Loss report for the period 01/07/2020 - 31/07/2020.

The screenshots provided by the student must match the exemplar answer below.
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Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Profit and loss report
Accrual mode
01 Jul 2020 - 31 Jul 2020
Total
Gross Profit 0.00
6-0000 Expenses
6-4280 Printing & Stationery 175.00
6-4390 Staff Amenities 84.77
Total Expenses 259.77
Operating Profit (259.77)
Net Profit (259.77)
Balance Sheet report as at 31/07/2020
Marking Guide
The student must generate a Balance Sheet report dated 31/07/2020.
The screenshots provided by the student must match the exemplar answer below.
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Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
Balance sheet report
Accrual mode
31 Jul 2020
Total
1-0000 Assets
1-1000 Current Assets
1-1100 Bank Accounts
1-1110 NAB Trading Account 1235698 2,796.95
1-1115 Smart Books Business Saver 25,035.14
1-1130 Cash Drawer 700.00
1-1140 Petty Cash 220.00
Total Bank Accounts 28,752.09
1-1200 Accounts Receivable 30,792.41
1-1320 Inventory Stock on Hand - Books 285,500.00
1-1321 Inventory Stock on Hand - Educational Resources 108,920.00
1-1970 Prepaid Expenses 774177
Total Current Assets 461,766.27
1-1962 Depaosits To Suppliers 3,500.00
1-2100 Property, Plant & Equipment
1-2110 Office Equipment 21,200.00
1-2120 Accum. Depr. Office Equipment (8,685.50)
1-2210 Motor Vehicles 108,110.00
1-2220 Accum. Depr Motor Vehicles (15,805.04)
1-2310 Shop Fixtures & Fittings 43,790.70
1-2320 Accum. Depr. Shop Fixtures & Fittings (11,254.07)
Total Property, Plant & Equipment 137,356.09
Total Assets 602,622.36
2-0000 Liabilities
2-0010 Current Liabilities
2-1140 Accounts Payable 10,440.00
2-1150 Deposits from Customers 450.00
2-1211 GST Liabilities
2-1212 GST Balance (4,025.62)
Total GST Liabilities (4,025.62)
2-1355 Superannuation Payable 2,300.00
2-1542 Gift Vouchers Issued 2,675.00
2-1556 Unearned Revenue 2,000.00
Total Current Liabilities 13,839.38
2-2000 Non Current Liabilities
2-2105 NAB Business Loan 39,605.00
2-2135 Loan - ) Reader 84,121.00
Total Non Current Liabilities 123,726.00
Total Liabilities 137,565.38
Net Assets 465,056.98
3-0000 Equity
Smart Books - Student | Balance sheet report | Generated 29 Dec 2022 Page1of 2
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Total

3-1000 Owner's Funds Introduced/Personal Income 20,000.00
3-1500 100 Ordinary Shares 100.00
3-2000 Owner's Drawings/Personal Expenses (1,250.00)
3-8000 Retained Earnings 446,466.75
3-9000 Current Year Earnings (259.77)
Total Equity 465,056.98

GST report for the period 01/07/2020 - 31/07/2020

Marking Guide
The student must generate a GST report for the period 01/07/2020 - 31/07/2020.

The screenshots provided by the student must match the exemplar answer below.

Smart Books - Student
PO Box 298 Geebung QLD 4220
07 3298 6272
GST report
Acciual mode
OF Jul 2020 - 31 #7020
Sabes and income
Cothe Daupban Rate N Tan iInOusive 1%} Tar Cectuwve (9) Tax Cablocted (%}
Total sales and income .00 0.00 LX)
Perchases ant expeees
Cote Descrptian wate () Taw indusve (% Tan Laglupve (%) Tan paid (%)
. 057 Free .
Account No. ACCOUNE na e Dace 1D N Mema Tyow Tax Inclusvs (5) Tax Enchusive (5} Tax Puid (3}
Wonz
420 LN Areretas S0 Adsarte Frut Box ey asm wom om
Seent
400 Cratt Amerriee SUBIVIIO juan eoey 2% n%s oo
Totat % 2% wm
(23] Goods & Services Tax A
Aot Mo, Account narme Dese 10 Ne. Merms Type Tax Indusve (%) Tan Enthusive (3} Yax Pud 18}
wam Priceng & Statonery  B1AQE2S 2 Lo rom e ol A oy — e T wn
480 Proag & Sumonery Ll sy ' Poong. Sanner &GN bag .:::, - »waa 95
Soens
%0 Salt Amversren SN0 ' Avsarted Shm ey 31000 1nn n
ot mw» m »n
Total purchases snd
expensey 280.00 P gl o3
Net total (220 00} (259.77) o
SN oo - ULENE | TET repant | Geneated 29 O 002 Poge let 1
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Assessment Checklist

Students must have completed all questions within this assessment before submitting. This includes:

Task 1

1.1c Tax invoice for Green Point Secondary School

1.2b Screenshot Absoe Shop Fittings purchase

1.4b Screenshot Optus payment

1.5b Screenshot Energy Australia transaction

1.6 Screenshot AAMI Business Insurance transaction

1.7b Screenshot Payment to Beaver Publishing
Screenshot Remittance advice Big Press Distribution

1.8a Screenshot Recipient created tax invoice

1.9b Screenshot Tax invoice Davidson Academy

1.10c Screenshot paid ATO Bill

1.11a Screenshot of Customer June transactions

Task 2

2.1a NAB Trading Account Bank Statement & Reconciliation Report

2.1b Screenshot Business Saver Account Statement & Reconciliation Report
2.1c Screenshot NAB Visa Credit Card Statement & Reconciliation Report
2.2b Explain any adjustments you have made and why.

2.3a Screenshot Receivables reconciliation report

2.3b Screenshot Payable reconciliation report

2.3c Screenshot Balance Sheet

2.3d Screenshot GST report

Task 3

3a Screenshot Balance Day adjustment
3b Screenshot Balance Day adjustment
3c Screenshot Balance Day adjustment
3d Screenshot Balance Day adjustment
3e Inventory Reconciliation

Screenshot Cost of Sales

Screenshot Current Assets

Task 4

Email to Andrew Black

Task 5

5a. Screenshot NAB Trading Account Statement & Reconciliation Report
5b. Screenshot Woolworths Petty Cash transaction
5c. Screenshot Petty Cash Reconciliation Report
5d. Screenshot Profit & Loss report for the period 01/07/2020 - 31/07/2020
Screenshot Balance Sheet report as at 31/07/2020
Screenshot GST report for the period 01/07/2020 - 31/07/2020
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Congratulations, you have reached the end of Assessment 4.
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