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Overview: End of Period

This document is intended as a practical resource for those organisations conducting
end of period procedures using MYOB EXO.

MYOB EXO is a period-based accounting system. While transaction dates are
recorded for reference purposes, it is the period to which a transaction is posted that
determines when it is reflected in the financial statements. POSTING is the process of
telling MYOB EXO which period you want the transaction to belong to.

In accounting terms, periods determine the intervals at which the financial statements
will be prepared. The END OF PERIOD is the point in time where transactions are
finalised and totalled to determine the profitability for the period (Profit and Loss) and
the net worth of the business (Balance Sheet).

In an ideal world (and indeed in some accounting systems) transactions will be
finalised and all sub-ledger accounts (Debtors, Creditors and Stock) will balance to
the control accounts in the General Ledger prior to rolling into a new current period.
In practical terms this is often not possible. Sales for a new current period need to
be entered while staff finalise creditor invoices and inwards goods costings for the
previous period.

Many accounting systems handle this by rolling the Debtors and Stock subledgers
into the new period while leaving Creditors and GL in the previous period. This
can continue to be the case in MYOB EXO if your accounting staff have a clear
understanding of how to work with disparate periods.

However, as EXO has the ability to post to prior periods, we recommend that all
ledgers be rolled into the new period simultaneously. Then, any creditor and GL
transactions that still need to be entered can be posted back to the prior period to
finalise the accounts for that period.

NOTE: Kilimanjaro recommends keeping all ledgers in the same current period
and using a combination of locking individual ledgers and posting transactions
back to prior periods to ensure that data retains its integrity.
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o End of Period Process

The End of Period process can seem daunting, especially if you have experienced
other systems where everything has to be finalised and in balance before rolling.

To simplify it we can think of an End of Period process incorporating three phases
(otherwise known as the three R’s!).

PHASE 1
ROLL

Step 1:
Process debtor /
creditor payments

Step 2:
Process exchange
rate variances

Step 3:
Post sub-ledgers to
the GL

Step 4:
Print stock
valuation report

Step 5:

Backup

Step 6:

Roll into new period

Phase 1: Roll

The system must be rolled into a new current period for entering sales. There are
some actions that have to be performed before you roll and these are outlined in the
following documentation.

Phase 2: Reconcile

Reconciliation is essential to ensure the integrity of your data and can occur after you
have rolled into a new current period. Journals and adjustments can be posted back
to finalise the accounts for the prior period.

Phase 3: Report

Reports must be generated so that information is available to management, your
accountant and your auditor.

(=)
><
LLl
[aa]
(=
S
=

4 © June 2009




Phase 1: Roll

PHASE 1 \
ROLL

Step 1:
Process debtor /
creditor payments

Step 2:
Process exchange
rate variances

Step 3:
Post sub-ledgers to
the GL

Step 4:
Print stock
valuation report

Step 5:
Backup

Step 6: /

Roll into new period /

You must roll in order to create a new current period for entering sales. Once you
have rolled and your staff are entering sales for a new current period, then you can
finalise creditor transactions, process inwards goods, enter GL journals, etc for the
prior period (remembering to post these transactions back to the appropriate period).

Step 1: Process payments

[ Creditor Payment Processor J { Creditor Payment Entry

1.1 Creditors Payment Processor

It may not be practical to process all payments before rolling, however payments
using Creditors Payment Processor cannot be posted to prior periods so must be
processed prior to rolling.

1.2 Foreign Currency Payments

For foreign exchange variances to calculate correctly, any foreign currency payments
must be entered and allocated prior to running the exchange rate variance calculator
(see Step 2, following).

Any other payments, ie single debtor/creditor payments (local currency only) or

debtors banking batches can all be posted to prior periods so may be processed after

the system has been rolled if required. A
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Step 2: Calculate exchange rate variances

For the system to generate exchange rate variances for you, this should be undertaken
prior to rolling. The EXCHANGE RATE VARIANCE CALCULATOR calculates both realised and
unrealised gains and losses against the currencies table, so you must first update the
current exchange rate for the relevant currencies.

2.1 Update Buy and Sell Rates

\ { General Setup J

Utilities

e Click the uTiLITies menu icon and then choose the GENERAL SETUP button.

[x0 General Setup i &LQJ}I
! File Navigate Help o

Ty New |BPEdt [ Save X Cancel [H 4 b MW

) AStuckRequest Types_A_] Code: AUD Name: AUD
[=)- Period

-Current Period Currencies |
;:::;I;It::t:es Currency No Currency Name Buy Rate Sell Rate 4 |
Period Fistory
= Banks 1 UsD 2 2
- Debtors (Direct Debit; 2 |GBP 2.4 2.4
Creditors {Direct Crec
- Creditors {(M-Powerec
Bank Formats (Recon
= Setup
. ..Dispatch Methods

=) General Ledger
- fccount Groups
GL Control Accounts
GL Report Batches
[=)-EXO Finance
Branches
- Tax Rates

& CUrrencies

Payment Groups
o

T,

Currencies List

e Open the currency: Double-click on the relevant currency in the table to update
the purchasing rate and selling rate as appropriate.

[exo General Setup i ;LQJ.EI

: File Mavigate Help (5
Pl ynew | SfEdt |[Hlsave X cCancel | 4 b M

AStackRequest Types_A_! Code: GBP Name: GBP
=) Period

- Current Period Details I

- Financial Year

- Period Statuses Currency No 2

- Period History
[=-Banks Currency Code EP

- Debtors (Direct Debit;

- Creditors (Direct Crec Currency Symbol ],:5

- Creditors (M-Powerec

- Bank Formats (Recom Country IGBp
= Setup

- Dispatch Methods Purchasing Rate I'T

= General Ledger
- Account Groups Selling Rate 2.4
- GL Control Accounts
- GL Report Batches
[E-EXO Finance
- Branches
- Tax Rates
Currencies

- Payment Groups

Update Currencies Table
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- Save updates: click sAVE in the toolbar and open any other currencies for
updating as required.

NOTE: The purchasing rate is the rate that EXO will use when you are
purchasing from your suppliers (creditors), and the selling rate is the rate that
EXO will use when you are selling to your customers (debtors).

2.2 Process Exchange Rate Variances

’
L. {Exchange Rate Variance Calc]

General Ledger

Open the Exchange Rate Variance Calculator: GENERAL LEDGER > EXCHANGE RATE
VARIANCE CALC.

P
<0 Foreign Exchange Reconciliation -10] x|
: File Report Help
: PosttoGL | Detailed Report

s ]

Unallocated Payments Report Summary Report

e ————
¥ Take up allocated Debtor tran

sactions
Age: | [l
[v Take up allocated Creditor transactions
[+ Adjust Foreign currency General Ledger ajc balances
Iv Adjust General Ledger Debtor control afc with reversing journal

I+ Adjust General Ledger Creditor control afc with reversing journal

Unrealised Debtors Gain/fLoss T -132.32

not allocated resulted in these gains or losses dus to exchange rate
Journals.

Currency Gain/Loss

UMNITED STATES =-4zZ20.77

Unrealised Creditors Gain/Loss -4Z290.77 —_—

The following foreign currency General Ledger afcs will be adjusted:

\MYOB EXOMET TRAIMING

Debtors Gain/Loss To Take Up -471.34

The following currencies for which debtors payments and invoices were not
allocated resulted in these gains or losses due to exchange rate
differences. The differences will be adjusted with auto-rewversing
Journals.

Currency Gain/Loss

SINGAPORE -132.32

The following currencies for which creditors payments were allocated
resulted in these gains or losses due to exchange rate differences.

Currency Gain/Loss

Creditors Gain/Loss To Take Up -257.14
The following currencies for which creditors payments and inwvoices were

differences. The differences will be adjusted with auto-rewversing

Support:

Exchange Rate Variance Calculator

1300 857 464 7
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e Check for Unallocated Payments: click on the UNALLOCATED PAYMENTS REPORT on
V71 the toolbar. Since the allocation of payments is essential to the accuracy of the

variance report, any unallocated foreign currency payments must be addressed.
- Print the Unallocated Payments report.

- Allocate any Unallocated Payments using the appropriate allocation tools in
the debtor/creditor accounts.

- Re-run the Unallocated Payments Report until all outstanding payments are
allocated.

¢ Re-run the Exchange Variance Calculator.

e Print the following foreign exchange reports:
- Creditors Gains/Losses Report
- Debtors Gains/Losses Report
- GL Accounts Gains/Losses Report
- Detailed Report

- Summary Report

e Click posTTO GL to post the variance transactions to the General Ledger. This
posts journals to account for realised and unrealised gains/losses to the Foreign
Exchange Variances account in the GL. It will also account for any variations
in foreign currency bank accounts. The unrealised gains/losses will be reversed
automatically when the period is rolled.

—IDix
¢ File Mavigate Help [ ]
P Mew | b save (AsavesExt M cCancel | &K 4 b M |E
AfcNo: 3350 Name: FOREIGN EXCHANGE VARIANCE
Details Transactions Iaudgetl Notes | History Notes | Analysis |
Date fmm:lIlgl Age from; |6. January 2009 'I Sub account: I(RI?) 'I Company: (Al =
Date ko: l:lﬂ Age to: |6. January 2009 *I Branch: (all)y v Reverse Sort [V Search |

Date Age Batch Br Sub. Chg.  Inwno. Details Debit Credit -]
11.06,2009 |6 5 0 0 ¥RY - Unrealised Gains/Losses $4,290.77
11.06.2009 & 5 0 0 XRY - Unrealised GainsfLosses $139.33
11.06.2009 & s ExchRate Yar Alloc #0 $471.34

ol o
1062003 6 | 5[ o] af [ [ExchRateVar Alloc #0

$5,158.58 $0.00

Foreign Exchange Variance GL postings

NOTE: Journals to account for both the realised and unrealised variances

are posted to the same Foreign Exchange account in the GL. If you need to
differentiate between these in the GL then you may need to review the GL batch
and enter manual journals. Contact the Kilimanjaro Help Desk

if required.
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Step 3: Post subledgers to the GL

3.1 Post Debtors to GL

’
L. Post Debtors to GL J

General Ledger

e Click the poST DEBTORS TO GL button on the GL menu.

e Ensure that both the Debtors Ledger period and the General Ledger period are
set to the same current period (ie 0. Jan 09).

e Click EXTRACT in the toolbar to extract transactions from the current Debtors
ledger period (0).

e Click posTTO GL in the toolbar to post to the corresponding General Ledger
period.

p
exi Post Debtors To General Ledger ._.l_j- | ﬁl h
: File Utiities Help o
§®Erint v | %% Setup 53 Unposted @@
(" Debtors ledger from:  [25/05/2009 =l o |zsiosizoos =l
e —
(% Debtors ledger periodi” |0, Jan 09 \ x| Date: [25/0s/2009 =l [~ Exclude Payments
General ledger period: IO. Jan 09/ x| initials: | Last Batch Posted: --
Debtors Ledger, Cencral Ledger Exbraction Summary: 25.05.2009 10:50 =
Company: Make sure that you post
Period: 0. Jan 0% tg the matching period!
7 Debtor tramnsactioni(s) to post, 171 already posted.
GL Coding Analysis Debits Credits
00-2500-00 GST Collected 1587. 50
00-4010-40 MAINTENANCE SALES 15875.00
00-3540-00 INVOICE TOTAL INC GST 1746250
00-3540-00 PAYMENTS FROM DEBTORS (A/R) 17462.50
00-2630-00 DEPOSITS FROM DEBTORS 250000
--PAYMENTS BY BANK A/C--
00-3550-00 NAB 19962_50
--ADJUSTMENT TRANSACTIONS--
00-3540-00 ADJ TO DEBTORS (A/R) INC GST 0.00
37425.00  37425.00 =
[ |
N J
Post debtors to GL
NOTE: You will only need to tick the box exclude payments if you have not
reviewed the debtor banking batches. If debtor banking batches have been
reviewed and ticked “ready to post”, then they will post via
this process.
-
KILIMANJARO
CONSULTING
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Check for unposted transactions from prior periods

At times you will have transactions that have been entered to prior periods but are
not yet posted to the GL. Transactions from each of these periods must be posted
separately.

e Click the UNPOSTED icon in the toolbar.

e Click scaN to view unposted transactions from any period. Current transactions
will be listed first — click on PERIOD in the grid header bar to sort by period. You
should then be able to see whether there are any prior period transactions to post
in addition to current period transactions.

exo Yiew Unposted Debtors Transactions JQEE

¢ File Help
i [BbScan i Print

Period: |< any Period > v I Exclude Payments

< Any Period >
Plo. Jan 09

1. Dec 08

Accno MName

30,00, S0 N 5 G

Scan for unposted transactions
e Close the scan window.

e Post each prior period for which there are transactions, making sure you select
the matching period in the General Ledger.

NOTE: Make sure that the sub-ledger period you are extracting from matches
the general ledger period you are posting to or your accounts will get out of
balance (ie Debtors ledger period 1. Dec08 should post to General ledger
period 1. Dec08).

3.2 Post Creditors to GL

’,
L. Post Creditors to GL

General Ledger

Use the procedure outlined for Debtors (above) to post creditor transactions to the
General Ledger. Remember that each period must be posted separately.
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3.3 Post Stock to GL (Perpetual)

General Ledger

Use the procedure outlined for Debtors (above) to post stock transactions to the
General Ledger. Remember that each period must be posted separately. If you are
using Periodic Stock see posting procedure following.

S
<
Q
v o)
m
>
o
>
9°)
—
1°)
q
1°)

3.4 Post Stock to GL (Periodic)

General Ledger

In a periodic system, closing stock should be posted to the appropriate cost of sale
account.

e Click the POST STOCK TO GL button.

e Click NEW to create a new stock posting screen.

e Enter the closing stock figure from the Stock Valuation report (see 4. Print Stock
Valuation, following) and click Save.

| @ GL Closing Stock

4 - Johnson & Johnso ¥ | . [ ’
0. May 2009 ¥ r l4,??3.15| |

P

Enter Closing Stock (Periodic)

KILIMANJARO

CONSULTING
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Vi e Confirm the stock posting that appears on screen.

Confirm Closing Stock

NOTE: Closing stock can only be entered once per period. If the figure you
enter is in error it will need to be adjusted with journals.

(%)
(St

(2]
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><
LLJ
(aa]
o
S
=
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Step 4: Print Stock Valuation

@ { Stock Reports J

Reports

Most reports in EXO can be printed retrospectively (ie reporting on a prior period
after you have rolled into a new period). The Stock Valuation report does not have

a period selection capability, so you should print this out just prior to rolling. Along
with a hard copy, we recommend printing to .pdf and filing it appropriately so that it
can always be accessed. This report is also used to obtain the closing stock figure for
a periodic stock system (see previous).

e  Click the REPORTS menu icon, then click STOCK REPORTS / SYSTEM / STOCK VALUATION
REPORT. This report represents the value of the stock sub-ledger just prior to
rolling end of period and will ideally be reconciled to the Inventory account in
the general ledger during the reconciliation phase.

( . 7
Stock Valuation Report
Selection Ranges
All Locations (Warehouse and Contract Warehouse)
Stock Code Description Quantity Unit Value Total Value
1 ENGINE 1,228.80
OILFILCD29A4 OIL FILTER - PETROL - CD29A4 30 40.96 1,228.80
3 STEERING & SUSPENSION 2,918.66
AIRSUSO1 AIR SUSPENSION 5 184.55 922.75
PWRSTRNGO1 POWER STEERING PUMP 7 285.13 1,995.91
5 EXHAUST 11,118.71
EXHSTFLOMSTRO1 FLOW MASTER 80 SERIES CROSSFLOW PERFORM 13 145.32 1,889.16
EXHSTMANFLDO1  BUSCHUR RACING EXHUAST MANIFOLD 17 395.38 6,721.46
FLANGEO1 FLANGE KIT 3 671.03 2,013.09
UNIEXHO1 UNIVERSAL EXHAUST SECTION 10 49.50 495.00
6 WHEELS & TYRES 8,766.86
DUNLOPO1 DUNLOP TYRES 47 52.38 2,461.86
PIRELLO1 PIRELLI TYRE 97 65.00 6,305.00
8 CAR CARE & ACCESSORIE 6,188.40
SPOILEO1 SPOILER 15 382.56 5,738.40
STORAGO1 STORAGE HITCH RACK 10 45.00 450.00
9 TOOLS 1,069.04
BATCHAO1 BATTERY CHARGER 13 68.08 885.04
BEASEPO1 BEARING SEPARATOR 8 23.00 184.00
11 BRAKES 684.00
BRPAD4SET BRAKE PADS SET - REAR - REPLACEMENT 94UP 10 68.40 684.00
14 AUDIO 6,809.95
DVDVCDCDPLRCROALPINE CRO1 DVD/VCD/CD PLAYER 5 1,361.99 6,809.95

- )

Stock Valuation report

NOTE: Any retrospective adjustments/journals made that affect the stock
valuation report should ideally be documented/tracked. We suggest you also
print out any subsequent posting reports.

N
KILIMANJARO
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Step 5: Backup

Vi1

An automatic backup cycle will have been established for your database at the time
of implementation. However it is imperative to run an additional backup prior to
rolling End of Period and to keep this backup file in a secure place.

A free utility for the backup and restore of SQL databases is available on the internet.
While we have found this useful, please note that this utility has not been endorsed
and is not supported by either Kilimanjaro or MYOB Exonet. Check with your
network administrator before attempting to download external software.

The software is available at www.exosoft.net.nz

73 Exosoft Products - Microsoft Internet Explorer 1ol
Fle Edt Vew Favorites Took Help [ >
@Bu:kv@- B @@‘pselﬂ\ *Fﬁvﬂims @l@-& 2] 'Dﬁ&%
Address [ €] g —r— T =l e [ »
MAVG [ =] L Search - | LimitedProtection | @AVGInfo+ | GetMore

& exosoft

Harne:
TimeTrak % Free Utilities
JobTrak

MYOB EXO Companion Products

Try out our ever papular backup tool for the Microsoft SQL Server
family of proclucts

Remote Console
Other Products

‘Web Development
Eziview
Free Utilities

) = Exosoft SQL Server Backup is an application that is used to easily backup and restare SQL Server
Dealer Login N databases, It can run as a scheduled service, and supports emaling of the result(s) to users, This
Exosoft Dealers is a great tool for MSDE and SQL Express environments,
Focus Computers P We have recently added support for SOL 2008 versions.
Contact Us i
MYOB EXO Business - i

\‘d_/" ek REE Ak

Call Exosoft:
+64 3 2187 224

Exosoft download page

e Click on FREE UTILITIES on the left side of the HOME page.

e Click bowNLOAD NOw and save the download file into an appropriate directory
(ie downloaded programs).

e Once downloaded, open the file SQLSERVERBACKUPSETUP and use the install
wizard to install FOCUS SQL SERVER BACKUP.

*  You may need to download and install the .NET framework from Microsoft
Updates. You will be advised of this at the time of installing the backup utility.

14 © June 2009




5.1 Using the Focus SQL Server Backup Utility

¥ Exosoft SQL Server Backup )

Open the Exosoft SQL Server Backup utility.

K. Connect to Server
exosoft

SQL Server Backup

r

5 = L ™
Server name: I _:J
Authentication: IW’indows Authentication ;I
User name: |Kt\kate. cramer

Password: |

IV Remember connection details

Connect Cancel I

exosoft SQL Server Backup: Connect to Server

Connect to the SQL Server: choose the appropriate SQL Server Name from the
drop down and click CONNECT.

Backup IHestorel Schedulel Seltingsl About |

Backup Database
Select the database that you want to backup below.

Database name:  |6200_TRAINING_MOD1 ~|
Backup location: I I

Filename: |

Overwrite Options: ' Overwrite existing media

" Append to media

Schedule Backup

Note: If backing up to a location that's not on KMJ-WS03\SUPPORT2KS you must

=101

exosoft SQL Server Backup: Backup Database

Select database name: choose the correct Database name from the drop down (if

you have more than one).
Choose Backup location:

click on the ellipse (...) and choose BACKUP FILES from the FILES OF TYPE drop
down.

available directories should now appear in a list above. Navigate to the
desired backup directory.

Type in a file name for your backup (ie EXO_EOPJun09) and click Ok.

Click BAckuP: the file will backup to your specified directory.

Support: 1300 857 464 15
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Step 6: Roll End of Period

V11

’
U End of Period

General Ledger

It is a good idea to let everybody know when you are rolling into a new period,
particularly if you have recently implemented EXO. Consider sending an email to all
users when you roll into a new period and advise them that transactions subsequently
entered will default to the new current period. Before rolling you should make sure
that all users are logged out.

6.1 Ensure all users are logged out

e  (Go to HELP /ABOUT in the menu bar and click on the REGISTRATION DETAILS button
at the bottom of the screen.

exo Registration Details

Registration D
Business

Registration Details for EXO Business

Please contact your systems administrator, or vour EXO Business partner if you
want review your licensing requirements For this module. Application licence
information is entered via the EXO Configuration Assistant.

EXO Business version 7102
Y¥our company name MYOB EXONET TRAINING
License Expiry date Thursday, 31 December 2009
License Registration Key 1]

Licensed users

Currently connected users

Database Type MS S(Q)

Region Australia
Your System Administrator i=d
Your EXO Business Partner Contact Details =
EXO Business contact details EXO Business International :=1

Copy to Clipboard Print Il Close I

Registration Details for EXO Business

e Tosee who is still logged in click on the number next to CURRENTLY CONNECTED
USERS.

e Ask these users to log out prior to rolling end of period.

16 © June 2009




6.2 Roll End of Period

e  Click the GENERAL LEDGER menu icon and then click the END OF PERIOD button.

e Tick the ledgers to roll (we recommend that you roll all ledgers at the same time,
however you may choose to roll them separately if required - see below).

R

Ledger Current period  Calendar year New period Calendar year | ;]

[v Rol\debtors |pebtors Ledger January 2009 February 2009
[v Roll reditors |Creditors Ledger January 2009 February 2009
[V Roll stock Stock Ledger January 2009 February 2009
v RollGL General Ledger January 2009 February 2009 -

[ End of financial year

EXO Business licensing: |137 days remaining Financial Year oK | Close

Roll End of Period

e Click OK to roll into a new current Period.

6.3 Roll End of Financial Year

If it is your financial year end, you must also roll end of financial year.

e  Click the GENERAL LEDGER menu icon and then click the END OF PERIOD button.

e Tick the ledgers to roll as well as the END OF FINANCIAL YEAR tickbox at the same
time (see below).

%3 End OF Period =10] x|
Ledger Current period  Calendar year New period Calendar year -

v Rollidebtors  foffaames Ledger June 2009 2009

[V Roll greditors | creditors Ledger June 2009 July 2009

V¥ Roll stock Stock Ledger June 2009 July 2009

[V Roll 6L General Ledger June 2009 July 2009 LI

v End/of financial year

Nl =

| |

EXO Business licensing: |193 days remaining Financial Year I OK | Close |

Roll End of Financial Year

e Click okto roll into a new financial year.

Support: 1300 857 464 17
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NOTE: For the retained earnings journal to generate correctly, each GL account
must have the appropriate settings applied. See section ADDITIONAL END OF YEAR
CONSIDERATIONS later in this document for further details.

Rolling Ledgers Separately

While we recommend that the four ledgers are rolled simultaneously, in certain
circumstances you may choose to roll the ledgers separately.

If ledgers are rolled at separate times they will be “out of sync” with each other and
extra care needs to be taken when processing and posting transactions. If you are
not confident that you can manage disparate periods, the best practice is to roll all
ledgers at the same time and age any creditors and general ledger transactions back
to the prior period.

NOTE: Debtors and Stock Ledgers must be rolled at the same time.
Creditors and General Ledger are generally rolled together.

18 ®© June 2009



Phase 2: Reconcile

PHASE 3
REPORT

PHASE 1
ROLL

Step 1:
Print debtor statements

Stepiic
Process debtor /
creditor payments

=
<
Q
o
m
>
(=)
=
1°)

—
1°)

Step 2:

Print P&L reports
Step 3:

Print trial balance
reports

Step 2:
Process exchange
rate variances
Stepis:
Post sub-ledgers to
the GL
Step 4:
Print stock
valuation report

Step 4:
Print custom reports

Stepi5:
Backup

Step 6:
Roll into new period

The reconcile phase usually occurs during the first few weeks after rolling.

Reconciling ensures that the accounts are accurate and ready to present to
management. If sub-ledger balances do not match the General Ledger control
accounts then GL reports may be incorrect and unreliable for financial decision
making. Any issues that arise out of reconciliation should ideally be addressed prior
to finalising your accounts.

NOTE: Remember that your accounts are in a new current period and any work
required for reconciliation usually needs to be posted back to the prior period.

KILIMANJARO

CONSULTING
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- Step 1: Finalise transactions for the period

Any transactions that should be reflected in the management accounts for the period
must be entered. You may not always be able to finalise all transactions, if that is the
case these may be carried forward to the new period. Check with your accountant if
required.

Debtors Transactions
e Ensure all supplied sales orders have been invoiced.
e Ensure all debtor payments have been entered and allocated.

e Ensure any adjustments (e.g. bad debts written off) have been entered.

NOTE: while individual transactions can be posted to prior periods, debtor
banking batches do not have a period selection capability so must be carried
out in the correct period.

Stock Transactions

e Ensure that all inwards goods receipts have been costed (where possible) to
ensure an accurate stock figure.

e Enter any stock adjustments or stocktake results.

Creditors Transactions

e Ensure all costed inwards goods receipts have been converted to invoices. (Print
the Purchases Clearing report to identify inwards goods transactions that have
not been fully processed). (NB: This only applies if you are using Inwards Goods
receipting and costing in EXO.)

* Invoice on-costs. (NB: This only applies if you are using Inwards Goods
receipting and costing in EXO.)

NOTE: It is essential that the inwards goods invoices and on-cost invoices
are processed correctly. They must be drawn down from the Inwards Goods
icon on the creditor invoice. If you are not familiar with this process contact
Kilimanjaro.

e Ensure all expense invoices for the period have been entered.

e Ensure all payments to creditors have been recorded and allocated appropriately.
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NOTE: while individual creditor payments can be posted to prior periods,
Creditors Payment Processor does not allow posting back so must be carried out
in the correct period.

Step 2: Enter GL journals

.
i

General Ledger

e Process any recurring journals (ie payroll journals, depreciation, lease, etc).
Remember to post back to the correct prior period.

e  Enter any accruals required.

e Contact your accountant if you need further clarification on these types of
journals.

NOTE: When posting auto-reversing journals back to a prior period, remember
that the reversing journal will only be processed when you roll the next period.

Step 3: Reconcile bank account/s

Ensure that your GL bank accounts are reconciled to the relevant bank statement.
Bank reconciliation is covered in detail in Module 5 of the Headstart training course.
Contact Kilimanjaro for further information.

Support: 1300 857 464 21
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Step 4: Reconcile debtors

Total Receivables in the sub-ledger should match the Debtors Control account (less
Deposits) in the General Ledger. See worked example below and details on the
following page. In the following example we are reconciling Period 1: January 2009.

X
(- Show all accounts [~ Sort by
£ nlon-zero balance %' Account number
€ Positive balance " Name
€ Wegative balance C Balance
€ Balanices one month and clder [~ Group by
€ Balances two months and older )
C Account group
€ Balances three moniths and older =
¥ show all groups
' Group by currency
From: |1. TRADE =
To:  [5 Foreran =1 || @ showlast payment details
¥ Show all staff kransactions
From: |1, BRIDGET FAIRWEATHER _v{ [V Convert currencies
To:  [9.DEMO I¥ Prior period
Page 1 I j\
MYOB EXONET TRAINING
Debtors Aged Balances Report (Prior Period) X _LMI_]
Printed 30.05.2009 06:45
Non-zero balance
All Account Groups
All Staff
AccNo Name Current 1 Month 2 Months 3+Months Balance Calc Bal Last Pymt Date
CURRENCY 0. AUSTRALIAN
3 AUSSIE SPARES 468.18 468.18 468.18
Group Totals: 468.18 0.00 0.00 0.00 468.18 468.18
CURRENCY 1. NEW ZEALAND DOLLAR (Converted to Local Currency at 1.07)
15 AUCKLAND CAR SERVI 1216.84 1216.84 1162.52 1000.00 26.05.09
Group Totals: 1216.84 0.00 0.00 0.00 1216.84 1162.52
Grand Totals: 1685.02 0.00 0.00
Debtors sub-ledger balance
[0 General Ledger Account Details (=] |
: File Mavigate Help 5
i new | [dlsave [ saveaExit X Cancel | [[J il

AfcNo: 4100

Name: DEBTORS COMTROL
Details ITransactions | Budget | Motes | History Notes | Analysis |

r—Account Details

Period Totals

3100 12, February 2008

Account no: | 11 Maer 2000 “ .
Account name:  [DEBTORS CONTROL 10. April 2008 Alosjourna
09. May 2008 3
Private Account
Report code: pesTORS 08. June 2008
Current Year:
Account group: Current Assets %
SER I j 07, July 2008
Debit/credit: * Usual Debit " Usual Credit 06. August 2008
05, September 2008
Section: " Profit and loss 04. October 2008

03. November 2008

@ Balance sheet [asset

02. December 2008,
01. January 2009

Override GST rate: |-1. AUTO SELECT RATE

CUrrencys IAUD

Account balance:

=
= || oo. February 2009
7]

$1,685.02
$4,673.29

$4,673.29

[V = SubAccho Name

DEBTORS CONTROL

MYOB EXOMNET TRAINING

Debtors general ledger balance
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4.1 Obtain debtors sub-ledger balance

e Got to the REPORTS menu icon, click the SALES REPORTS / RECEIVABLES / AGED
BALANCES PRIOR MONTH SUMMARY and note down the BALANCE (not Calc Bal, see
note following). If you are running multi-currency make sure you tick CONVERT
CURRENCIES on the report parameteres screen as shown below.

NOTE: The Balance figure on the Debtors Aged Balances report uses the

rate from the currencies table to calculate the outstanding balance, and will
therefore reflect unrealised exchange gains/losses for that period. The Calc. Bal.
on this report shows the account balance converted using the exchange rate
entered on the invoice. This is the value that was originally posted to the control
account and does not reflect unrealised exchange gains/losses.

4.2 Obtain debtors general ledger balance

L'. { GL Trial Balance Tree J

General Ledger

e (o to the GENERAL LEDGER menu icon and click the GL TRIAL BALANCE TREE button.

e Open the DEBTORS CONTROL account (this is usually found in the Current Assets
section of the balance sheet and may have another name such as Trade Debtors)
and note down the total for the period you are reconciling.

e If you take deposits, make sure that you also note down the total of the DEPOSITS
account in the GL. This needs to be deducted from the DEBTORS CONTROL figure
as shown below.

4.3 Reconcile debtors (prior period)

Sub-ledger $ | General Ledger $

Debtors Aged Balance Debtors Control

Report (Balance) 1,685.02 | account 1,685.02
(less Deposits account) 0.00

Total value subledger 1,685.02 | Total value GL 1,685.02

If the totals don't match

Check that you have posted the Foreign Exchange variances (PHASE 1, STEP 2 above).
e Check that you have posted all sub-ledger transactions to the correct period
(PHASE 1, STEP 3 above).

e Check that there are no debtor banking batches left unposted.

e Contact Kilimanjaro to undertake further review if required.

-
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Step 5: Reconcile creditors

Total creditors in the sub-ledger should match the Creditors Control account in
the Balance Sheet. See worked example below and details on the following page.
In the following example we are reconciling Period 1: January 2009.

Creditors Aged Balances Report j x|

[V Show all accounts

€ lon-zero balance

€ positive balance

€ Wegative balance.

€ Balances one month and older
€ Balances bwo months and older;

€ Balances three months and older;

[~ Sort by
% Account number

€ Name
" Balance

[~ Group by

€ (None)

" Account group
¢ Sal

IV Show all groups

" Group by currency

From: [1. SYDNEY

To: I‘i. FOREIGN SUPPLIERS

Ll <l

[V Show last payment details

| [okister igansactions

[V Convert currencies

[V Prior period

28

(~I¥ Show all staff
From: |1. BRIDGET FAIRWEATHER
To: |9 DEMO
Page 1
MYOB EXONET TRAINING
Creditors Aged Balances Report (Prior Period)
Printed 30.05.2009 06:46
Non-zero balance
All Account Groups
All Staff
AccNo Name Current 1 Month 2 Months 3+Months
CURRENCY 0. AUSTRALIAN
1 SYDNEY PART MART 2947.52
8 AUSSIE CAR PARTS 6424.00
Group Totals: 9371.52 0.00 0.00 0.00

CURRENCY 5. SINGAPORE (Converted to Local Currency at 1.25)
19 CROWN MOTORS ENTER 1849.44

Group Totals: 1849.44 0.00

Grand Totals: 11220.96 .00

11220.96

Balance Calc Bal Last Pymt Date
2947.52 2947.52

6424.00 6424.00

9371.52 9371.52

1849.44 2101.64 3000.00 26.05.09
1849.44 2101.64

[x0 General Ledger Account Details

Creditors sub-ledger balance

¢ File Mavigate Help
Xgancal

A/fcNo: 5500 Name: CREDITORS CONTROL

] New #4 Save &Exit

| el Save

Details ITransactIonsI Budget | Notes I History Notesl Analysis |

WM&/K 4> M|EDEFRIB

AUD

r—Account Details
Account no: | 5500

Account name:  |CREDITORS CONTROL

Report code:

Account group: ICurrent Liabilities j
Debitfcredit: " Usual Debit & Usual Credit
Section: " Profit and loss

(¢ Balance sheet ILiabiIity 'I

Override GST rate: I-l. AUTO SELECT RATE

[
CUrTency: I;Z\UD ZI

r~Period Totals

12. February 2008
11, March 2008
10. April 2008

09, May 2008

08, June 2008

Current Year:
07. July 2008
06. August 2008
05, September 2008
04, October 2008
03. November 2008
02. December 2008
01. January 2009
00. February 2009

Account balance:

Allow journals

Private Account

$11,220.96
$18,734.06

MYOB EXOMET TRAINING
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5.1 Obtain creditors sub-ledger balance

M { Purchases Reports J

Reports

e Go to the REPORTS menu icon, click the PURCHASES REPORTS / PAYABLES / AGED
BALANCES PRIOR MONTH SUMMARY and note down the BAIANCE (not Calc Bal, see
note below). If you are running multi-currency make sure you tick CONVERT
CURRENCIES on the report parameters screen as shown below. In the following
example we are reconciling PERIOD 1, JAN09.

NOTE: The Balance figure uses the rate from the currencies table to calculate
the outstanding balance, and will therefore reflect unrealised exchange gains/
losses for that period. The Calc. Bal. on this report shows the account balance
converted using the exchange rate entered on the invoice. This is the value that
was originally posted to the control account and does not reflect unrealised
exchange gains/losses.

5.2 Obtain creditors general ledger balance

s
L‘. { GL Trial Balance Tree J

General Ledger

e  Go to the GENERAL LEDGER menu icon and click the GL TRIAL BALANCE TREE button.

e Open the CREDITORS CONTROL account (this is usually found in the Current
Liabilities section of the balance sheet and may have another name such as Trade
Creditors) and note down the total for the period you are reconciling.

5.3 Reconcile creditors (prior period)

Sub-ledger $ | General Ledger $
Creditors Aged Balance

Report (Balance) Creditors Control account 11,220.96
Total value sub-ledger 11,220.96 | Total value GL 11,220.96 ‘

If the totals don't balance
e Check that you have posted the Foreign Exchange variances (PHASE 1, STEP 2
above).

e Check that you have posted all sub-ledger transactions (PHASE 1, STEP 3 above).

e Contact Kilimanjaro to undertake further review if required.

-
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STOCK ON HAND in the Balance Sheet should reconcile to the STOCK VALUATION
report. As there is no report that shows a true retrospective stock valuation, it
tends to be more difficult to get an exact match at the end of period. See worked
example below and details on the following page.

Stock Valuation Report
Selection Ranges
All Locations (Warehouse and Contract Warehouse)
Stock Code Description Quantity Unit Value Total Value
1 ENGINE 1,228.80
OILFILCD29A4 OIL FILTER - PETROL - CD29A4 30 40.96 1,228.80
3 STEERING & SUSPENSION 2,918.66
AIRSUSO1 AIR SUSPENSION 5 184.55 922.75
PWRSTRNGO1 POWER STEERING PUMP 7 285.13 1,995.91
5 EXHAUST 11,118.71
EXHSTFLOMSTR01 FLOW MASTER 80 SERIES CROSSFLOW PERFORM 13 145.32 1,889.16
EXHSTMANFLDO1 ~ BUSCHUR RACING EXHUAST MANIFOLD 17 395.38 6,721.46
FLANGEO1 FLANGE KIT 3 671.03 2,013.09
UNIEXHO1 UNIVERSAL EXHAUST SECTION 10 49.50 495.00
6 WHEELS & TYRES 8,766.86
DUNLOPO1 DUNLOP TYRES 47 52.38 2,461.86
PIRELLO1 PIRELLI TYRE 97 65.00 6,305.00
8 CAR CARE & ACCESSORIE. 6,188.40
SPOILEO1 SPOILER 15 382.56 5,738.40
STORAGO1 STORAGE HITCH RACK 10 45.00 450.00
9 TOOLS 1,069.04
BATCHAO1 BATTERY CHARGER 13 68.08 885.04
BEASEPO1 BEARING SEPARATOR 8 23.00 184.00
11 BRAKES 684.00
BRPAD4SET BRAKE PADS SET - REAR - REPLACEMENT 94UP 10 68.40 684.00
14 AUDIO 6,809.95
DVDVCDCDPLRCRO"ALPINE CRO1 DVD/VCD/CD PLAYER 5 1,361.99 6,809.95
Stock Valuation Report Summary Section q
Total Value 38,784.42 >
(%2 General Ledger Account Details =10 x|
: File Mavigate Help 5 ]
ew | save [ savesExit X cancel [/ KH 4 b M BRI B
AjfcNo: 3520 Name: Stock

Details Transactionsl Budget | Notes I History Notes | Analysisl

rAccount Details rPeriod Totals
. 12, February 2008 $1,901.18
HEEELTETES | 3520 1| 11 March 2008 $1,901.18 .
Account name: Stock 10. April 2008 $326.18 s S
= | 09, May 2008 $485.13 o
Report code: fi 08. June 2008 4$485.13
Account group: lCurrent Assets j Current Year:
07. July 2008 $820.67
Debitfcredit: %' Usual Debit " Usual Credit 06. August 2008 $4,033.89
0S. September 2008 $4,169.01
Section: ¢ Profit and loss 04. October 2008 $31,877.93
03. November 20 $32,343.62
@ Balancesheet [asset ] || 02 December $24,778.43
01, January 2009 $38,784.42
Override GST rate: ]13. 10% GST PURCHASES ;] 00. February 2t $34,576.88
Accannt halanca: $34 576 A8

Stock reconciliation
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6.1 Obtain stock sub-ledger balance

Stock Reports J

e Find the Stock Valuation report printed in PHASE 1: STEP 4 outlined above and note
down the total value.

e If you do not have the Stock Valuation report from before you rolled end of
period, simply reconcile stock as at today’s date.

6.2 Obtain stock general ledger balance

Lj [ GL Trial Balance Tree }

General Ledger

e  Go to the GENERAL LEDGER menu icon and click the GL TRIAL BALANCE TREE button.

e Open the sTock account (this is usually found in the Current Assets section of the
balance sheet and may have another name such as Inventory) and note down the
total for the period you are reconciling.

6.3 Reconcile stock

Sub-ledger $ | General Ledger $
Stock Valuation Report

(Total Value) 38,784.42 | Stock / Inventory account 38,784.42
Total value sub-ledger 38,784.42 | Total value GL 38,784.42 ‘

If the totals don't balance:

e Transactions may have been entered after the period end roll (such as inwards
goods costings) that will not be reflected in the sub-ledger report. If this has
occurred you have two options:

Adjust the figure from the Stock Valuation report to allow for transactions that
were posted back after the end of period roll (take the variations from your
posting printouts).

Reconcile in the current period at today’s date. If your stock balances at this
point in time, most likely it was also in balance at the end of the period.

e Contact Kilimanjaro to undertake further review if required.

-
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Step 7. Reconcile Sales account

Sales reports should match the sales account in the General Ledger.

Stock Sales

From Period January 2009 To Period January 2009
Transaction Date Range : All
Stock ltems : All

Primary Stock Group Range: All
Secondary Stock Group Range: All

Order By: Stockcode Currency converted at time of sale

GST Excluded

Stockcode Description Quantity Total Value Discount Cost Margin  Margin %
AIRSUSO1 AIR SUSPENSION 8 1,537.26 0.00  1,476.40 0.00 0.00 %
BATCHAO1 BATTERY CHARGER 18 1,311.69 0.00 829.44 0.00 0.00 %
BEASEPO1 BEARING SEPARATOR 13 621.66 0.00 325.00 0.00 0.00 %
BRPAD4SET BRAKE PADS SET - REAR - REPLACEMENT 94UP 18 1,322.87 0.00 835.20 0.00 0.00 %
DUNLOPO1 DUNLOP TYRES 18 1,020.06 0.00 942.84 0.00 0.00 %
DVDVCDCDPLRCRO ALPINE CRO1 DVD/VCD/CD PLAYER 8 10,428.14 0.00  10,719.92 0.00 0.00 %
EXHSTFLOMSTRO1  FLOW MASTER 80 SERIES CROSSFLOW PERFORM 5 774.33 0.00 578.01 0.00 0.00 %
EXHSTMANFLDO1 ~ BUSCHUR RACING EXHUAST MANIFOLD 13 9,120.00 0.00  4,492.46 0.00 0.00 %
FLANGEO1 FLANGE KIT 8 424.83 0.00 211.71 0.00 0.00 %
OILFILCD29A4 OIL FILTER - PETROL - CD29A4 10 386.55 0.00 195.10 0.00 0.00 %
Stock Sales Summary
Grand Totals $26,947.39 $20,606.08  $6,341.31 23.53%

|exo GL Trial Balance Tree
¢ File Utilities
gguprint v | [A) Load | & Expand Al & Collapse All | 3 View Transactions

View ange
' Trial Balance " Use account balances

" Profit & Loss Afcs " ¥TD at:

0. March 2009

|~ Use account group report codes
[V Use sub accounts

Branch: I <All Branches> N I

1000. SALES
1900, DEPRECIATION RECOVERED

(26,947.39)
0.00

2. Cost of Sales 20,606.0!
3. Overhead Costs (3,188.35)
4, Current Assets 409,337.70
S. Current Liabilities (399,308.00)
6. Fixed Assets (500.00)
7. Term Liabilities 0.00
8. Shareholder Equity 0.00
BALANCED
MYOB EXONET TRAINING

" Balance Sheet Ajcs | | ¢ Age from: |2, January 2009 ;] to |2. January 2009 Company: |{all) 7
| Account name | Subaccdr|  Subaccer| Forex ||
= 1, Sales (26,947.39,
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7.1 Obtain sales sub-ledger balance

Sales Regorts

e Run the Stock Sales Summary report (REPORTS / SALES REPORTS / STOCK SALES / STOCK
SALES SUMMARY) for the period you are reconciling (Jan09), ensuring that you do
not have any analysis code or stock group filters ticked.

7.2 Obtain sales general ledger balance

E—
| J
GL Trial Balance Tree

General Ledger

e (o to the GENERAL LEDGER menu icon and click GL TRIAL BALANCE TREE.

e Drill down to the SALES account (usually found in the Income section of the GL
accounts) and enter the AGE FROM period and the 1O period according to the
period range you are reconciling.

7.3 Reconcile Sales account

Sub-ledger $ | General Ledger $
Stock Sales Summary

report $26,947.39 | Sales account $26,947.39
Total value sub-ledger $26,947.39 | Total value GL $26,947.39

If the totals don't balance

e Check that you have posted all sub-ledger transactions (PHASE 1, STEP 3 above).

e  Contact Kilimanjaro to undertake further review if required.

A
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Step 8: Review stock and oncost clearing accounts

THE STOCK CLEARING account shows the value of inwards goods (stock) that has been
costed but not yet invoiced. Likewise, the ON COST CLEARING account shows the value

of on-costs which have been applied to stock but not yet invoiced.

8.1 Review Stock Clearing account

Ll

Reports

{ Purchases Reports J

e Go to the REPORTS menu icon, then click PURCHASES REPORTS / PURCHASE ORDERS /
PURCHASES CLEARING RECONCILIATION. to run a report that lists stock that has been
costed but not invoiced.

T N
Purchases Clearing
Inward goods receipt range : Al
Stock Code Description Qty Recv Qty Inv Unit Cost Uncleared Cost  Uncleared AUD cost
Inward Receipt # 1 Date 11.06.2009
Purchase Order # 10003 Currency Converted at 1to 1
AIRFILO1 OVALCHROME AIR FILTER 20 0 39.99 799.80 0.00
RACK&PINIONO1 RACK AND PINION INSTALLATION KIT 20 0 449.00 8,980.00 0.00
LARMO1 REMOTE CAR START SECURITY 10 0 58.05 580.50 0.00
ALARMOS SECURITY ALARM 10 0 46.40 464.00 0.00
CARWASO1 CAR WASH SUDS 50 0 1.84 92.00 0.00
CARWAX01 CAR WAX - PASTE 50 0 5.12 256.00 0.00
POLISHO1 METAL POLISH - TUBE 50 0 2.00 100.00 0.00
STORAGO5 OFF ROAD ROOF BASKET 10 0 40.00 400.00 0.00
DISBRAO1 DISC BRAKE LUBRICATION 60 0 2.62 157.20 0.00
BRROTOR REPLACEMENT FRONT AND REAR BRAKE ROTOR 10 0 39.95 399.50 0.00
Inward Receipt 1 Total 290 o $684.97 $12,229.00 $0.00
Inward Receipt # 2 Date 11.06.2009
Purchase Order # 10002 Currency Converted at 1to 1
AIRSUSO1 AIR SUSPENSION 15 0 184.55 2,768.25 2,768.25
UNIEXHO1 UNIVERSAL EXHAUST SECTION 10 0 49.50 495.00 495.00
DUNLOPO1 DUNLOP TYRES 50 0 52.38 2,619.00 2,619.00
PIRELLO1 PIRELLI TYRE 100 0 65.00 6,500.00 6,500.00
STORAGO1 STORAGE HITCH RACK 10 0 45.00 450.00 450.00
BEASEPO1 BEARING SEPARATOR 15 0 23.00 345.00 345.00
Inward Receipt 2 Total 200 o $419.43 $13,177.25 $13,177.25
Purchases Clearing Summary
Grand Total 490 o $1,104.40 $25,406.25 $13,177.25
MYOB EXONET TRAINING Page 1 of 1
IGPurchasesClearing.clr Printed 21.06.2009 5:16:19 PM

Purchases Clearing Report

Any stock that has been costed should be invoiced using the inwards goods method.
Investigate any stock that has been listed in the clearing report for more than one

period as this indicates it may have been invoiced incorrectly. This could lead to an
artificially inflated stock figure.

NOTE: It is essential that inwards goods processing be carried out correctly.
Training is available for correct purchasing procedures for stock, or you can

contact the Kilimanjaro support desk.
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8.2 Review On-Cost Clearing

account

Inwards Goods receipting only

At this stage there is no specific report that lists costs that haven’t been invoiced.

Creditor Invoice

To review uninvoiced on-costs, create a CREDITOR INVOICE, toggle to STOCK mode and
draw down on-costs from the INWARDS GOODS icon in the toolbar. This will provide
a list of all on-costs that haven't yet been invoiced across all inwards goods receipts.

See the example below.

& Creditor Invoice Entry

! File Utities Help
i ynew | [ save )< Cancel [ GoodsReceipt

Account: MISC PURCHASES

1) New Account | 5 TaxRates | 53 Toggle Mode | S8 @ [7]

MYOB EXONET TRAINING

=[Ol
()

Review uninvoiced on-costs

NOTE: Any on-costs that have been listed in the account for more than one

period may have been invoiced incorrectly. This could mean that you are

accounting twice for your on-costs. (Inwards goods processing is not covered in

detail here, contact Kilimanjaro for training or support options).

Support: 1300 857 464
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Step 9: Lock Period

u’—\ General Setup

Utilities

At this point many businesses like to lock down the previous period. While new
transactions will default to the current period for all users, a users profile may still
enable them to post transactions back to a prior period, thus potentially affecting the
reconciliations you have just undertaken.

When the period is locked, no-one can post into that period.
e Click the uTiLITIES menu icon and then the GENERAL SETUP button.

e Under the PERIOD menu, click PERIOD STATUSES

e Double click on the each ledger period to lock it.

=lolx|
* File Mavigate Help (5 ]
i |l Save X Cancel | | CheckGL
£ Business Admin 2l Ledger: a8 = Locked
=) Courier
{... Courier Setup Default posting age: Default posting age:  Default posting age:  Default posting age:
. Stack Request Types ID I i IEI I i Ilj I I Ilj | i
=) Period
i..Current Period Debtors = Creditors = Stock = General =
Financial Year o' 0, Jan 09 o' 0, Jan 09 o' 0, Jan 09 o' 0, Jan 09
Period Statuses @ 1. Dec08 d' 1, Dec 03 & 1, Dec08 o’ 1, Dec 08
- Period History @ 2, Nov 08 @ 2, Mov 08 @ 2. Nov 08 @ 2, Nov 08
=) Banks 8 3. Oct 08 8 3.0ct 08 8 3. Oct 08 & 3. Oct 08
- Debtors (Direct Debit} 8 4, Sep 08 @ 4, Sep 03 @ 4, Sep 03 & 4, Sep 03
-~ Creditors (Direct Crec a 5. Aug 08 @ 5. Aug 08 @ 5. Aug 08 @ 5. Aug 08
- Creditors (M-Powerec @ 6, Julos @ 6, Jul 08 @ 6, Jul 08 @ 6, Jul 05
- Bank Formats (Recom & 7. Jun08 & 7. Jun 08 8 7.Jun08 & 7. Jun08
Fl-Setun a aa aa aa aa

Lock period statuses

NOTE: Locked periods can be unlocked by double-clicking if you need to enter
journals at a later stage. Make sure you re-lock the period once you have posted
your journal/transaction.

Once reconciliations have been finalised, then reports can be produced. This is
covered in PHASE 3: REPORT.
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Current period reconciliations

Many businesses do not wait until month end to check whether their accounts are
reconciling. Particularly when you have recently implemented, you may consider
balancing your accounts on a weekly basis.

Debtors and Creditors general ledger account balances are impacted by variances in
foreign exchange rates. If the foreign exchange variances have not been posted to the
general ledger, then it will look like your debtors and creditors are out of balance.

Run the current period Aged Balances report (ie do not tick prior period in the report
parameters). As your foreign exchange variances may not yet have been posted, then
calculate the realised gains/losses (see PHASE 1, STEP 2) and add (gain) or subtract (loss)
this figure back to the General ledger control account. In this case the reconciliation
would be:

Current period Debtors reconciliation

Sub-ledger $ | General Ledger $

Debtors/Creditors Aged

Balance (Calc Bal)* 3,904.68 | Debtors Control account 3,952.35
(less deposits) 0.00
(less realised losses) (47.67)
plus realised gains 0.00

Total value sub-ledger 3,904.68 | Total value GL 3,904.68

Current period Creditors reconciliation

Sub-ledger $ | General Ledger $

Creditors Aged Balance

(Calc Bal)* 25,688.45 | Creditors Control account 23,997.65
(less realised losses) 0
plus realised gains 1,690.80

Total value sub-ledger 25,688.45 | Total value GL 25,688.45

NOTE: In current period reconciliations we can use the CALC BAL figure from
the Debtors Aged Balance report as it excludes the unrealised exchange gains/
losses. This simplifies our reconciliation process as we only need adjust the
control account for the Realised gains/losses.

-
KILIMANJARO

CONSULTING

Support: 1300 857 464 33 V1.1



-

KILIMANJARO

CONSULTING

. Phase 3: Report

PHASE 1 PHASE 2
ROLL RECONCILE
%i) \

\ Step 1: \ Stepl:
\ Process debtor / \ Finalise transactions
creditor payments Step 2:
S Enter GL journals
Process exchange Jspk
- Reconcile bank account/s
Step 4:
Sl 3 Reconcile debtors
Post sub-ledgers to S
the GL Reconcile creditors
Step 4: Step 6:
Print stock Reconcile stock
valuation report [/ Step7:
fA Sieps: 41 } Reconcile sales
/ Backup Step 8:

Review clearing accounts
Step 9:
Lock period

Step 6:
Roll into new period

Step 1: Print debtor statements

Once debtors are reconciled (PHASE 2, STEP 4), the debtor statements can be printed.

e Click the sALEs menu icon, then click PRINT/EMAIL STATEMENTS.

e Click LAST PERIOD then SEARCH (prior period statements must be printed as you
will have already rolled).

NOTE: If you want to recall additional filters (ie to select accounts with
particular balances, or a particular account range) then click the Min/Max
button on the debtor statement screen.

e Click PRINTALL to print out all the debtor statements.

NOTE: If you have email statements set up, you will need to ensure that you are
logged in using the email statement profile.
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Step 2: Print Profit & Loss report/s

u { General Ledger Reports }

Reports
Profit and Loss reports, for the whole company and each branch, should be printed.
e Click the REPORTS menu icon and then click GENERAL LEDGER REPORTS / PROFIT AND

LOSS/BALANCE SHEET REPORTS / RUN GL REPORTS (as below).

e Choose the report type and period you are reporting on (generally Period 1 if you
have already rolled). Select Branch no(s) if reporting on a particular branch, or
leave As Defined for all branches.

Exo Run GL Report ) X|

: File Help

—Selection Criteria —Formatting Options
Period: Il . December 2008 Suppress accounts with zero values ]
Frame Starts: |D. January 2009 List sub accounts u
Budget 1; IDEF_BUDG Use Clarity formatting template v

Budget 2 IDEF_BLID - [~ Deliver to Excel

Include periodsin same financial year only [

BRI N K1 K1 NTK

Branch no(s): IAs defined

Run GL Report: Profit & Loss

e Click the printer icon to generate a preview, then click the printer icon
again to print.

NOTE: When printing reports we recommend that you also print to a .pdf file
and store the file in an appropriate directory. This is particularly relevant to end
of financial year reports.
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Step 3: Print Balance Sheet

V11

A balance sheet should be printed.

e  Click the REPORTS menu icon and then click GENERAL LEDGER REPORTS / PROFIT AND
LOSS/BALANCE SHEET REPORTS / RUN GL REPORTS.

e Choose the report type and period you are reporting on (generally Period 1 if you
have already rolled). Select Branch no(s) if reporting on a particular branch, or
leave AS DEFINED for all branches.

0 Run GL Report

L]
e

1. Balance Sheet |

1. December 2008

0. January 2009 F

Budget 17 DEF_BUDG

Budget 21 DEF_BUDG

Include periods in same financial year only =

Run GL Reports: Balance sheet

e Click the printer icon to generate a preview, then click the printer icon
again to print.

Step 4: Print other GL or custom reports

Any custom reports that have been setup for your business should be printed. You can
note these down here for future reference:
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End of Financial Year Considerations

Check GL Accounts

When rolling
automatically
prior financia

end of financial year, the retained earnings journal is generated
for you. Should you subsequently need to post transactions back to a
| year, the retained earnings figure will also be updated.

However, if the GL accounts have not been setup correctly the retained earnings

calculation m

If you have se

ay not be accurate.

tup additional accounts during the year (such as extra expense

accounts, etc) please check that the following are correctly defined. An example

using an expense account is shown below.

Account Group | Account groups define where in the accounts (and therefore in

the reports) this particular item sits. Examples of account groups
include Overheads, Cost of Sales, Revenue, Current Liability, etc.
These will have been defined for you during implementation.

Debit/Credit | Specifies the normal behaviour of the account. This is usually

defined by the Account Group that you have assigned (ie Expense
and Asset accounts are usually a Debit, while Income, Liability and
Retained Earnings accounts are usually Credit).

¢ File Mavigate Help

P10 mew | ol save

A/cNo: 6400

Section Defines where this item should report, either in the Balance Sheet
or P&L.
=lofx]

A savedExit Wcancel |l KM 4 » M & QW B

Name: Telephones Internet

Details ITransan:h'uns I Budget | Notes | History Motes | Analysis |

[~Account Details —Period Total Flags
: 12. February 2008 $292.13 v Active
G | Sito 11. March 2008 $398.91 A
Account name: |Telephones & Internet 10. April 2008 $417.91 v allow journals
09. May 2008 $468.03 I~ Private Account
e —-.._\ 08. June 2008 $1,044.69
Account gro Overheads \ E;IWJSJ; \;ﬁz; $1,318.35
5 ,318.
Debit/crgtit: (% Usual Debit " Usual Credit N 06. August 2003 $2,080.28
05. September 2008 $3,049.37
= Hen
. November ,699,
C Balance sheet | =1 |/ 02. December 2008 £1,162.81
S| 01, January 2009 4$99.66
Override ate: |13. 10% GST PURCHASES 00. February 2009 $0.00
YTD total: $11,207.86
M SubAccho Mame Total +|
~ 00 Telephones & Internet $3,043.91dr
~ 10 Telephones - Land +346.84dr
~ 20 Telephones - Mobile $3,093.40dr
~ 40 Internet Charges $1,807.51dr | = |

NOTE: |

GL Account Setup - Expense Account

f you have an extensive account list to check, please contact

Kilimanjaro to assist in this process.
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End of Financial Year Checkbox

V11

The end of financial year is run just like any other end of period. You must tick the
END OF FINANCIAL YEAR checkbox at the same time as rolling the last period of the
financial year, so if your new financial year starts in July, then you must tick END OF
FINANCIAL YEAR when you are rolling June (see example below).

[Fendorperios TR

v Rolldebtors  FoeeRae g

[V Roll greditors [creditors Ledger June July

[V Roll stock Stock Ledger June 2009 July 2009

[V Roll 6L General Ledger June 2009 July 2009 ;l

v f financial year

Nl =
=

EXO Business licensing: |193 days remaining | Financial Year I OK I Close I

Roll End of Financial Year
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y \ Current Period Name: Support DﬂSk:

— Date Rolled:
KILc[mIT\H?RO Date Reconciled: 1300 857 464
V7.1

Phase 1: Roll

Step 1: Process payments midals | - Step 4: Print Stock Valuation report
File Name:

O Creditors Payment Processor —

Forei P .
O  Foreign Currency Payments Step 5: Backup

Step 2: Calculate exchange variances File Name:
O update Buy and Sell Rates —| Step 6: Roll end of period nitials
O  Process Exchange Rate Variations - O Ereume al vses e logged out L

Step 3: Post subledgers L1 Roll End of Period -
[J Roll End of Financial Year _

* —
D Post Debtors to GL (only if it is your year end). Please also refer to
] Post Creditors to GL * —_— End of Year Considerations in the End of Period
[0 Post Stock to GL * - reference paper.

* Remember to post to the matching GL period

Phase 2: Reconcile

Initials Initials
Step 1: Finalise transactions for the period Step 2:
O Stock Transactions _ L] Enter GL journals -
O Debtors Transactions — | Step 3:
[ Creditors Transactions — [0 Reconcile bank account/s —
Step 4: Reconcile debtors (prior period)
Sub-ledger $ | General Ledger $
Debtors Aged Bal. (Balance) Debtors Control account
(less Deposits account)
Total value subledger Total value GL

*When reconciling in the current period, remember to use Calc Bal and deduct any realised losses or add any realised gains to the
General Ledger Account total.

Step 5: Reconcile creditors (prior period)

Sub-ledger $ | General Ledger $

Creditors Aged Bal. (Balance) Creditors Control account

Step 6: Reconcile stock

Sub-ledger $ | General Ledger $

Stock Valuation Report) Stock (Inventory) account

Step 7: Reconcile sales

Sub-ledger $ | General Ledger $
Sales report Sales account
Step 8: Review stock and oncost clearing | itials Phase 3: Report Initials
accounts

O Review Stock Clearing a/c N

Step 1: Print debtor statements
O Review On-Cost clearing a/c b

Step 2: Print Profit & Loss report/s
Step 9:

. Step 3: Print Balance Sheet —
O Lock Period

Step 4: Print other GL / custom reports |
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Enterprise Partner This checklist is intended to be used in conjunction with the End of Period reference paper prepared by Kilimanjaro Consulting.
4 If you have any queries please contact our support desk on 1300 857 464. © Kilimanjaro Consulting Pty Limited June 2009.
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This reference paper has been produced to assist
Kilimanjaro clients who have recently implemented MYOB
EXO. Whilst all care has been taken with the preparation

of this material, Kilimanjaro excludes (to the extent of

legislation) any warranties regarding it.

This document may not be copied, altered, edited, disposed
of or distributed without prior written consent of Kilimanjaro

Consulting Pty Limited.
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