Client Charts in MAS

Client Charts in MAS

This document includes a copy of the concepts and procedures that form the basis of this self-
paced online learning module.

As you work your way through this self-paced online learning module, you might like to print this
document so that you can:

» Make your own notes to record procedural steps and additional information provided by your
instructor

* Keep a printed record of procedures and key points

Learning Outcomes

In this module you will learn how to:
» Set up the Client Chart of Accounts
* Transfer accounts from the Master Chart

e Add accounts to the Client Chart

http://clientsupport.myob.com.au/training ® 1800 555 666



Client Chart of Accounts

In this module you will learn how to:

* Set up the Client Chart of Accounts
* Transfer accounts from the Master Chart
* Add accounts to the Client Chart

Overview of Client Chart of Accounts

B Client Chart
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Introduction to the Client Chart of Accounts

Accounts are in a logical order comparable with the
flow of information in a full set of financial accounts

View the Master Chart of Accounts

* Profit & Loss account ranges 000 - 479 99

e Balance Sheet account ranges 480 - 999

How to Display the Master Chart of Accounts

Open your client MAS ledger

Select Setup » Master Files » Master Chart

© 2006 — MYOB Technology Pty Ltd



YOB

Key points: View the Master Chart of Accounts

* The Master Chart of Accounts structure is in a
logical order

* Master Chart Accounts are referenced in the
financial statements

* If you change the code range you will need to
update your reports accordingly

View Account Attributes

1533 Waster Chart Listing - Tax
From First To Last by Code
Code Descriptionis. Description Balfwd  Level Type Sp_Uiss GSTevel Div Mask
1 5 TRUST & DISTRIBLTION AREA [500 - 500.86] = N B
0 TRUST FLNDS c 8 T
5000 Seffemert Sum s 8 T
5001 Accumiated Profts (Losses) Erought Forverd s B o1 T
5002 Proft Eerned This Vear 0001 s 8 02 T
Loss Tris Year
5003 Diswludonto Benefcaries o001 s B o003 T
5004 Transfer to(from) Reserves o001 s e 004
S005  income Tax Expense o001 s 8 005
5020 Eaaoraney tem o001 Y o0
S021  income Tax Appicatie Therels 0001 s B 21
S0z ™ PARTNERSHIPBENEFICIARY AREA (501 - 549 B
o1 JAME OF PARTNERBENEFICIARY NO. 1 c 8 T
50100 Belance st Beaiving of vear s e ™
01 Captal o 50100 s B oot VW
o102 hare of roft 0100 s 8 02 TV
ore of Loss

o103 rawings 50100 s 8 o003 TV
50104 rawings, Educationsl 50100 s 8 01 v
0105 Drawings, ncome Tax 50100 s 8 05
50105 Drawings, Lite Assurance 50100 s 8 005 VW
SU07  Drawings, Nedical 50100 s 8 o7 v
S5 o Rates & Taxes so100 s & o8 v

View Account Attributes

* Code and Description

* Account Levels: Normal, Control, Sub account
* Special Use Accounts

¢ Balance Forward Accounts

* Masks
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View Account Attributes

e Code and Description

e Account Levels: Normal, Control, Sub account
* Special Use Accounts

* Balance Forward Accounts

* Masks

How to Show Details of an Account

Open your client MAS ledger
Select Setup » Client files » Client Chart

Highlight an account
Select Details

Select Edit

Key points: View Account Attributes

® Accounts ranges are flagged as Profit and Loss
and Balance Sheet

® There are 3 types of levels of accounts, being
Normal, Control and Sub account

* Special Use accounts allows accounts to be
flagged for their desired purpose or use

¢ Balance Forward Accounts create automatic
journal entries in the new year

* Masks are used to group a range of accounts
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Transfer Master Accounts
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Transfer Accounts Using a Mask

5 Master Chart:Edit Account 427 x|

Accourt: 427
Description
Rent
Details
Type: P Profit&loss o
Level: [V Hormal Divsion: Speciluse: [N Normal
GSThevel: | 0 Force detais? N No 2ndBalance? N Mot applicable
securty: | Balance fwd. code: Fr
Interestrate coder

How To Display the Master Chart Masks Index

Open your client MAS ledger

Select Setup » Master Files » Masks
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Transfer Accounts Using a Mask

B Master Chart:Edit Account 427 x|
Accourt: 27
Description

Rent

Details
Type: P proftLoss
Level: W tormsl Onsin Spealuse; [0 o
GSTlevel: [0 Forcedetos? N No 2ndsdlancer N Natoppcable
securty: | Balance fwd, codes Mask: FH
Iterstrate code:

How To Transfer Master Accounts Using the Mask

Open your client MAS ledger

Select Setup » Client files » Client Chart

Select Transfer

Select Mask

Press [F10] and highlight retjuired Mask, press [Enter]

Select OK

Key points: Transfer Master Accounts

* Masks are attached to the Master Chart of
Accounts to allow transfer of a group of accounts
rather than a single account

* As only one Mask can be entered at a time you
may need to perform several transfers to establish
a Client Chart of Accounts

— Firstly, transfer accounts specific to the
activity of the entity, eg Primary Production

— Secondly, transfer the general income and
expense accounts

— Finally, transfer the accounts specific to the
entity type, eg Trust
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Add Accounts to the Client Chart

¢ Add new accounts directly into the Chart

* Amend an existing account

How to Add a New Account to the Client Chart

Open your client MAS ledger
Select Setup » Client files » Client Chart
Select New
!
Enter the new code in the Account field or press

[F10] to display a picklist
'

Edit the field defaults if required, select OK

Reclassify Normal and Control Accounts

B Ctient Chart B Client Chart

Code  Description Description

Contingent rentals = Contingent rertals

Rental xpense for sub-ease 603 Rental expense for subrlease.
Lega Costs ) Legal Costs
Motor ehice Expenses 00 Motor Vefice Expenses
Petrol 601 04 Pacing Materidls
Registration & Insurance. a1 Postage
Repairs & Maintenance. 14 Priting & Stationery
Running Expenses 40 Retring alowance
Packing Materals 2 Salaries
Postage 460 Teephone
Printing & Statonery 63 Traiing quarantee levy - penaly
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How to Reclassify Normal and Control Accounts

Open your client MAS ledger
Select Setup » Client files » Client Chart

Highlight the required account

Select Details
Select Edit

At the Level field press [F10], select either Normal or
Control

- Normal [answer Yes to consolidate sub accounts]

- Control [balances transfer into a new sub account xxx 00]

Change an Account Code

B Client Chart B Client Chart

Description Description

Fodder Fodder
Freight & Cartage. Freight & Cartage
Fringe Benefits Tax Fringe Benefts Tax
Gas
572 GeneralExpenses
General Expenses. GeneralExpenses
Hay Baing Hay Balng

How to Change an Account Code

Open your client MAS ledger
Select Setup » Client files » Client Chart

Highlight the required code

Select Details
Select Edit

!

Check the new code does not appear in the Client Chart .

In the Account field type the new code over the existing code

Select OK
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Key Points: Add Accounts to the Client Chart

¢ When adding a new account code into the Client
Chart the description from the Master Chart
appears

* Normal Accounts can become Control Accounts
and any values will be transferred to the new Sub
account xxx 00

e Control Accounts can become Normal Accounts
and all values from Sub accounts will be
consolidated to the Normal Account

Transfer Accounts for GST

o o T ACCOUNTS (890 -9 #+* a
w2 st
894 Prior Period GST Adjustments.

w02 et Watbelfrom st Dtk here o A

How to Transfer Tax Accounts to the Client Chart

Open your client MAS ledger
Select Setup b Client files » Client Chart

Select Transfer
Select Range From: 890 To: 899
Select OK
Select Cancel
Press [Esc]
!
Repeat above process to transfer Range From: 247 To: 248
if required
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Key points: Transfer Accounts for GST

¢ Tax Accounts will be used to allow for correct
reporting of GST within the Balance Sheet and
the BAS Report

® Accounts can be added individually, in a range or
using a Mask

You should now know how to:

M Display a listing of the Master Chart of Accounts
M View the attributes of an account

M Review the Master Mask Index

M Transfer Accounts from the Master Chart

M Add or edit accounts in the Client Chart

In completing this module, you have
learnt how to:

M Set up the Client Chart of Accounts
M Transfer accounts from the Master Chart
M Add accounts to the Client Chart

© 2006 — MYOB Technology Pty Ltd

10



