Track Profit Centres
Support Notes

This support notes are suitable for:

« MYOB Premier
* MYOB PremierPlus
« MYOB Accounting

Introduction

You will find your MYOB software helpful in being able to track the performance of each of your
profit centres. This is easily done by using Jobs to group transactions belonging to the various profit
centres and then reporting upon them. This support note explains how.

How are profit centres reported in MYOB?

The purpose of Job functions within MYOB is to group specific transactions into a reportable item.
This is accomplished by first setting up a job for each of the profit centres. Every transaction is then
allocated a job that is specific to its profit centre. Job reports are then used for reporting the activity
of each of the jobs, which are a representative of your profit centres.

How do | setup my company data file so | can report my profit centre?
Step 1 - Selecting the most appropriate Job Names and Job Numbers

Select Job Numbers and Job Names that clearly distinguish your profit centres. For instance, if
you have profit centres in

Melbourne, Sydney and Perth your Job Numbers could be setup as: Melb, Syd and Perth.
When considering Job Names and Job Numbers, keep in mind that:
« Job Numbers can have a maximum of 15 alphanumeric characters (including the space)
« Job Names can have a maximum of 27 alphanumeric characters (including the space)
Step 2 - Setting up Jobs in MYOB
Once you have determined your Job Numbers and Job Names:
1. Go to the Lists menu and click Jobs.
2. Click New then click the Detail Job Postable option.

3. Enter the Job Number and Job Name. If necessary, enter a Job Description.

Optional - enter a Start Date indicating when you began using jobs.

4. Click OK.
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Repeat steps 2 to 5 for each new job.

The window below shows a sample of a Job setup.

L !l New Job

Job Infarmatian

[ Inactve Job

" Header Job
[ Track Beimburzables

{ Detall Job

Jab Mumber: [HELE
Subqob OF |

Fercent Complete: | 05

Jab Name: | Melboune Start Date: |

Description: | Melbourne Prafit Centre Finizh D' ate:

Manager: |

Contact: | Linked Customer |

Tt !
_'q-"":: f

Budgets New Reimburze

Job Opening Balances can be entered if it is mid-financial year when setting up your jobs. To
enter Job Opening Balances, go to the Setup menu, choose Opening Balances and click Job
Opening Balances. Select a Job Number then enter the Opening Balance for each ledger
account.

How do | apply ajob to a transaction?

Each of MYOB's transaction windows, with the exception of Receive Payments and Pay Bills, has
a Job field into which a Job Number can be entered. To allocate a Job to a transaction, simply
create the transaction as normal then click or tab into the Job field and select the Job representing
the particular profit centre. The window below shows a job being allocated to a sale.

[ || sales - New Service Q@]E|
[INVOICE =]

Cugtomer ©: | Cash Sales

=l Tems o Met 30th after EOM [w Tax Inchugive

Shipto [=]: CazhSales Iweoice & 00000020
Date: | 071042008

Customer PO #:

Fiepair computer and update MY 0B software 1 4-1600

‘ $134.09

Subtotal:
Freight:

Tas o
Tokal Arnount;

$134.09
$0.00
$12.13
$134.09

Salesperson
Cornmet;
Ship Wia:
Promized D ate:

Wl 4 (4

Journal Memo: iSaIe; Cazh Sales

Paid Taday: | $0.00

Refenal Source: |

Payment Method: [_Iifash =

Inwoice Delivery Status: | To be Printed

(I:J Save az Fiecuningi (',t'JJ Usze Recurring

- Balance Due: $134.09
| L Reimburse | GJ Rate: .l'-\LID|

Print Send To

0330

Journal

Layout Regizter

Details...

Cancel

Page 2 of 4



Please Note: The expense of inventoried items is realised when the items are sold, and not when
purchased. Therefore, applying a Job to an item sale where inventoried items are sold, will allocate
both the expense and income of the item(s) to the Job.

How is the Profit And Loss reported for the profit centres?

At the end of the reporting period, go to the Reports menu, choose Index to Reports and click
the Accounts tab. Scroll down to the Jobs reports and highlight the Profit and Loss report. Click
Customise and select the report parameters.

The window below shows the Jobs - Profit and Loss report customisation window.

& Report Customisation - Profit & Loss
Jobs: Al gl
Advanced Fiters |  RepotFiels | Finshing |
D ated FrDm:l October = To |Ellct0her -l

| mA0/2005 To: | 07/10/2005

Financial rear: | Thig Year [Fr' 2006] -

Cancel | Dizplay |

Frint Send To Farrnat

Reporting a single profit centre

By default, the report includes all the jobs in your company file. To select a specific job, click the
drop arrow next to the Jobs field highlighted above. Clear the selected jobs by clicking the check
mark symbol at the top of the column then mark the job you want the report to display. You can also
choose a selection of non consecutive job numbers using this method.
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| || Select from List

| Select anly: |
15 Supply of Coolers G
117 b aintenance G
125 Supply of Coolers FH
127 b sintenance FH

Melbourmne

Y i
nw
Help F1 Cancel I

How can | check that each transaction has been allocated a job?

There are two reports designed to readily identify transactions that have not been allocated a job.
These are the Job Exception [Invoice Transactions] and Job Exception [Cash Transactions]
reports.

These are also found in the Accounts tab of the Index to Reports under the heading Jobs. Click
the Customise button to specify the date range of the transactions you want to check for missing
job numbers.
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