Support Note

For MYOB BusinessBasics, MYOB FirstEdge, MYOB Accounting V15, MYOB Accounting Plus V15, MYOB
Premier V9, MYOB Premier Enterprise V3 and AccountEdge V5.

Your MYOB data file can be setup to track the balance of your petty cash, and at the same time, enable it
to be reconciled with your petty cash receipts. This support note guides you through the steps involved.

Petty cash is setup the same as a cheque account.

1. Go to the command centre and click

Select the tab and click

Make sure you select in the drop-down menu.
Give the account a unique number that suits your account list.

Name the account Petty Cash.

o v A W N

Click

The window below shows the setup of a Petty Cash account.

I._ || Edit Accounts

Profile Detailz Banking Budgetz Higtory
1-1140  Petty Cazh Current Balance c: | $0.00

" Header Account [ Inactive Account

* Detal Account

Account Clazsification: Azset

I Account Type: | Bank | I

Account Mumber: 1 - |'I14EI
Account M ame; |Pett_l,l Cazh

Opening Balance: | $0.00
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If you are setting up a new data file, and you are currently using a physical ‘petty cash tin’, enter the
opening balance as follows:

1. Gotothe# menu and choose
2. Click
3. Locate the Petty Cash account and enter its

For detailed information on entering cheque account , please refer to our support
note titled

" $ "

Petty Cash is usually started with money withdrawn from the cheque account. To reflect this in your
MYOB company file, follow these steps:

1. Go to the command centre and click # %

Click the & option and select your cheque account in the adjacent field.
Enter details such as ( , ! , ) and % ' *

In the + field in the lower portion of the window, select your Petty Cash account.

Make sure you select the N-T tax code inthe $ field.

o uv A W N

Click ,

Ll Spend Money

o Pay from dccount: | 1-1110 | Gereral Cheque Account 1 Balance =+ $156.278.01
" Group with Electronic Payments: ¥ Tax Inclusive

Card 2| %/ Cheque Mo 110
Payee =|: Date:| 14409/2005
Arnount:| $100.00

Ore Hundred Daollars and 0 Cents
b erno: | Opening B alance for Petty Cazh Sz Al d i

M ame Armount Jn Memao
Petty Cash

Total Allocated: $100.00
Tax o 0,00
Tatal Paid: $100.00

[ Already Printed Clut of Balance: $0.00
(I:J Save as Recuring | () Use Recuring
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Purchases made from Petty Cash are entered in the same way as a cheque payment.

1. Click # %

2. Click the & option and select the Petty Cash account in the adjacent field.
3. Enter the ) , ( , and % '

4. Place your cursor in the + field and enter the expense account. Move your cursor to the

' field and if necessary enter the amount.
5. Apply the relevant $ then click ,

The window below shows a sample Petty Cash purchase.

& Spend Money

{* Pay from Account: | 1-1140 = Petty Cazh Balance ox: $100.00

" Group with Electionic Payments: v TaxInclusive

Cad ;| 5| Cheque Mo 1
Payee =|: Date:| 14/09/2005
Amount:| $5.55

Five Daollars and 55 Cents
b Ernic; | Cazh Purchase - Office Supplies Samsaiar Al ar

Mame Apnount Job kema

Stationerny

Tatal Allocated:
Tax or: $0.50
Tatal Paid: $0.55

[ Already Printed Out of Balance: $0.00
(1) Save a: Recuring GJ;) ze Recuming

# VA

Reconciling the Petty Cash account will ensure it balances with your cash receipts. It will also provide
you with the reimbursement amount.

1. Go to the command centre and click ,
2. Select the Petty Cash account in the field then enter the current date in the
# ' ( field.
3. Match the payments in the , window with your cash receipts, marking the

corresponding transactions off as Cleared. You will also need to reconcile the reimbursement deposit
which you can check against your banking records.
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4. Enter the physical cash balance of your ‘petty cash tin’ in the #

If this equals the # ' , the " field will display zero.

5. Providing the account balances, click . Print the,
, again to finally reconcile the account.

, then click

The window below shows the Petty Cash account being reconciled.

[ || Reconcile Accounts

Account; | 11140 & Petty Cash Mew Statement Balance: $50.40

Laszt Reconciled D ate:; Calculated Statement B alance; $a0.40
Bank Statement Date: | 17./09/2005 Out of Balance: $0.00

tark Al Cleared Tranzactions Depositz Wfithdrawals
14/09/2005  Cazh Purchasze - Office Supplies

14/09/2005  Opening Balance for Petty Cash $100.00

15/09/2005  Cash purchaze - kitchen suppliez

15/03/2005  Cazh Purchase - Trade magazines

17/09/2005  Cash Purchases - Cleaner

Get Staterment Total Cleared: $100.00

Reconcile

Cancel

0 The amount in the ! column at the bottom of the
window), should equal the total of your cash receipts.

# i/, ' -
The of the Reconciled Cheques shown in the , is the amount needed to
reimburse the Petty Cash account. This should equal the balance of the cash receipts in your

physical ‘petty cash tin’.

The following window shows an excerpt from the , , * It can be seen that $49.60 is
needed to reimburse the Petty Cash account.

Reconciled Cheques

1 141092005 Cash Purchase - Office Suppli $5.55
2 15/09/2005 Cash purchase - kitchen suppli $3.50
3 15/09/2005 Cash Purchase - Trade magazi 58.95
4 17092005 Cash Purchases - Cleaner $31.60

Tatal: 0.00 549.60 -
4] b

Now that the reimbursement amount has been determined:

1. Click # %
2. Click the & field and select your cheque account in the adjacent field.
3. Enter the ) , ( , and % '
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4. Inthe + field in the lower portion of the window, select your Petty Cash account.
5. Make sure you select the N-T tax code in the $ field.
6. Click,

The following window shows a sample of the reimbursement transaction. After entering this transaction,
the Petty Cash account balance should equal its original opening balance of $100.00. This should be
confirmed by using the # report.

L Spend Money

f« Pay from Account; | 1-1110 Fl|General Cheque Account 1 Balance - $156,178.01
" Group with Electronic Payments: v Taw |nclusive

Card | =/ Cheque Mo 111
Payes =|: Drate:| 174092005
Amount:| $43.60

Farty Mine Daollars and B0 Cents
kderno: | Cazh withidrawal for petty cagsh Sgmuaiar Pl d i

M ame Aot Job bl emo

Petty Cagh

Total Allocated:
Tax == F0.00
Total Paid: $49.60

[~ Aleady Printed Out of Balance: | $0.00

(B) Save as Recuring | (&) Lise Recuring

Journal | Register

( ' 0This information is of a generic nature. For specific advice regarding your particular
circumstances please seek assistance from your Accountant, the Australian Taxation Office or your IT
Consultant as appropriate.
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