MyYOB Purchases and Sales to Head Office

Support Notes
This support notes are suitable for :

« MYOB Accounting
« MYOB Premier
« MYOB PremierPlus

Introduction

This support note outlines the steps to record purchases from the branch stores of a supplier and
remits a single payment to the supplier's head office. The same concepts can also be used where
sales are made to various customers, but head office pays the account.

How do | setup MYOB for recording purchases from branches?

All that's needed is a new asset banking account and a new Card for the head office.

Setting up a banking account.

1. Go to the Accounts command centre and click Account List.

2. Select the Asset tab and click New.

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

5. Name the account Head Office Clearing Account.

6. Click OK.

The following window shows the setup of the Head Office Clearing account.
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| | Edit Accounts Z E| [z|

Profile Detailz Banking Budgets Hiztamy
1-1150 Trade-in Clearing Current Balance | $0.00

" Header &ccount [ Inactive Account

o Detail Account

Account Claszification: Aszet
Account Type: |Eank

Account Mumber: 1 - [1150

Account Mame: | Head Office Clearing

Opening Balance: | $0.00

Setup a new Supplier Card

1. Go to the Lists menu, choose Cards and click the Supplier tab.
2. Click New.

3. Enter the supplier's Head Office details then click OK to return to the Command Centre.

How to record the payment to head office for purchases from branch stores

There are only four steps to record these transactions.

Step 1 Enter the purchases from the branch stores

Using the relevant supplier's branch Card, enter a Bill for the goods or services that have been
purchased.
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Step 2 Recording the branch payments

Please note:

- If reporting GST on a cash basis, the branch payments should only be recorded when the
actual payment to head office is made.

The Head Office Clearing account is used to pay the Bills from the branch stores.

1. Go to the Purchases command centre and click Pay Bills.

2. Click the Pay From Account option and then enter the Head Office Clearing account in the
adjacent Account field.

3. Select the branch's Card and apply a payment against the Bills being paid. If all the Bills are
being paid, click the Pay All button.

Repeat this step for all branch Cards that need to have payments applied.
The above steps will:

« close the branch Bills; and

« consolidate the value of the branch Bills with a series of withdrawals from the Head Office
Clearing account.
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Step 3 Transfer the branch payments to head office

Record a single Bill for head office that is allocated to the Head Office Clearing account. This will
clear the balance of the Head Office Clearing account with a deposit posting.

1. Go to the Purchases command centre and click Enter Purchases.

2. Select Head Office's Card.

3. Enter the Date and Memo.

4. Enter the Head Office Clearing account in the Acc# field.

5. Enter the Amount, being the total value of all the branch Bills that were paid.

6. Enter the N-T Tax Code - the GST should have been recorded on the Bills entered for the
branch stores.

7. Click Record.

The window below shows a sample Bill for head office (Acc# 1-1150 represents the Head
Office Clearing account).

f.'i’? Purchases - Mew Service

Supplier 52 |Bl._m.nies Hardware - Head Office | Tems 50 Met 30th after EOM ¥ TaxInclusive

Shipto |=1: [Cleawater Sdn Bhd Purchase #: | 00000005
whisrmna Wik, dth Floor,
Na. 7, Jalan Abang Haji Openg. Date: |21/11/2008

Supplier Inyvf:
[Drezcnption ArnoLnt Job

1-1150 RM1.557.00

Subtatal: Rikd1,587.00

Comment: = Freight: RM0.00
Ship Wia: Tas o Fitd0.00
Promiged D ate: Toatal Amount; Rkd1,587.00

Journal Memao: | Conzolidating Branch bills for head Offi Paid Today: Ri0.00

Bill Deliven Status: | T be Printed | Balance Due: Fk1.587.00

(IJ Save az Hecunmg| (@J Usge Recumng | Q‘J Rate: MYFE| AL Spe|_|| Categony: |

B v - | - 5 ‘ ;
Help F1 Print Send To | Joumal
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Step 4 Close head office's Bill

—

. From the Purchases command centre, click Pay Bills.

2. Click the Pay From Account option then select your cheque account.

3. Select the supplier's head office Card.

4. Enter the payment details including the Memo, Cheque Number, Date and Amount.

5. Enter the amount in the Amount Applied field against the Service type Bill that was just
created.

6. Click Record.

The above steps will:

« Close the Bill for head office; and

« post a withdrawal to your cheque account, which will represent the physical payment.

How can | enter my sales when | receive the payment from head office instead of my
customers?

Using Enter Sales and Receive Payments, the same principals can be applied to your customers.

Please note:

«  You will not be able to send a statement to head office showing each Invoice entered for the
branches. The statement will only show the Invoice entered for head office.
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When the customer's head office requires a detailed statement

This can be done by:

1. Setting up a Customer Card for the head office and for each of the branches.

2. Record all sales to the head office Card.

3. When entering the Invoices, select the branch's Shipping Address by clicking the down
arrow next to the Ship To field. Select the Other Card option then select the relevant
branch Card. The Invoice will now show the branch name and address, even though the

customer name selected in the Invoice is head office's.

4. Setup and use Job Numbers for each branch so that you can track the sales by branch using
the Job Numbers.
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