CHAPTER 1

MYOB AccountRight v19 - Day to Day

PURCHASING

( : INFOcus

In business, purchasing is often conducted in a more protracted
way where quotes are obtained, goods are ordered and received, a
supplier’'s invoice is presented and payment is made some period
later. Your business may need to purchase raw materials to
process, items to sell, or services to use. In AccountRight the
accounting for the purchasing process can be conducted using the
options available in the Purchases command centre.

In this session you will:

v'gain an understanding of the different types of purchases
that can be made in AccountRight

gain an understanding of the purchasing process in
AccountRight

learn how to create a new purchase

learn how to add item details to a new purchase
learn how to raise a purchase order

learn how to print purchase orders

learn how to email purchase orders

learn how to receive items on order
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learn how to receive items where the values have
changed

learn how to receive items without the bill
learn how to obtain quotes

learn how to complete quotes

learn how to restock from inventory.
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UNDERSTANDING PURCHASING IN ACCOUNTRIGHT

In AccountRight the Purchases command centre by the supplier. Purchases are made using the

is used to conduct business purchases where it is Enter Purchases option and can be made as
necessary to automatically update inventory either a Quote, an Order, a Receive(d) Iltem, or a
stock levels and where a line of credit is provided Bill.

The Four Types Of Purchases That Can Be Made In Accountright

When you enter a purchase in AccountRight, you can choose from four different purchase types as listed
in the following table.

Type Description

Quote A quote is used when you are looking for a good price from one or more
suppliers and have not yet committed yourself to the purchase.

Order An order is used when you are ready to commit yourself to the purchase
and request the goods be provided by a supplier. As the name suggests,
you are ordering the goods or services from the supplier in the expectation
that they will be received at some point down the track.

Receive Item A receive item type of purchase is entered when goods have been
received but no supplier invoice has yet been presented. This is used to
ensure stock levels in inventory are updated even though the supplier's
paperwork has not yet been received.

Bill A bill is used when both the goods and the supplier’s invoice have been
received.

In the most formal of purchasing processes, all of these purchasing types would be used as steps in the
purchasing cycle. The cycle would commence by obtaining one or more quotes. The best quote
(presumably) would then be used to raise an order on a supplier. The goods or services would be
received from the supplier. A bill would then be received from the supplier for the goods or services
supplied.

AccountRight’s Purchasing Philosophy — Enter Once, Use Often

Of course it would be time consuming if you had to multi-handle a purchase up to four times. For
instance, if you had to enter a purchase as a quote, then as an order, then as a received item and then
as a bill. Fortunately, in AccountRight you only need to enter the purchase order once as any type you
choose (i.e. quote, order or receive item) and then you can change it later to another type as you
progress down the purchase cycle. The following table illustrates how purchase types can be changed.

Type Can be changed to...

Quote an order or directly to a bill

Order areceive item or directly to a bill
Receive Item a bill

Not all businesses would conduct their purchasing in such a formal way. In AccountRight you can enter
the purchasing cycle at any point. For example, you can forego entering a quote, and begin the process
by entering an order, or you can forego ordering and enter received items. You can even forego most of
the steps and enter a bill without having raised an order or a quote. The process you choose is entirely
up to you and depends on the nature of your business, your legal reporting and auditing requirements.
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THE PURCHASING PROCESS

In AccountRight you can enter the purchasing received items. You can even forego most of the
cycle at any point. You can forego entering a steps and enter a bill without having raised an
quote and begin the process by entering an order or a quote. The process you choose is up to
order, or you can forego ordering and enter you and depends on the nature of your business.

Why Use the Options in the Purchases Command Centre?

While the purchasing process may sound complex, it really is straightforward and extremely flexible.
However, given the many varied steps, why not just simply enter all purchases through the Spend
Money option in the Banking command centre? There are two reasons for this:

e Firstly, the options in the Purchases command centre provide you with a way of tracking your
cash flow and your financial commitments (known as accounts payables) to your suppliers. Using
credit terms provided by suppliers, you can better manage the money flow through your business.

e Secondly, if you use AccountRight’s inventory features to track the count of goods in your
business, you will need to use either the Receive Item or Bill type of purchase to ensure that
stock levels are automatically updated in the computer. If you don’t use these options, the
inventory levels will not automatically adjust.

The Purchasing Process Flow Chart

The options in the Purchases command centre provide the best way of tracking purchasing in your
business. The flowchart below summarises the purchasing cycle, its various entry points and the best
options for you. The Change To option means that once the data has been entered, it can automatically
be changed to another purchase type without having to re-enter the information.

Entry Point 1 Quote
Change To
Y
Entry Point 2 Order

Y
N = . (goods received
Entry Point 3 g Receive but no supplier
5 Item invaice)
]
Change To
Y
. (goods and
El"ltl"br Point 4 > Bill supplier invoice

received )
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CREATING A NEw PURCHASE

The easiest way to use the Purchases command provided an invoice. In our case study, Fred has
centre options is to enter a purchase as a bill. simply called up suppliers and placed a verbal
This is normally done when the goods or services order over the phone.

have been delivered and the supplier has

B Purchases - New Service =N
Try This Yourself: il 5
Supplier = W TaxInclusive
Before starting this Ship (o Purchase f
exercise you MUST -

Open
File

Open the f||e Mak'ng Bil ReceivedBackarder Item Number Diescription Price  Dise¥  Tatal
Purchases.myo...

Subtotal:

Click on the list arrow
for Supplier to display
the Select from List
dialog box with a list of
suppliers displayed

o Click on [Purchases] in oot i
the command centre Ship Via Tan
Q Promised Date: Total Amaunt:
window
Joumal Memo: Paid Today:
o Click on Enter
Purchases to display (8) Sz 53 Fecuning| (8) Use Reouiring ) 859 5ped |
tSI;e Rurchgsdes — New = qJ @ ‘ w
erVICe Wln OW HEIEFT SEﬂdTvD Joumal Register

B Purchases - New Item [E=R E=RE=T

o Click on Howard Keel Supplier ©: [Howard Keelwholesaiers E Terms & Net 30th after EOM = Tow i
i Shipto = ]: Bloggs Appliance Centre Purchasze #: 00000003
Wholesalers, then click Elogas gl e e
H Colingwood, Vic, 3066 ate
on [USE Suppller] Supplier Invtt: 0047

Bil ReceivedBackorder Item MNumber Description Price  Digc®  Taotal

The supplier details now
appear in the bill...

Subtotal

e Click in Date and type Conment s Freichi
Ship Via: Tax &
7/10/13 Prnmlsedgale Total Aot
e Press ' then type Joumal Memo: ‘F‘ulchase;Howald Keel Wholesalers Paid Taday: |
00467 in Supplier Inv # Bill Delivery Status: | To be Printed Balance Due
Leave the Purchases _ (B) Save = Hecumng‘ (#) Use F\ecuning| L] Spell‘
New Item window open 7. = &<
for the next eXerC'Se Help F1 Frint SendTo | Jounal Layout er

For Your Reference... Handy to Know...
To create a new purchase: e By default, AccountRight displays a Bill type
1. Click on [Purchases] in the command centre of purchase when you first click on Enter
window Purchases in the Purchases command
centre.

2. Complete the required details
e The layout of the Purchases — New Service

window is an Item layout — this is the layout
specified in the selected supplier’s card.
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ADDING DETAILS TO A PURCHASE ITEM

Once the supplier details, date and supplier but one of the easiest is to allow AccountRight to
invoice details have been added to a bill, you are provide information using the Select from List
ready to start specifying the items that have been dialog box for items.

supplied. This can be done in a number of ways,

i 2 Purchases - New Item (=N ==
Try This Yourself:
Supplier c>: | Howard Keel wholesalers = Terms o Met 30th after EOM W Tan Inclusive
Cont'nue uS|ng the prev'ous Shipto [=]: Egug?nsita%;ilr\ea;:etlsnlle Purchase #: | 00000003
i i H i Collingwood, Vic, 3085 Date: [7/10/2013
file with this exercise... e St Invt. [T
Bil ReceivedBackorder_Item Number Desciiption Fiice Disc% _ Tolal Tan J
0 Click in the top field in the 7
Bill column and type 2, |
H Subtotal
then press tWICe to Comment: Freight
move to the Item Number ShinVia Tou &
Promised D ate: Total Amaun
column : i
Jounal Meme: | Purchase: Howard Keel Wholesalers Paid Today: |
Press to d|Sp|ay the Bill Delivery Status: |To be Printed Balance Due;
Select from List dialog box {8) Sa == Roouring| (8) Lse Plaaling | 555 5o
with all inventory list . — - .
numbers dis Iayed 7. &
p y Help F1 SendTo | Journal Lapout Register

Click on BA0004 Klinet
1460 — notice there are 5 in
stock — and click on [Use

ltem] 7 Purchases - New Item (=N ==
Press [1an], type 310 in EL
. Supplier > | Howard Keel wholesalers = Terms o Met 30th after EOM W Tan Inclusive
Price, then press @ to Ship to = : |Bloggs Appliance Canlie Purchase | 00000008
com plete the fields é‘;ﬁn“;'ﬁ‘oﬁge@ﬁc 3066 Dale: 771072013
Supplier Invf: | 00467
Repeat Steps 1 to 4 to add Bil PReceivedBackorder Item Number Description Price  Disc%  Total J
R 2 =BANDD4 Klinet 1460 $310.00 $620.00
a second line, as shown E =$8HO003 Maiseworks 10e $237 500 $475.00
L . |
Click in Freight, type 27.50, Soa SIS0
Cornrnent: Freight. $0.00
then preSS @ Ship Via: Tax o $99.55
i Promised D ate: Total Amount, $1.095.00
Click on [Reco rd] to save ol Mems: |Purchase; Howard Keel whalssslers Paid Today: | $0.00
the details
Bill Delivery Status: |TD be Printed Balance Due; $1.095.00
Click on [Ignore] if the spell (0 s (2 e s | 45 5
check dialog box appears... 7. = !a @ < G
Use the above StepS tO Help F1 SendTo | Jounal Layout er

create the bills shown on
the next page

Click on [Cancel] to close
the Purchases — New ltem
window

© 6 09006 6 o o0

For Your Reference... Handy to Know...
To complete purchase item details: e When creating a bill, If you know the item
1. Inthe Purchases command centre, click on number of a purchase item, you can type the
Enter Purchases number into the Item Number column and

2. Complete the required details AccountRight will enter the details.

3. Click on [Record] e If you type a value in the Total column when
' entering a purchase item, AccountRight will
calculate the unit cost for you.
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CREATING MORE BILLS

Typically, when you enter bills into AccountRight, the case study file using skills and techniques
you will enter several at a time. Fred has learnt in the previous exercise. Ensure that Tax
received items from three other suppliers, as Inclusive is selected each time and also that you
shown below, and you'’ll need to enter these into enter the Freight amount.

Supplier o |Hungerlin|mports =l Terme o> Net 30th after EQM v Tar |nclusive

Shipto = ]: Bloggs Appliance Centre Purchaze #: | 00000003
44 Sith Street
Collingwaod. Vic, 3065 Date: |7/10/2013
Supplier ;005883

Bil FReceived Backorder Item Mumber Description Price  Disci  Total Job Tax
2 2 c:BADODZ SpinFinse 1420 $650.00 $1,300.00 GST =
1 1 B o001 FroScore $818.00 $818.00 GST
1 1 oEHOOO1 Bigcreen 20 $325.00 $325.00 G5T
1 1 c:EHO00Z2 BigScreen 40 $680.00 $E80.00 GST - |
Subtatal: $3.123.00
Comment; 5 Freight; $34.99
Ship Yia: s Tax o $287.09
Fromized Date: Total &mount: $3.157.95
Joumnal Memo: | Purchage; Hungerlin Imports Paid Today: | $0.00
Bill Delivery Status: | To be Printed =l Balance Diue: $3.157.95

CI:J Save as F!ecurring| f)) Use Recurring | REC! Spell |

Supplier & |Appliance Genie Manufacturing ﬁ Terms o> Met 30th after EQM v Tax Inclusive
Shipto = |: Bloggs Appliance Centre Purchaze #:; | 00000010
44 Smith Street

Date: | 7M0/2013
Supplier [yl 008776

Collingwood, Yic, 3066

Bil ReceivedBackorder Item Mumber Description Price  Disci  Total Job Tax

1 1 oBADDDT CleanClan 2000 $550.00 $550.00 GET

2 2 oBADDDS Pot Scrubber 1200 $366.00 $732.00 G5T

2 2 oBAD00E SpicknSpan 1410 $433.00 $866.00 G5T |

Subtatal: $2.148.00
Carrment; F Fraight: $42.00
Ship Yia: = Tan o $193.09
Promized Date: Tatal Amaunt; $2,130.00
Journal Memao: |F'urchase; Appliance Genie Manufactu Paid Todaw $0.00
Bill D elivery Status: |T0 be Printed = Balance Due: $2.190.00

(1) Save as Hecuningl () Use Recuring | AEC Spel] |

EILL

Supplier & |F|ileway Electronics 5 Temms G MWet 30th after EQM v Tax Inclusive

Shipto = ]: Bloggs Appliance Centre Purchaze #: | 00000011
44 Smith Street
Colingwosd, Vic, 3065 Dater [7/10/2013
Supplier Invi: | Rw10092

Bil FReceivedBackorder Item Mumber Description Price  Disck%  Total
1 1 B L0002 M ediaBlaster 1500 $1,644.00 $1.644.00

Subtotal $1.644.00

Commant: = Freight: $10.00

Ship Via: 5 Taw o 416036
Promized Date: Total &mount: $1.654.00

Journal Mema: | Purchase; Riteway Electronics Paid Todaw $0.00

Bill Delivany Status: | Ta be Printed Balance Due: $1.654.00

(lJ Save as Hecuning| C)J Use Recuring | REC! Spell |
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RAISING A PURCHASE ORDER

In a more formal purchasing process you would into a pending situation until you receive the goods
raise a purchase order on the supplier stating or services from the supplier. They serve as a
your intention to purchase goods or services from record of what you have on order from that
them. In AccountRight, these orders are placed particular supplier.
B Purchases - New ltem (=N ==
Try This Yourself: ORDER =
Supplier
Continue using the shipto Purchase 4
previous file with this it
eXerC|Se Order Received Iter Mumber Description Price  Disc%  Total

o In the Purchases
command centre, click on _— 5;5;;;::

Enter Purchases to Ship Via Tax

dISp|ay the PU rChaseS — Promised Date: Tatal &mount:

New Item window

Journal Mema: Paid Todaw

Order Delivery Status: Balance Due:

e CIICk on the drop arrow In (B) Sawe as Hecuning| () Use Hecurring‘ AEg 5peU|
the top left of the window, = — S—
then select ORDER 7= &«
elp Erint end To Jounal ayout egister

This will change the form to
a purchase order...

Type Hun in Supplier, then
press Enter| to select
Hungerlin Imports

Purchases - New ltem

ORDER

CO m plete the pu rchase Supplier 6 | Hungerlin Imports 5 Temms & Met 30th after EOM
0 . Shipto =]: Bloggs Appliance Centre Purchase #: 00000012
order details, as shown, Usmihsiea Date: (71072013
g dllingwood, Vic, :
ensuring that you enter the Supplior It
g Order Received Item Humber Description Price  Disc%  Total
Freight value 2 g BigSereen 20 = A
Notice how AccountRight
recalls the item pricing from S e 0w
the previous order/bill... ShipVia Tax 2 s61.02
Promised Date: Total Amount: $680.00
e C||Ck On [ReCO I’d] tO Save Journal Memao: |Purchase; Hungerlin Imports Paid Today: ‘ $0.00
the purChase Order Order Delivery Status ‘ To be Printed Balance Due: $680.00
A neW, blank purchase (B) Sawe as Hecuning| () Use Hecurring‘ AEg 5peU|
order form is displayed... 7. = W &< €
Help F1 FErint Sepd To | Jownal Layout Riegister

Use the above steps to

©

create the orders shown on
the next page

Click on [Cancel] to close
the Purchases — New Item
window

For Your Reference... Handy to Know...
To create a purchase order: e AccountRight recalls item pricing from
1. In the Purchases command centre, click on previous purchases. If no price appears then
Enter Purchases you can rest assured that the item has not

2. Click on the drop arrow in the top left of the R LR 10 1) @l

window, then select ORDER
3. Enter the details and click on [Record]
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CREATING MORE PURCHASE ORDERS

Generally, just like when you enter bills, you will
enter several purchase orders at a time. Fred has
recently ordered items from three other suppliers
and you will need to enter these into the case

study file using the techniques and skills learnt in
the previous exercise (Raising A Purchase
Order).

ORDER

Supplier o3 | Riteway Electronics §|| Tems o Met 30th after EOM [v TaxInclusive
Shipto [=]: Bloggs Appliance Centre Purchaze #: 00000013
44 Smith Street )
Cllingwond, Vie, 3055 Date: | 711042013
Supplier lre:
Order Received Item Mumber Description Price  Digc®%  Total Job Tax
2 c>BCO003 ScriptRight $255.00 £510.00 GST
Subtotal: $510.00
Comment; = Freight; $12.00
Ship Yia: 5 Tax oo $47.45
Fromized Diate: Total Amourt: $522.00
Jaurnal Mermna: | Purchaze; Riteway Electronics Paid Tadaw $0.00
Qrder Delivery Status: | To be Frinted hd Balance Due: $522.00

(1) Save as Hecuning| (%) Use Recuring | ABC) Spell |

ORDER

Supplier = |Appliance Genie Manufacturing Eﬂ Tems =+ Net 30th after EOM v Tax Inclusive
Shipto =] Bloggs Appliance Centre Purchase #: | 00000014
44 Sith Street
Calingwood, Vic, 3086 Date: (771072013
Supplier Invi:
Order Received Item Mumber Dezcription Price  Disc®  Total Job Tax
2 oB4A0003 FrostFreeze 122 $578.00 $1,156.00 GST
2 oBA0006 SpicknSpan 1410 $433.00 $866.00 GST
Subtotal $2.022.00
Cormment: = Freight: $12.00
Ship Via: 5 Tax & $184.91
Promized Date: Total Amount: $2,034.00
Joumal Mema: | Purchase; dppliance Genie Manufactu Paid Today: $0.00
Qrder Delivery Status: | To be Frinted | Balance Due: $2.034.00

(B) Saye as Hecuning| f{) Use Recuring | FBG! Spel |

ORDER

=l

Supplier c2: |H0ward KeelwWholesalers = Terms o Net 30tk after EOM vV Tau Inclusive
Shipto [=]: Bloggs Appliance Centre Purchase #: 00000015
44 Smith Street
Collingwood, Vic, 3066 Date: [7410/2013
Supplier Irnwi:
Order Received Itern Murmber Description Price  Digcikz  Total Job Tax
2 cxBHO00S SpinFound $156.00 $312.00 GST
2 cxBHO007 Caress 100w $123.00 $246.00 GST
Subtatal: $RR8.00
Comment: = Freight: $10.00
Ship Via: = Taw o $51.64
Promised Drate: Takal Aot $562.00
Jourmal Memo: | Purchase; Howard Keel Wholezalers Paid Today: | $0.00
Qrder Delivery Statusz: | To be Printed | Balance Due: $568.00

flJ Save as Hecurring| ()) Use Recuring | REC Spel| |
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PRINTING PURCHASE ORDERS

The idea of raising a purchase order is to be able delivery to the supplier, or it can be emailed to the
to send it to a supplier to request goods or supplier. Purchase orders can be printed at any
services. Once the purchase order has been time.

created, it can either be printed for postage or

e = Advanced Filters “

Frint/Email Purchase Order

Try This Yourself:

Continue using the Purchase Type: [Ttem ® & Al Suppiers
preViOUS file with this Purchases Status: ’m " Selected: | =l
exercise... _
[v Unprinted or Unzent Purchazes Only
In the Pu rChaseS [” Purchases Dated From | to |
o command centre, click ™ PONumbers Between | eid|

on Print/Email
Purchase Orders to
display the Review
Purchases Before
Delivery window

Click on [Advanced
Filters] to display the

Advanced Filters d|a|og Selected Form for Purchase: | INCIPPLN-2003 =
box >
2| |

. 9 - Frint Alignment Farm | Customize Cancel | Ok
Click on the drop arrow Help F1
for Purchase Type, then
select Item
Click on the drop arrow Review Purchases Before Delivery =N N )

fOI‘ PU rChase Status 0 To Be Printed To Be Emailed
then select Orders

Purchase Type: |Ilem =

CIICk on the I|St arrow fOr Print 1/ Copies of Each Selected Purchase

Selected Form for
Purchase, click on Tax

InCIuS'Ve PIa'n Paper 2 Advanced Filters...

PO, then click on [Use Puchasel  Date Supplier Amourt
o 00000012 702013 Hungerlin Imports $630.00
For m] o 00000013 7A10/2013  Riteway Electionics $522.00
e 00000014 Appli i oo
i i 00000015 013
0 Click on [OK] to display

unprinted orders, then
click in the tick column to
the left of 00000015 so it

appears ticked ,
o Click on [Print], then He 1

click on [Print] again

For Your Reference... Handy to Know...
To print a purchase order: e In this exercise we selected to print only one
1. In the Purchase command centre, click on purchase order in an attempt to conserve
Print/Email Purchase Orders paper. In the real world, you would probably

have selected all of the purchase orders and

2. Click on [Advanced Filters], adjust the printed themn together.

settings and click on [OK]
3. Tick the orders to print and click on [Print]
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EMAILING PURCHASE ORDERS

In these days of almost universal internet access, properly set up with email addresses for suppliers
it is more cost efficient, environmentally friendly and customers, emailing orders is an absolute
and faster to email paperwork such as orders and cinch.

even invoices. Providing AccountRight has been

|2 Purchases Register =

All Open Returns Closed
Purchases I s I Dz I Bils I & Dekils I Bills

Search by: | Al Suppliers il

Dated From: [1/10/2013 | Te: [31/10/2013

Try This Yourself:

Continue using the
previous file with this
exercise...

o In the Purchases
command centre, click
on Purchases Register
to display the
Purchases Register
window, then click on the
Orders tab

Supplier Inv Supplier
Hungeilin Imports

Promised F\eceivej
Riitevuay Electronics 0

$522.00
FA0/2013 0000007 4 Appliance Genie Manuta $2.024.00 §2.034.00
7A0/2013 | 00000015 Howard keel Wholssaler $568.00 $668.00

P ght

@1 Receivellems | ¢ ChangetoBil | 0 PayBil | [ saomm $3.804.00

e Click in Dated From and e
type 1/10/13, press ] {“/FT =) -
el ||

and type 31/10/13 in To,

then press [Tab] to see all
of the orders for 9
October

Click on the white arrow :
to the left of PO# 2 Email x|
00000015 to d|sp|ay the Ernail Information
order

=l

Mame: |[pEREEREE

Email Addiess ]| : | sally@howardkeel. comn. au
o C“Ck on [Sen d TO] and Subject: | Order $00000015; From Eloggs Appliance Centre
Select Em ai | '[O d |Sp|ay Message: | Fleaze contact us immediately if you are unable to detach or download your Order. Thank

the Email dialog box o

As this is a training
session, we will not
actually send this
email...

o Click on [Cancel] to
return to the order, then Selected Farm: [INCIPPLN-2009 S|
click on [Cancel] to

close the order .

0w Cancel | Send |

Click on [Close] to close Help F1

the Purchases Register

For Your Reference... Handy to Know...

To email a purchase order: e The email address used when emailing
1. Display the order in the Purchases window purchases, is derived from the supplier’s
2. Click on [Send To] and select Email card file and needs to be entered first. The
) email will be sent using the email application
3. Click on [Send] installed on your computer.
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RECEIVING ORDERED ITEMS

Eventually goods on order will be sent by the
supplier and you can receive them into your
inventory. Normally, goods sent by the supplier
will be accompanied by the supplier’s invoice (or

MYOB AccountRight v19 - Day to Day

bill as it is referred to in AccountRight). To do this
you can use the Purchases Register to locate the
original order and then have AccountRight change
the order to a bill.

Try This Yourself:

Supplier ©¥:  Hungerlin Imports

[o]& s

Purchases - New ltem

Terms &: Net 30th after EOM

[V Tax Inclusive

Continue using the
previous file with this

Shipto »|: Bloggs Appliance Centre
44 Smith Shiest
Callingwaod, Vic, 3066

Purchase #: 00000012
Date: 10410/2013
Supplier Inwl; (008742

exercise...

Bil Received Backorder Ikem Number

Deszcription Price  Disc%  Total Job Tax

3

In the Purchases

=BHO0M

BigSecreen 20 $325.00 $E50.00 GST

command centre, click on
Purchases Register,
then click on the Orders

Comment:
Ship Via:
Promised D ate:

Subtotak

Freight
Tax =2
Total Amaunt:

$E60.00
$30.00
$61.82
$680.00

GST 3

Al

Al

tab

Journal Mema: | Purchase: Hungerlin Imports

$0.00

Histary

Applied to Date

Ensure PO# 00000012 is
selected, then click on
[Change to Bill] to
convert the order

Click in Date and type

Bill Delivery Status: ‘ Ta be Printed = Balance Due: $680.00
Ensu re that the Dated (B) Save as Hecumng| & Paymanl| g SpeU|
From and Dated To : = - .
values are 1/10/13 and 7. = W &
31/10/13 respectlvely Help F1 Print Send To | Joumnal Layout Redgister g ACCOUI'ItRIght Plus
Thiz purchaze is pre-dated. Click Cancel if you da nat wish

ta record it.

o

10/10/13, then press

and type 008742 in Purchases Register =N =R
i Al ] R Closed
Supplier Inv# e I Quetes I Ondors I e I e I o
CI'Ck on [Record] Search by: | Al Suppliers Rl
. Dated From: [1/10/2013 To: [31/10/2013
You may be adVISed that D ate FOH Supplier Invi Amount At Due

7 13
o 7002013
o 7A02m3

the purchase is pre-dated.
We'll accept this message
to continue...

Click on [OK] (if the
message appears), then
click on [Cancel] to return
to the Purchases

00000014
00000015

©

Supplier

$522.00
$2.034.00
$5E2.00

Promised F!eceivej

$2.034.00
$568.00

1S
Appliance Genie kanufa
Howard Keel Wholesaler

Register — note that

1 Receive ltems | Lo ol

&g Pau Bl $3.124.00 $3124.00

00000012 is no longer
listed

7

? p

7. | =y
Help F1 Frint

Click on [Close] to close

the Purchases Register

For Your Reference...
To receive ordered items:

1. In the Purchases command centre, click on
Purchases Register

Click on the required order
Click on [Change to Bill]
Adjust the details and click on [Record]

w

Handy to Know...

When an order is converted into a bill, it is
moved from the Orders tab of the
Purchases Register to the Open Bills tab.

© Watsonia Publishing Page 11
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RECEIVING CHANGED ITEMS

Receiving items on order doesn’t always go
according to plan — or according to the original
order. Sometimes quantities change or pricing is
not as expected. In this exercise, Fred has

MYOB AccountRight v19 - Day to Day

received a couple of FrostFreeze refrigerators from
Appliance Genie Manufacturing, but instead of
being $578 they have come in at $630.

Try This Yourself:

Supplier o

Appliance Genie Manufacturing

(o] & s

Purchases - New ltem

Terms ox: Met 30th after EOM W Tax Inclusive

Continue using the shpto (=1

previous file with this

44 Smith Street

Bloggs Appliance Centre

Colingwood, Vi,

Purchase #: | 00000074
Date: |10/10/2013
Supplier Invi: | 006217

3066

exercise...

[ Bil__ReceivedBackarder_Item Mumber

Desciiplion Pice Dicz _ Tolal

2 2

2

=BAODDS

B =BAD00E

In the Purchases

FrostFreeze 122
SpicknSpan 1410

$630.00
$433.00

$1.260.00
$866.00

command centre, click
on Purchases

Comment:
Ship Via
Pramised Date:

Subtotal:
Freight:

Tax &
Total Amount:

$2.126.00
$12.00
$194.36
$2,138.00

Register, then ensure
the Orders tab is

Journal Mema: | Purchase: &ppliance Genie Manufactu

$0.00

Histny

Applied to Date

Bill Delivery Status: ‘ To be Printed

selected

(8) Saye a: Recuring | 2 Paymen | 80 Gpel |

Balance Due: $2,138.00

=l

Click on PO#
00000014 to select it,

5w
Help F1 Send To

Journal

Layout Register

then click on [Change

to Bill] to convert the
order

Click in Date and type
10/10/13, then press

and type 006217

Purchases Register

Al
Purchases

I Quates I

in Supplier Inv#

Open
Bilz

Rieturns
& Debits

=Tw Tl

Click on [Record], Search by: | Al Supplers 8]

Dated Frarn: |M’1 0/2013 Ta:

then click on [OK] to

[n10/2013

FO#

accept the pre-dated
message

Click on [Cancel] to
return to the
Purchases Register —
note that 00000014 is

Supplier Invi

Supplier
iteway Electanics

Howard Keel Whalesaler

$568.00

no longer listed

$1.050.00 $1.050.00

&0 Pay Bil

Click on [Close] to
close the Purchases
Register

For Your Reference...

Handy to Know...

To receive items that have changed: e The Backorder column is used to enter a
1. In the Purchases command centre, click on quantity of a specific item that you have
Purchases Register ordered but which has, as yet, not arrived.
2. Click on the required order el gxample, e aane ordgred faie
. _ particular item and only 3 arrived then you
3. Click on [Change to Bill] should enter 2 in the Backorder column.
4. Adjust the details and click on [Record]
© Watsonia Publishing Page 12 Chapter 1 - Purchasing



