SMALL BUSINESS GUIDE TO
BETTER BOOKKEEPING TIPS

SIMPLE STEPS TO STREAMLINE YOUR DAY-TO-DAY ACCOUNTING

An important part of any business is keeping accurate and up-to-date financial records. Efficient record keeping
can help reduce the time needed to finalise your financial statements and tax returns. This Fact Sheet has some
simple hints to help you streamline your business record keeping processes, especially if you use MYOB or Xero
cloud accounting software (however, the fundamentals are the same regardless of your choice of software).

COMPANY DATA AUDITOR (CDA)

Most accounting packages feature tools to assist you in
reconciling your accounts. We recommend that you use these
tools as part of your end of month procedures.

Within MYOB AccountRight, all of these tools can be accessed
via the Company Data Auditor (located within the Accounts

Command Centre). The CDA is a four-step process which checks:

= when your bank and credit card accounts were last
reconciled;

= balances of Debtors, Creditors and Inventory and possible
causes of errors;

®  GST coding on your transactions; and

= your data and back-up procedures.

CHECK TAX CODES

While tax code identifiers will differ across the various
accounting packages, it is important that each transaction uses
the correct GST/Tax code - eg. bank charges should have a ‘FIN’
code within MYOB or a similar GST Free Expense if you're using
Xero.
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RECONCILE GST ACCOUNTS TO REPORTS

Always review the balances in your GST general ledger accounts
against the GST transaction report for that period. This should
be completed before finalising your Business Activity Statement.
Manually entering GST into your general ledger accounts should
not occur other than to transfer GST as part of the completion
of your BAS. All GST-related transactions should be recorded
through the appropriate module as part of a transaction — this
way it will feature on your GST transaction report.

MORE THAN JUST BOOKKEEPING
Your accounting software is more than just a bookkeeping tool.
It can be used for management purposes too.

We encourage the practice of producing and reviewing

your key financial reports at regular intervals. Reports such

as Balance Sheet, Profit and Loss Statement, Outstanding
Accounts Receivable (Debtors) and Outstanding Accounts
Payable (Creditors) should be reviewed monthly or quarterly as
appropriate.

This can also help you identify any input errors or inconsistencies
within your file while they are still recent and can still be easily
rectified.
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BETTER BOOKKEEPING TIPS

LOAN ACCOUNTS AS CREDIT CARD ACCOUNTS

Just like your bank accounts, you should regularly reconcile any
credit card liability accounts on a regular basis. This is an easy
process, especially when using cloud accounting software. Bank
feeds are automatically downloaded straight into your MYOB or
Xero file, often overnight, making bank/credit card reconciliation
a breeze. This is also a helpful discipline if you have employees
using credit cards and require regular reimbursement of
expenses — eg. fuel, parking etc. The same applies for other loan
or finance accounts.

SUNDRY INCOME AND GENERAL EXPENSES
Implement simple systems to track your miscellaneous income
and expenditure. Our suggestions include the following:

= record detailed descriptions for each transaction;

®  clearly separate costs by staff and clients — particularly for
entertainment expenses (eg. tracking function in Xero);

®  establish a separate income account for money received
from the sale of fixed assets, rather than allocating that
income directly to the respective general ledger account —
eg. if you sell a business vehicle, allocate the funds to
an Asset Realisation (or Proceeds Received) income account
rather than your motor vehicle asset account;

® use separate accounts for income and expenses that relate
to different items — eg. insurance for an investment property
should be allocated to a separate account to public liability
insurance —~MYOB, Xero and Reckon (desktop software only)
allow you to set up many general ledger accounts.

Cloud Accounting
Work with your accounts anywhere, anytime.
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FINANCIAL FACT SHEET

BACKING UP DATA

If you are still running a desktop version of your accounting
software, then this is probably the most vital part of managing
your business financial records. While most accounting software
has simple steps to back-up your data, there are two important
rules to remember:

= save your data regularly (at least every month); and

= save your data away from your computer either on an
external hard drive device, to CD or DVD, USB key or other
type of electronic storage that suits your needs.

Experiencing computer failures and lost accounting data
without backing up can cause a lot of stress for you and lost
productivity for your business. To completely eliminate this
business risk, consider integrating your accounting data into a
cloud-based solution.

LOOKTO THE CLOUD

Moving to an online, or ‘cloud’ accounting package can help
you manage your financial information more efficiently and
effectively, with a number of benefits including:

= a complete overview of your financial position in real time, so
you're always up-to-date.

= multi-user access, making it easier for you to collaborate
online with others (including your accountant, financial
advisor and bookkeeper). This means you can get real-time
advice for business opportunities and improvements.

= the flexibility to run your business anywhere, anytime - you
can access your business financial information from work,
home or on the move.

= time saving with bank feeds, streamlining the task of data
entry and reconciliations.

Contact The Peak Partnership on 07 3360 9888 to speak with
a Certified Advisor about how to integrate your data into the

cloud. There’s also more information in our Cloud Accounting
Software Fact Sheet.
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