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Data Integrity Checking Process

This is a formally documented system that we encourage you to use in the regular operations
of your business. Over time and distance we have developed this system and we have found it
to be most effective and efficient in fulfilling the task at hand. It is an independent, yet
integral part of a complete set of interrelated systems - all put in place to simply achieve the
systemic functionality of the ""business of running a business'.

Ownership. This document has been written and tested by and is provided to you on the understanding that it remains the confidential
and proprietary property of Nationwide Training Australia Network. You are free to use this process within your business as you need.

Non Disclosure acceptance. By accepting this document from Nationwide Training Australia Network, you clearly understand and agree
that this document will not be distributed to, used by, or disclosed to any third party without the prior written permission of Nationwide
Training Australia Network.

Copyright. This is an unpublished work protected by federal copyright laws and no unauthorised copying, adaptation, distribution or
display is permitted. © Copyright 1999-2001 Aaledo Pty Ltd trading as Nationwide Training Australia Network.

Acknowledgment. We acknowledge the use of images obtained from computer systems owned by Microsoft Corporation and MYOB
Ltd. These images are used herein solely to assist us in supporting the licensed use of these computer programs by our clients.

Introduction

This Standard Procedure Instruction (SPI) will provide you with a preamble - an understanding of
our recommended process - and a set of easy to follow benchmarks and guiding steps.

This SPI is written assuming you are using a Microsoft Windows operating system. In this
document we refer to and use Microsoft Windows 98 and MYOB Accounting Plus v10. If you are
using different versions of either program, or a Macintosh operating system, we believe that you
will find the logic of this process very easy to apply using your "local knowledge". If by chance you
do encounter difficulty, please call your nominated Nationwide Training Australia Network Coach
for assistance.

Preamble

This Standard Procedure Instruction will provide you with a Data Integrity Checking Process that
you will regularly use, ensuring the accuracy of your data. The integrity of the data in your data file
1s imperative to you having a full understanding of and control over your business. Only after this
process has been followed can you generate meaningful and accurate business reports. It's
imperative that you follow this Standard Procedure Instruction each time before you generate
any monthly financial reports that you will use for business decision-making purposes.

You will also follow this process in getting your data file ready for both your BAS reporting and
for your accountant for the end of the financial year compliance reporting.

This procedure MUST NOT BE OVERLOOKED.

This SPI has a total of 39 pages - including this page.



SPI1:2420 Data Integrity Checking Process

Benchmarks

1. Set Preferences to Always Display Filters

2. Confirm the Current End of Financial Year Date
3. Reconcile Bank Account(s)
4. Reconcile Receivables (Debtors)

5. Reconcile Payables (Creditors)

6. Reconcile Perpetual Inventory (Stock)

7. Reconcile Clearing and Contra Accounts
8. Review your Chart of Accounts (Detail)
9. Review your Formal Reports

10.  Lock your Data File

Important Note

We encourage you to create a folder for each data integrity check process that you perform. This
Data File Integrity Check Folder would be dated on the front to indicate the period under review
(eg "as at 31 October 2000").

You would have an Index page(s) inside the front cover as the first page. This is something that you
would construct as an addition to this SPI, and as a result of applying this SPI to your business. It
will be different for each business. You must make your own index sheet and then photocopy it for
each period under review.

On this index page, you would list all of the Benchmark checks that you are to perform in your
business in line with this SPI. The structure would most likely follow the Benchmark index above
(on this page) as a template to work from. You would have four columns - "Benchmark", its' "due
date", "date completed" and "who's responsible", and as each task is completed the person
responsible would insert printed reports and/or photocopies of substantiating documentation
demonstrating the successful completion of that task.

When this Procedure is completed, the business owner (and accountant - we strongly recommend
you use an external accountant to review your data on a monthly basis) would be given a photocopy
of this folder to substantiate the integrity of this data set and associated reports printed therefrom.

ID: SPI1-2420 v1.6.1.doc

Nationwide Training Australia Network Page 2 of 39

© Copyright 2000.  This document is confidential and is the property of Aaledo Pty Ltd. It cannot be used, disclosed, or duplicated without prior written consent of Aaledo
Pty Ltd. This is an unpublished work protected by Australian Copyright Law and no unauthorised copying, adaptation, distribution or display is permitted.



. SP1:2420 Data Integrity Checking Process

Benchmark 1
Set Preferences to Always Display Filters (Before Printing Reports)

We've found many times that the preference to "Always Display Filters Before Printing Reports" is
turned off. It is a preferred setting that we encourage (particularly users of large data files) to have
turned on. In this Benchmark, you will ensure that your setting is selected as being on.

From the pull down menu bar, select Setup and then Preferences

2 MY 0B Accounting - [Command Centre]

mEiIe Edit Command Centres | Setup  Beports Window  Help

Eazy Setup dssiztant
G5T Transitional &ssistant

Balances k
Linked &ccounts

FEreferences

Compary Information
Buzinezs Calendar

Comments & Tax Code List
Ship Methodz

Load Paproll Tax Tables
General Payroll Information

1
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This will take you to the Preferences window. Select the Reports & Forms tab at the top of the
screen. Ensure that there is a tick in the box on the left of "Always Display Filters Before Printing
Reports".

¥ MY OB Accounting - [Preferences]

m File Edit Command Cel gl otz Window Help
- Reports :
Syztem ] Wln‘ows & Forms Cheguebook M Salez M Purchazes ] Securjty

Aging:  Use Daily Agin jods [Syst ]

& Use Monthly Aging Perinds [Systern-wide] Identify by
W Include Currency Symbols in Reparts

v Logludads: s ehegues, Invoices, etc.)

W iilwaps Display Filters Before Printing Reparts:

on Paycheque Stubs [Spstem-wide]

Benchmark 1 - Command Chain:

[ Setup // Preferences // Reports & Forms // Always Display Filters Before Printing Reports // OK]
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Data Integrity Checking Process

Benchmark 2
Confirm the Current End of Financial Year Date

This Benchmark will allow you to confirm the current financial year-end date of your data file.
From the pull down menu bar, click Setup and then Company Information.

& MYOB Accounting - [Command Centre]
ﬂ File Edit Command Centres ’E Reports  Window Help
Easy Setup Assistant

G5T Transitional Assistant

/ |

4. D Balances 3 3

& 3
= e ’ x

Preferences

Business Calendar
Tax Code List

Load Payroll Tax Tables
seneral Payroll Information

Payrol
Categaries

This will bring you to the Company Information window where you can view the "Current
Financial Year" the "Last Month in Financial Year" ficlds.

CLEARWATER

Regigtration Murmber:

Company Mame: |Elearwater Phy. Lid.
Addresz: |25 Spring Street

Blackburm
WIC 3130

Phone Mumber:

ABM. or T.EM.:
A.CM.
Sales Tas Mumber:

12 345678 912

ABMN Branch: |12345

456 733 300

234 567 830

Current Financial Year:
|_azt Month in Financial vear:

Accounting Periods per vear

2001
June

Ly 2000
Twelve

Banklnfo | BAS Info

Click the OK button to return to the main Command Centre.

-

"J

N
t-'{’/" » Benchmark 2 Command Chain:

[ Setup // Company Information // note year // note Last Month // QK ]
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Benchmark 3
Reconcile Bank Account(s)

It is assumed that you reconcile each account that you have with all financial institutions, and that
you do so on a regular and often basis (eg daily - if you are "on-line", or at least weekly).

Therefore, in this Benchmark we will be confirming that each account reconciliation is "in integrity"
with the appropriate financial institution's statement of account (bank statement) as at the close of
the period (eg monthly, quarterly and annually).

This process is to be followed each period for all business accounts, including loan accounts, FDA
accounts, investment accounts, overdraft accounts, savings accounts, credit union accounts, cheque
accounts, plastic card accounts (eg Visa, MasterCard, Amex, Diners), and what-ever other account
you could muster up with any other financial institution.

You will need to have a copy of the Statement of Account for each account that you have, as at the
close of the period under review. You won't need the statements for the whole duration of the period
- only as at the end of the period. This is what we're going to be confirming your reconciliation
against, and we expect that this will be a very fast and simple process.

So, let's get started with the first account, remembering that you are going to repeat this process for
each and every account each time you do a data file integrity check.

From the pull down menu bar, click Reports and then Index to Reports.

ve MY OB Accounting - [Command Centre] i@: E E
L Fl= Edt Command Cenfres Setup | Reports  Window Help

Cleanmater Pry. Ltd.

Purchazes

Billirg
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- SP1:2420 Data Integrity Checking Process

This will bring you to the Index to Reports window. Click on the Chequebook tab. Select
Reconciliation Report, and then click the Display button.

4 MYDB Accounting - [Index To Reports]
ﬂ Fil= Edit Command Centres  Setup Beports Window  Help

General Eheque-] GST/ ] ] Time ] H I Italdw I
Lecger I book S alos Tax Salex iling Purchazes Prayroll Inwentom File Cusztom

Pravides a reconciliation surmmary and a list of the uncleared chegues and deposits.

Comma

Bank Deposit Slip Chequebook,
Cazh Dizburzements Journal Chequebook,
Cash Flow Analyziz Chequebook.
Cazh Receiptz Joumal Chequebook,
Chequebook. Reqister Chequebook.

g eI T T Chequebook
) Elaly - Chequebonk,
Chequebook,

Recuring Depozits Chequebook

Tao Do Ligt [Recuring Transactions] Chequebook,

Filters i Farmat

Presz F1 to get help.

This will take you to the Report Filters window.
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"ﬁ SP1:2420 Data Integrity Checking Process

In the Reports Filter click the Selected radio button, and then in the From: and To: fields enter the
Account number that you are choosing to report on at this time. In the "Date of Bank Statement"
field type in the date for which you are doing this integrity check (eg 30/6/00 in this example).

i Report Filters

Al Accounts

ate of B ank Statement: 30642000

Cancel ok >

Click OK to continue. The progress meter will allow you to monitor how long to complete the
report generation.

il Report Status

R econciliation Feport

Building Repaort

This will bring you to the Screen Report window and will show the Bank Reconciliation Report for
your chosen account and date. Scroll down towards the bottom to see the actual "Reconciliation"
summary.
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MYYOB Accounting - [Screen Reports]
[l File Edit Command Centrez Setup Beports  Window Help

Clearwater Pty. Ltd.
25 Spring Street

Blackbum
Wit 37130
This is the account
and the date you are .
verifying. Reconciliation Report
Page 1
2:07:03 pm
D& Date Payee Deposit Withdrawal

Chegue Account:  1-1100  General Checue Account
Date of Bank Statement: F1M0rz000

Reconciled Chegues

This is the account balance
Recaonciliation that you will see on the

Balance Sheet.
mﬂ Balance on 3141 0/2000: §10,469.82 T+'s called the "Cash Book"

Add: Outstanding Cheques: §7,001.81 balance.
Subtotal: £17,471.63 _l
Deduct: Outstanding Deposits: $2,007.71

@acted Balance on Statement; §15463.92 %

This is the account balance
that you would expect to see
on the Bank Statement.
Please ensure that it is
correct.

Fressz F1 to get help. Cleanwutr. dat

To print the report to paper, click on the Print button on the bottom left corner of the screen.
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- SPI:2420 Data Integrity Checking Process

You will be presented with the Windows Print manager. Select your chosen printer and then click
the OK button to print.

Print H
Printer: Canon Bubble-Jet BJ-200 on LPT1:

— Print range Cancel |
= Al Setup... |
£ Selection
) Bages

Erom: | | ot | |

Print guality: |3EI] dpi j Copies: Ijl

I¥| Collate copies

The report will generate.

4 Repornt Status

R econciliation Repaort

Frinting Page 1

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once it's printed, confirm the "Expected Balance on Statement" with the balance on the Bank
Statement. Then, file this printed report in your Data File Integrity Check folder, together with a
photocopy of that page of the associated bank statement as substantiation of the accuracy.

':‘/‘ ¥ Benchmark 3 - Command Chain:

[ Reports // Index to Reports // Chequebook // Reconciliation Report // Display // Selected // From
Date // To Date // Date of Bank Statement // OK // Print / OK // Close // Close |
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Data Integrity Checking Process

Benchmark 4
Reconcile Receivables (Debtors)

Here you need to make sure the balance of your outstanding customers' accounts (Receivables or
Debtors) equals the balance of the Linked Receivables account in your Balance Sheet (Receivables
Control Account). You can use the Receivables Reconciliation (Summary) report to quickly check
that this reconciles.

From the pull down menu bar, click on Reports then select Index to Reports.

v MY OB Accounting - [Command CentreE|EIEN B [I[EEl[=]]
m File Edit Command Centres Setup | Reports Window Help

Report Batches

e,
ime
Billing

Purchases

Chart of
Accounts

ﬂ':

Click on the Sales tab at the top of the window and select Receivables Reconciliation (Summary)
then click on the Display button.

& MYDB Accounting - [Index To Reports]

E] e Edit Command Centres eports  Window Help
][ ” Sales Lime: [Pulchases ” Payrall ” Irentan ] Card [Custom
s illing g g File o
a selecte

| List of receivables as

GST/
Sales Ta;

General
Ledger

Cheque-
book

date presented in surmmary [one line per custamer] format.

Sales & Receivables
Sales & Receivables

Aged Receivables [Summarny]
Aged RBeceivables [Detail]
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Analpze Sales [ltem]
Analpze 5ales [Activity]

Analpze Sales [Customer]

Cusztarner Payment Histary

|rvaice [nguire
Hece

Recurring Sales

= Shlec o
Sales [Customer Summary]
Sales [Customer Detail]

ustomer Reimburzable Expenses

{ece ation [Summary]
Receivables Feconciliation

Analgze 5ales [ltem - Fr' Comparizon]
Analpze Sales [Item Spreadshest]

Analpse Sales [Activity - FY Comparizan]
Analpze Sales [Activity Spreadsheet]

Analpse Sales [Customer - FY Comparizan]
Analpse Sales [Customer Spreadsheet]
Analpze Sales [S alespersan]

Analyse Sales [Salesperson - FY Comparison]
Analpse Sales [S alespersan Spreadshest]

[Detsil]

Sales & Receivables
Sales & Receivables
Sales & Recsivables
Sales & Receivables
Sales & Receivables
Sales & Recsivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Feceivables
5 ales bles
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Receivables
Sales & Feceipgse

s o0, ‘@ & ( ows |
< =
Erint Disk Filters Design Format Excel
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~ SPI:2420 Data Integrity Checking Process

You will be at the Report Filters window. Select All Customers and enter the appropriate date (eg
30/6/2000).

"Report Filters X

[ Include $0.00 Balances

Caeel |

Click OK and the report will generate.

4 Repornt Status

R eceivables Beconciliation [Summany]

Building Report
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. SP1:2420 Data Integrity Checking Process

You will now be at the Screen Reports window.

The Out of Balance Amount MUST equal $0.00.

MYDB Accounting - [Screen Reports] -
File Edit Command Centres Setup Reports  Window Help -
Receivables Reconciliation
30/05/2001 Page 1
7:22:08 PM
Name Total Due Jun May Apr Pre-Apr
A-7 Stationery Supplies §184.83 f0.00 §0.00 §0.00 §184.83
Chelsea Mosset §$24,876.00 §1,430.39 §0.00 §0.00 §23,445.61
Footloose Dance Studio §17,254.10 $0.00 57342 §0.00 §16,680.68
Island WWay Motel §4,250.00 $0.00 §0.00 §0.00 $4,250.00
Leisure Landscape Mursery $11,182.64 $0.00 $0.00 $4,780.78 $6,401.26
My Town Realty §16,126.72 §1,886.68 §1,785.27 §0.00 £11,464.77
The Motor Company §17,584.66 $0.00 §TAT1AT §272.67 §10,140.82
Total: $91,458.95 §3,317.07 $9,529.86 $5,053.45 §73,558.57
Aging Percent: 3.6% 10.4% 5.8% 50.4%
Receivables Account: §91,458.95
Out of Balance Amount: §0.00
4 | >|
@ | Close I
Excel Save fiz I

Click the Print button and print the report to paper.

You will be presented with the Windows Print manager. Select your chosen printer and then click
the OK button to print.

Print

Printer: Canon Bubble-Jet BJ-200 on LPT1:

— Print range Cancel |
v Al Setup.__ |
! Selection
) Bages

Erom: | | ot | |

Pnnt guality: IEEl] dm j Copies: Ijl

I¥| Collate copies
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The report will generate.

il Report Status

Feceivables Reconciliation [Summar]

Building Repaort

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once it's printed, confirm the "Out of Balance Amount" equals $0.00 (zero).

Then, file this printed report in your Data File Integrity Check folder as substantiation of the
accuracy of this Benchmark.

X
::-(/"% Benchmark 4 - Command Chain:
L )

[ Reports // Index to Reports // Sales // Receivables Reconciliation (Summary) // Display // All
Customers // Enter date // OK // Print // OK // Close // Close |
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Benchmark 5
Reconcile Payables (Creditors)

Here you need to make sure the balance of your outstanding suppliers' accounts (Payables or
Creditors) equals the balance of the Linked Payables account in your Balance Sheet (Payables
Control Account). You can use the Payables Reconciliation (Summary) report to quickly check that
this reconciles.

From the pull down menu bar, click on Reports then select Index to Reports.

U MYOB Accounting - [Command Centre G| EIE B [EEIEEE

[E Ble Edit Command Centres Setup Reports Window Help

Purchases

Report Batches

e,
ime
Billing

_ Chart of
&': ECCDUntS

Click on the Purchases tab at the top of the window and select Payables Reconciliation
(Summary) then click on the Display button.

M UD HUCLUUNUNY - LINUERE 1 U NEPUILE]

Inwentary M Eard H Cusztam

General || Chegque- G5/ |
Ledger book Sales Tax

A N y 4
| List of papables az of a selected dateWe line per wendor) format.

Aged Pa}lables [Surmnmary] Purchases & Payables ;I
Aged Payablzs [Detail] Purchases & Payables _|
Analyze Purchazes [Item S preadshest] Purchases & Papables

Purchases & Papables
FPurchases & Papables
Purchases [ F'ayables

Anal_l,lse Purchases Nendor]

F'urc:hases & F'ayables
E Purchases & Papables
Purchase Urder Tnguirg Purchases & Papables

FPurchases & Payables Journal Purchases & Papables
Purchases [Wendor Summary] Purchases & Papables
Purchases [Wendor Detail] Purchases & Papables
Purchases [Itern Summary] Purchases & Papables
FPurchases [Item Detail] Purchases & Payables
Recurring Purchaze Orders Purchases & Papables
To Do Lizt [Payables] Purchases & Papables
To Do Ligt [Recuring Purchases] FPurchases & Papables
Ta Da List [Expiring Discounts] Purchases & Payables
Wendor Payment History Purchases & Papables

Wendor Payments Purchases & Papables

Dizplay )y
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"ﬁ SP1:2420 Data Integrity Checking Process

You will be at the Report Filters window. Select All Vendors and enter the appropriate date (eg
30/6/2000).

i Report Filters

Papables Beconciliation [Surmmary]

o AllWendors

(" Selected: | [dentifiers: |

Aging kethod; te Mumber of Days Since P.0O. Date w|

Payables &z OF | 30/6/2000

[ drchude $0.00 B alances

Cancel ok

Click OK and the report will generate.

il Report Status

Payables Reconciliation [Summar]

Building Repaort

ID: SPI1-2420 v1.6.1.doc

Nationwide Training Australia Network Page 16 of 39

© Copyright 2000.  This document is confidential and is the property of Aaledo Pty Ltd. It cannot be used, disclosed, or duplicated without prior written consent of Aaledo
Pty Ltd. This is an unpublished work protected by Australian Copyright Law and no unauthorised copying, adaptation, distribution or display is permitted.



~ SPI:2420 Data Integrity Checking Process

You will now be at the Screen Reports window.

The Out of Balance Amount MUST equal $0.00.

| MYOB Accounting - [Screen Reports]

l File Edit Command Centres Setup Reports  Window  Help

LII

BIECR O
VIC 3130
Payables Reconciliation | |
30/06/2000

30105:2001 Page 1

8:02:26 PM

Hame Total Due Jun May Apr Pre-Apr
Clear & Bright Filters $1,442.62 $0.00 $0.00 $0.00 $1,442.62
Curbys Super Stands $3678.68 fo.00 f0.00 $0.00 $3,678.68
Huston & Huston Packaging $1,695.00 $0.00 $0.00 $0.00 $1,695.00
Mountain Spring $2,743.08 $0.00 $0.00 $0.00 $2,743.08
Outreach Real Estate §1,995.87 §0.00 §0.00 §0.00 $1,995.87
Underwater Springs Pty Lid $12,140.15 $0.00 $0.00 $0.00 $12,140.15
Total: $23,695.40 $0.00 $0.00 $0.00 $23,695.40
Aging Percent: 0.0% 0.0% 0.0% 100.0%
Payables Account: $23,695.40
CQutofBalance Amount: $0.00
-
3
I Elase ]
Design Format Excel Seregs I

Click the Print button and print the report to paper.

You will be presented with the Windows Print manager. Select your chosen printer and then click
the OK button to print.

Print H
Printer: Canon Bubble-Jet BJ-200 on LPT1:

Cancel

— Print range |
v Al Setup.__ |

! Selection

) Bages

Erom: | | ot | |

Pnnt guality: IEEl] dm j Copies: Ijl

I¥| Collate copies
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The report will generate.

il Report Status

Payables Reconciliation [Summar]

Building Repaort

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once it's printed, confirm the "Out of Balance Amount" equals $0.00 (zero).

Then, file this printed report in your Data File Integrity Check folder as substantiation of the
accuracy of this Benchmark.

\ A
::-(/'% Benchmark 5 - Command Chain:
L ]

[ Reports // Index to Reports // Purchases // Payables Reconciliation (Summary) // Display // All
Vendors // Enter date // QK // Print // OK // Close // Close |
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. SP1:2420 Data Integrity Checking Process

Benchmark 6
Reconcile Perpetual Inventory (Stock)

If you are using MYOB to track your inventory quantities and values and manage your Inventory
(when "I Inventory" is checked in Items Details), then you need to attend to this Benchmark. If
not, go to Benchmark 7.

Inventory in MYOB is recorded "live and in real time'". This makes it VERY DIFFERENT to the
Bank, Receivables and Payables Reconciliations that you have worked with to-date in this SPI. You
need to be very alert to when you action this Benchmark. You must be the only user logged in.

The "Close-off" Process

This Benchmark MUST be performed AFTER you have confirmed that all transactions affecting
inventory (ic Item Sales and Item Purchases, Adjustments etc) have been entered into your data
file for this period currently being reconciled.

This Benchmark MUST be performed BEFORE any transactions that affect inventory (ie Item

Sales and Item Purchases, Adjustments etc) are entered into your data file for the next period -
unlike Bank, Receivables and Payables! There must be a clean "close-off" point in time.

The "Backup' Process

To be safe (as insurance) we strongly recommend you do a backup of your data file. Do this as at
the "close off" of your reporting period.

Please follow our Standard Procedure Instruction "Backup and Restore Process" SP1:2510 and
make name conversions as listed in this table:-

Name When you come across this Replace it with this
Conversion Table in SPI:2510 ... for this SPI (SP1:2420) ...
Backup File Name eg 1-mon.zip stck0106.zip
Backup Folder Name C:\MYOB10\backup C:\MYOB10\MYOBarch
Restore File Name deleteme.dat stck0106.dat
Restore Folder Name C:\MYOB10\backup C:\MYOB10\MYOBarch

Having now backed-up, the easiest way to reconcile is by comparing the total value of an Items List
(Summary) report with the total of your Linked Inventory accounts in the Chart of Accounts.

This reconciliation comparison MUST be performed as at the close-off time.
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- SP1:2420 Data Integrity Checking Process

The "Inventory Reconciliation Comparison' Process

Step 1 - The Items List (Summary)

This report must be generated as at the close off period end date (eg as at 30" June 2000).

From the pull down menu bar click on Reports and select Index to Reports.

it MY OB Accounting - [Command Centre]

o1 Go

mEile Edit Command Centres  Setup | Beports Window  Help

Index to Reports  Chrl+l

Report Batches

._/ 3

S, 2
General Cheque-
Y odita: bl Sales

=l
inme
Billing

Purchass

You will be presented with the "Index to Reports" window. Click on the Inyentory tab at the top of

the screen, and then select the Items List (Summary) Report.

mEile Edit Command Centres Setup Beports Window  Help

General || Chegque- GST/ Time d
Latom bank Sales Tax Sales Billing Purchases Payrall Inventory Fi Cusztom
Digplays pour items, including the primary wendor, units on hand, tatal value of iteMd the curent

zelling price aof the item.

[REE]

Analyze Inventomy [Summary]

Analyze nventory [Detail]
Auto-BEuild

Inventory Count Sheet
Ty Journa

Itern S ales History [Officelin®
Itermnz List [5ummary
gz Lizt [Detail]
Frice Ana
Price List
Ta Do List [Stock Alert]

Command Centre
Inventon -
Inventong
Inventonm
Inventong
Inventom
Inventonm
Irventorny
Inventonm
Irventom
Inventonm
Irventan

Il |
m] Display
= =
Prit Dizk, Filters Diesign Farrmat Enicel Close
Click the Display button to continue.
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~ SPI:2420 Data Integrity Checking Process

You will be presented with the "Report Filters" window. Select All Vendors, then All Items, then
with your mouse, select Inventoried in the Item Action field, and then select Include Inactive
Items.

¥ Beport Filters

o+ A|lVendars

Iterm &ction:

€ Sort by Mame

Dizplay Sell Price: |4z Recorded-w

[ Include Zero Quantities < [+ Include Inactive ltems >

—

e
Cancel | < Ok
= ——

Click the OK button to generate the report.

il Report Status

[temsz Lizt [Summany]

Building Repaort
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- SP1:2420 Data Integrity Checking Process

You will now be at the "Screen Reports" window. Scroll to the bottom of the report and note the
Grand Total.

& MYDB Accounting - [Screen Reports]
H File Edit Command Centrez  Setup Beportz  Window  Help

Tes

Clear & Bright Filters 12 §282.00 F§23.50
20 Litres Morth Spring

nderwater Springs Py Ltd a0 §1,192 96 F14912
20 Litres South Spring

hountain Spring a3 F830.31 F15. 6662

20 Litres Clear Carhan
20 $420.90 §21.045
20 Litres Qrange Carhon

mountain Spring 26 $397.90 $15.2038
12 Litres Morth Spring

mMountain Spring 93 517264 §1.8563
12 Litres Clear Carhan

45 51,125.04 F11.8425

12 Litres Qrange Carhon

mountain Spring a3 $1,035.78 F12.47493
Fine Stand

Curbys Super Stands 18 §575.35 $31.59639
Steel Stand

Curbys Super Stands L L% Wiriel §52.4711

@utal: $4?,E?ED

Now, click the Print button to print this report to paper. You will be presented with the Windows
Print manager. Select your chosen printer and then click the OK button to print.

Print H
Printer: Canon Bubble-Jet BJ-200 on LPT1:
— Print range Cancel |
v Al Setup.__ |
! Selection
) Bages
Erom: | | ot | |

Pnnt guality: IEEl] dm j Copies: Ijl

I¥| Collate copies
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. SP1:2420 Data Integrity Checking Process

The report will generate.

il Report Status

[temsz Lizt [Summany]

Building Repaort

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once it's printed, note the "Grand Total". This total must reconcile with the Balance Sheet total of
the Inventory Linked Account(s).

Then, file this printed report in your Data File Integrity Check folder as substantiation of the
accuracy of this Benchmark.

- HH___;*’{%
:‘-?‘% Benchmark 6 - Step 1 - Command Chain:
L J

[ Reports // Index to Reports // Inventory // Items List (Summary) // Display // All Vendors // All
Items // Item Action = Inventoried // Include Inactive Items // OK // Print // select printer // OK //
Close // Close ]
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- SP1:2420 Data Integrity Checking Process

The "Inventory Reconciliation Comparison' Process

Step 2 - The Balance Sheet

In this example we will generate and print a Balance Sheet as at the close off period end date (eg as
at 30™June2000).

From the pull down menu bar click on Reports and select Index to Reports.

it MY OB Accounting - [Command Centre]
m File Edit Command Centres  Setup | Beportz Window  Help

o1 Go

A ﬁ
General Cheque-
Ledger book,

You will be presented with the "Index to Reports" window. Click on the General Ledger tab at the
top of the screen, and then select the Balance Sheet Report.

i MYDB Accounting - [Index To Reports]
lz Edit Command Centres Setup Beports  Window  Help

General | Noeque- || GST/ | | Time H H ] ]Eardw I
Ledger look ]SalesTax Sales Billing Purchazes Paproll Inwentony Fie Cusgtom

Command Centre

General Ledger

General Ledger

eneral Ledger
Ex o General Ledger
Balance Sheet [Budget Spreadzhest] General Ledger
Balance Sheet [Last vear Analysis) General Ledger
Balance Sheet [Budget Analyziz] General Ledger
Chart of Accounts [Summary] General Ledger
Chart of Accounts [Detail] General Ledger
General Journal General Ledger
General Ledger [Summary] General Ledager
General Ledaer [Detail] General Ledaer
Job Activity [Summary] General Ledoer
Job Activity [Detail] General Ledger
Job Budget Higtory [Officelink] General Ledger
Job Histary [Dfficelink] General Ledger
Job Inguine General Ledger
Job Profit & Lozs General Ledger
Job Reimburzable Expenzes General Ledger
Jobsz [Budget Analysis) General Ledger
Jobs List General Ledger
Profit & Losz General Ledger
Profit & Loss [Spreadsheet] General Ledger
Profit & Loss [Budget Spreadshest] General Ledgsg

@ Display

Click the Display button to continue.
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"ﬁ SP1:2420 Data Integrity Checking Process

You will be presented with the "Report Filters" window. Select Include Account Numbers, then
with your mouse select Report Level 4, then select the appropriate year (eg This Year (FYxXx)),
and then with your mouse select the Month Name in the selection bar.

i Report Filters

@ude ﬂccuunt@ @ Lewvel: >

" Last Year [Fy' 00) " Mext tear [Fy' 02)

&z OF | 304642001

|Ju||.ﬁ.ug|Sep|Dct|Nw|Dec|Jan|Feb|h-1.ar|.-’-‘-.pr||‘6_l,l->

[ Include $0.00 Balances [ Rounding [ Separate Pages

Cancel ok

Click the OK button to generate the report.

il Report Status

Balance Sheet

Building Repaort
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- SP1:2420 Data Integrity Checking Process

You will now be at the "Screen Reports" window. Scroll to and note the Inventory Account
balance (eg Account No 1-1400).

& MYDB Accounting - [Screen Reports]
H Fil= Edit Command Centrez Setup Beports Window Help

Clearwater Pty. Ltd.

25 Spring Street
Blackbun
VI 3130

Balance Sheet

June 2001

3672001
8:24:35 pm

1-0000 Assets
1-1000  Current Azssets
1-1100 General Chegue Account §41 669,90
1-1200  Petty Cash $100.00
-13001 Trafo Cgbtos T A0 Q2F 30
[ -1400  Inventory F47 BET.AT
=144 ETECTTOTE T T gliJel al Jale R
1-2000  Mon-Current Assets
1-2100 Furniture & Fittings
1-2110 F &F - atcost $24,000.00
1-2120 F &F - Acc. Depn. -§8,000.00
1-2200  Plant & Equipment

{ a0fy | Ol

=
5 —
- aEs
Print Filters Deszign Farmnat Excel
Presz F1 to get help. I Clearyatr. dat

Now, click the Print button to print this report to paper. You will be presented with the Windows
Print manager. Select your chosen printer and then click the OK button to print.

Print H
Printer: Canon Bubble-Jet BJ-200 on LPT1:

o All

— Print range Cancel |
Setup... |
) Selection
! Pages
Erom: | | ot | |

Print guality: |3EI] dpi j Copies: Ijl

I¥| Collate copies
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. SP1:2420 Data Integrity Checking Process

The report will generate.

il Report Status

Balance Sheet

Building Repaort

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once it's printed, note the "Inventory" linked account(s) balance. This total must reconcile with the
Items List (Summary) Grand Total.

Then, file this printed report in your Data File Integrity Check folder as substantiation of the
accuracy of this Benchmark.

- HH___;*’{%
:‘-?‘% Benchmark 6 - Step 2 - Command Chain:
L J

[ Reports // Index to Reports // General Ledger // Balance Sheet // Display // Include Account
Numbers // Report Level 4 / This Year // month (June) // QK // Print // select printer // OK //
Close // Close ]
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- SPI:2420 Data Integrity Checking Process

Benchmark 7
Reconcile Clearing and Contra Accounts

You may have Clearing Accounts and/or Contra Accounts that are set up in your Chart of Accounts.
They would normally be either Liability (2-xxxx) accounts or Asset (1-xxxx) accounts. Each of
these accounts need to be reconciled to $0.00 (zero).

This doesn't mean that they have to show a closing balance of $0.00 (zero). What it does mean is
that the closing balance of an account of this type must be able to be "seen" to be accounted for, and
will become $0.00 (zero) when the "clearing" payment is made (normally during the next month).

Often, like in the case of Superannuation Clearing, you will accrue a liability in August, yet you
actually pay for it in September. Therefore at the end of August there is a balance, which if you were
to include the September payment as an August dated transaction, then the balance would be $0.00
(zero).

The best place to do this reconciliation process is from an Account Inquiry Screen and in the
following example we'll use the Superannuation Clearing account to get the idea.

From the main Command Centre, in the Analyst's area, click on the Inquiry Register (a short cut
Hot Key that we learn is [Crtl+Y] from anywhere in the system).

— ———p
Iheentony Card File
To Do List

% Recuring Trans. . |v|

nquiry Beqister

sz Payroll Category | vl

|
Reports

L_j Payroll | vl

& Paymll

ID: SPI1-2420 v1.6.1.doc

Nationwide Training Australia Network Page 28 of 39

© Copyright 2000.  This document is confidential and is the property of Aaledo Pty Ltd. It cannot be used, disclosed, or duplicated without prior written consent of Aaledo
Pty Ltd. This is an unpublished work protected by Australian Copyright Law and no unauthorised copying, adaptation, distribution or display is permitted.



¥ SPI:2420

Data Integrity Checking Process

This will take you to the Inquiry Register. Select the Accounts tab at the top left corner of the
screen, Search By: Account and enter your Chart of Accounts "Account Code" in the Search By:
Account field (eg 2-1430 Superannuation Payable). Ensure that your chosen dates are for the total
period under review (eg Dated From: 1/7/2000 To: 30/6/2001).

i MYDB Accounting - [Inquiry Register]
H File Edit Command Centres Set

up  Beports Window  Help

! Payroll Categony

(] : B | S o—

By [Account w| = [21430

: [1/7/2000

3 CD 3/7/2000
100343 CD 7/7/2000
100344 CD 7/7/2000
a CD 17472000
9 CD 174742000
10 CD 174742000
11 CD 174742000
18 CD &/8/2000
100360 CD 7/3/2000

CD 7/3/2000
CD 19/8/2000
CD 134342000
Rl 15/8/2000

Beginning Balance
would have been
reconciled to
$0.00 at the end
of last year. To
check, add Total
Credits to it and
the sum of them
will be the Total
Debits

2-1420
2-1430
21430
2-1430
2-1430
2-1420
2-1430
21430
2-1430
2-1430
2-1420
2-1430
21430
21430
2-1430

Ta: |30/6/2001

@ Superannuation Payable

ok Debit Credit

Sue Smith $42.00
Avisnne Ing $975.00
Drly Superninuation Fu $1.475.00
tary Jones $37.80
Alan Long $175.00
Peter Parker $37.80
Sue Smith $15.75
Sue Smith $33.60
Avienne $250.60
Oily $57.75
Alan Long $175.00
Sue Smith $42.00
b ary Jones $46.20
Peter Parker $40.32
tary Jones $33.60
Peter Parker $33.60
Sue Smith $42.00
Avisnne $261.52

$75.60

$21.00

Q Advanced... |

Met Change
$2.450.00

Ending Balance is
$0.00 at the end
of this year. This
is not always the
case, as you may
not pay the
Superannuation
Fund until early in
July (which is in
"next year").

When you have finished repeating this process for all clearing and contra accounts, click on the

Close button to return to the main Command Centre.

Remember that the 6-9999 "I don't know where to put this'" account is also a Clearing account.
Its whole purpose is to "store" transactions that you "don't know" to which account you should
allocate them. In the first instance, if there are any transactions "temporarily resident" in this
account that you are unsure how to deal with, consult with your chosen Nationwide Training
Australia Network consulting Coach. Wherever your Coach can, they will guide you. Make this
your first "port of call" for assistance. There will most likely be some queries that you will need to
ask your external accountant. You Coach will give you this direction, and after a short time, you
will find that you are "beginning to think more like your accountant" in these more difficult

allocations. ©
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. SP1:2420 Data Integrity Checking Process

Benchmark 8
Review your Chart of Accounts (Detail)

This is a lengthy, yet very rewarding process. You will need to follow this process for every account
in your Chart of Accounts, except for the types of accounts in the following list:-

Financial Institution (Bank) accounts
Receivables Control Account
Payables Control Account

Inventory Linked account(s)
Clearing and Contra accounts

DN AW N ==

Excluding accounts that fall into the above categories, you would begin this process with the Asset
(1-xxxx) accounts, moving through the Liability (2-xxxx) accounts and then, the Equity (3-xxxx)
accounts. Then you would continue with the Income (4-xxxx) accounts, moving through the Cost
of Sales (5-xxxx) accounts, the Expense (6-xxxx) accounts and then the Other Income (8-xxxx)
accounts and the Other Expenses (9-xxxX) accounts.

The best and easiest place to perform this reconciliation process is in an Account Inquiry Screen. In
the following example we'll use the Office Rental (6-6500) account to get the idea of what to do
and how to "think" about each account.

From the main Command Centre, in the Analyst's area, click on the Inquiry Register (a short cut
Hot Key that we learn is [Crtl+Y] from anywhere in the system).

— ———p
Iheentony Card File
To Do List

% Recuring Trans. . |v|

nquiry Beqister

sz Payroll Category | vl

& Paymll

Reports

L_j Payroll | vl
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Data Integrity Checking Process

This will take you to the Inquiry Register. Select the Accounts tab at the top left corner of the
screen, Search By: Account and enter your Chart of Accounts "Account Code" in the Search By:
Account field (eg 6-6500 Office Rental). Ensure that your chosen dates are for the total period

under review (eg Dated From: 1/7/2000 To: 30/6/2001).

Account | m!

& MYDB Accounting - [Inquiry Register]
ﬂ File Edit Command Centrez Setup  Beports Window  Help

L= L= =

-

The Beginning Balance in a

By [&ccount | = [5-5500

onm; | 14772000
| —

To: |30/6/2001

$217.35

The transactions for the period would
represent what you know has happened in
"real life".

example: Office Rent

Period = 12 months, therefore you would
expect 12 x's the monthly rent to be

Go count from July to June. Ensure that

If they aren't there, go find where the
missing ones have been mis-allocated and
re-allocate them correctly. Don't leave
an account until you are sure that it is a
true and accurate representation of

No-one else would know as much about
what happened in your business than you

Balance Sheet account 254742000 .
would be the same as the [3] D 23/8/2000  E-6500 3217.35 | included - not 11 and not 13!
closina balance on the al  ©D /92000 G500 $217.35

ng 4\ CD 25/10/2000  GES00  Outreach Fie $217.35
previous Balance Sheet. 1| CD 25/11/2000 6500 Oubieach Rie $217.35 hev're all th
The Beginning Balance ina |3} CD 2412/2000 66500  Outreach Real Estate s217.35 | They're all there.

. 4| CD 24/1/2001  GES00  Outreach Fieal Estate $217.35
Profit & Loss account 70| CD 2322001 EES00 Outieach Fieal Estate $217.35
would be $0.00 at the 8| ©CD 2532001 BES00 Oubreach Real Estate $217.%5
start of a financial year, 9 CD 24/4/2001 B-6500  Outreach Feal Estate $217.35

. . 0| CD 25/5/2001 GE500  Outieach Fieal Estate $217.35
or at another point during B e 56500 Outrcach Feal Estate $217.35
the year, the same as the
balance on the previous o .
Profit & Loss Statement. what happened in “real life".
¢ - the owner!
I —
Beginning Balance Total Debitz Total Creditz MHet Chang Ending Balance
$0.00 $2,608.20 $0.00 $2,608.20 $2,608.20
7 s =

Our goal in this exercise is to
ensure that the Ending
Balance is true and correct.

When you have finished repeating this process for all appropriate accounts, click on the Close
button to return to the main Command Centre.
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- SPI:2420 Data Integrity Checking Process

Benchmark 9
Review your Formal Reports

In this Benchmark you'll print a Balance Sheet report and Profit & Loss Statement report, at
Level 4 and you will look for any obvious errors.

We'll use the Profit and Loss Statement in this example.

Once you've completed the Profit and Loss Statement, using this as an example, please follow the
same process and do it again, this time using, printing and "looking at" the Balance Sheet.

Example ...

From the pull down menu bar, click on Reports and then select Index to Reports.

it MY OB Accounting - [Command Centre]
m File Edit Command Centres  Setup | Beportz Window  Help
Index to Reports  Chrl+l
Report Batches

g

<

= i = e 2 ‘:..
General Cheque- ime i
Ledger boak Billing Purchazd
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- SP1:2420 Data Integrity Checking Process

You will be presented with the "Index to Reports" window. Click on the General Ledger tab at the
top of the screen, and then select the Profit & Loss Report.

& MYDB Accounting - [Index To Reports]
i LCommand Centres - Setup Beportz Window  Help

SaL?eSsT'IiJa:-: ]Sa_les] %H::% I Purchazes ] Pagrall I | nwentarny ]l‘;ei:;d ] Custarn

Fort of your incame, cost of sales, expenze, other income, and other expensze accounts for the selected
period(z].

Mame Command Centre

Account Higtory [Officelink] General Ledger
Account lnguiry General Ledger
Balance Shest General Ledger
Balance Sheet [Spreadshest] General Ledger
Balance Sheet [Budget Spreadzheet] General Ledger
Balance Sheet [Lazt vear Analysis] General Ledger
Balance Sheet [Budgst Analysiz] General Ledger
Chart of Accounts [Summary] General Ledger
Chart of Accounts [Detail] General Ledger
General Journal General Ledger
General Ledaer [Sumrmarn] General Ledger
General Ledger [Detail] General Ledger
Job Activiby [Summary] General Ledger
Job Activity [Detail] General Ledger
Jah Budaet Histary [Officelink] General Ledger
Job Hiztary [Officelink)] General Ledger
Job [nguing General Ledger
Job Profit & Loss General Ledger
Job Reimbursable Expenses General Ledger

il P —" General Ledger

General Ledger

Profit & General Ledger
NS ks General Ledger
Frofit # Logz [Budget Spreadshest] General Ledger

Click the Display button to continue.
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"ﬁ SP1:2420 Data Integrity Checking Process

You will be presented with the "Report Filters" window. Select Include Account Numbers, then
with your mouse select Report Level 4, then select the appropriate year (eg This Year (FYxXx)),
and then with your mouse select the Month Names in the selection bar, and finally, select Include
$0.00 Balances.

i Report Filters

Prafit #

@ude ﬂccuunt@ @ Lewvel: >

" Last Year [Fy' 00) < * Thiz Year [Fr' 01) > " Mext tear [Fy' 02)

Dated From: | [EEEesi] To: | 30/6/2001

v Include $0.00 Balances [ Rounding [ Separate Pages

Click the OK button to generate the report.

il Report Status

Frofit & Logz

Building Repaort

You will now be at the "Screen Reports" window. See the example on the next page.

Interestingly, there are "thought notes" on this page, just to let you know how one may "think" as
one "goes through" each account. One will certainly be using "local" knowledge.
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Data Integrity Checking Process

Profit & Loss Statement

117 0 thro 6/2001

4-0000 Incarme
4-1000 Sales Income

4-1100 Sales - Spring Water $35,357.50

4-1200 Sales - Carbonated Water $12,195.00

5-0000 Cost Of ales

Total Cost Of Sales

Grass Profit

Total Expenses

Operating Profit

Other Incame

Other Interest
Total Other Income

(Other Expenses
9-1000 Other Expenses §0.00
§-2000 Private Use §0.00
Total Other Expenses

Met ProfitifLoss)

$69,036.96

6-0000 Expenses
6-1000 Advertising §1,413.00
B-2000 Bank Charges $45.00
6-2100 Discounts Taken $0.00
6-2200 Freight Paid §0.00
B-2300 Late Fees Paid §0.00
B-3000 Depreciation $0.00
B-4000 Electricity $450.00
B-5000 lnsurance §0.00
Staff Refreshment §0.00
-B000 Wotar Vehicle el
f-6500 Office Rental §16,926.38
b-bh5ld ther Office Costs T
B-7000 Fostage & Stationery }615.68
6-7500 Freight §0.00
B-8000 FPayroll Expenses
6-8100 SalariesiWages §40,583.00
6-8200 Superannuatian $3,246.64
6-8300 Waorkers Compensgation §0.00
6-8400 Penalties §0.00
6-8400 Other Emplover Expenses £0.00
6-8900 Sub-Contractors §0.00
B-9000 Telephone $0.00
B-9999 GST Contract Adjustments §0.00

$65,2596.70
§2,780.26

—_—

You're telling me that I've
gotta do this for every account.

Wow! What a job. Mmmm,
you're right though. It beats
paying my accountant to do this
for me - anyway, I know my
business better than he ever will
‘cos I'm in it everyday!

Let me at it!

4-1300 Sales - Water Cooler $26,221.00
4-1400 Sales - Crock $3688.00
4-1500 Sales - Stands $480.00
4-1600 Sales - Other Equip 25 TE5.00
4-2000 Semice Income
4-2100 Service - Coolers $8,110.00
4-2200 Service - Other Income §26,159.00 .
4-3000 Freiaht Incorme ss0.00 | This may be
4-4000 Discounts Given - Contra §0.00 " "
4-5000 Tirme Billing Income you
4-5100 Consultancy Income $1,250.00 inkinal
4-5200 Travelling Time 4000 Thlﬂklﬂg.
4-5300 Secretarial Income $90.00
4-5400 Km travelled $30.50
4-5500 Photocopying Incame §18.50
4-99599 GST Contract Adjustments §0.00
Total Income 1349 454.60

LT et

5-1000 COS - Water §23,143.81
5-2000 C05 - Equipment §47 27373
5-2100 Discounts Given §0.00

$70,417.594

$0.00
F3,065 26

Forma
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. SP1:2420 Data Integrity Checking Process

You can then use the report, as we have on the previous page, as an indexed reference to identify
and then to Inquire (Ctrl+Y) into specific accounts to check and verify (and re-allocate to/from)
their contents to correct their accuracy.

For example, you are now "looking at" the Office Rental account (6-6500), knowing that you pay
$217.35 per month. A figure of $16,926.38 may seem far too high for the year.

Use the Inquiry function and have a closer look at the transactions that make up the amount for that
account. The problem may simply have been caused by an account mis- allocation.

4 MYDB Accounting - [Inquiry Register]

EEiIe Edit Command Centres Setup  Beportz  Window  Help

Account ] Card ] Ivaice ] Furchase ] Job ] Payroll Category

Search By: |Account v| =43 |E-ESDD f?:f Qffice Rental
Q Sdvandg

Dated From: [1/7/2000 Ta: [30/6/2001

There it is!
A Raw Materials

Memao Dehit Credit purchase gone to

o 100357  CD 25/7/2000 B6500 Outreach Real Estate $217.35 the wrong account.
o 100373 CD 23/8/2000 66500 Outreach Real Estate $217.35 Well T'll be
o 100333 CD 22/9/2000 66500 Outreach Real Estate $217.35 d ’ 4l T'Nl have +
o 100404  CD 25/10/2000 66500 Outreach Real Estate $217.35 arnedt % 1l have 1o
£ 100411 CD 25/11/2000 66500 Outreach Real Estate $217.35 “zoom" into it and
© 100413 CD 24412/2000 646500 Outreach Real Estate $217.35 re-allocate it to
© 1004 CD 24/1/2001  BE500  Outreach Real Estate $217.35 h 5

Toos7  CD 23/ BSf—ihtreackBaal E state $217.35 the correct 5-xxxx

o 100418 CD 25/3/2001 E-6500  Outreach Real Estate
o 100422 CD 158/4/2001 6-6500  Huston & Huston Pack

10413 B2y 200 EeES0E——EntreaslrFeakbat 217,
= 100420 CD 26/5/2001 E-6500  Outreach Real Estate $217.25
= 100421 CD 24/8/2001 E-6500  Outreach Real Estate $217.25

account. That'll fix
this Office Rental
account up.

Mmmm! Good stuff.

$14.318.18

-,

Beginning Balance Tatal Debits Tatal Credits MHet Change Ending B alance
$0.00 $16,926.38 $0.00 $16,926.38 $1E,926.38

Print a copy of the report, then you can easily "do red pen scribble" identifying accounts that "look
or feel" incorrect.

Now, click the Print button to print this report to paper. You will be presented with the Windows
Print manager. Select your chosen printer and then click the OK button to print.

Print
Printer: Canon Bubble-Jet BJ-200 on LPT1:
Print range Cancel |
Al Setup... |
) Selection
! Bages
For [ ) i ]
Print guality: |3BI] dpi 'l LCopies: l:l
[V | Collate copies
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. SP1:2420 Data Integrity Checking Process

The report will generate.

il Report Status

Frofit & Logz

Building Repaort

Now that it has printed, you will be back at the Screen Reports window. Click the Close button in
the bottom right hand corner to return back to the Reports Index. Click the Close button again and
you will return to the main Command Centre.

Once you have made all of the possible corrections, and the integrity of the report is as best as you
can make it, print another copy of it and include that copy in your Data File Integrity Check folder
as substantiation of the accuracy of this Benchmark.

\ A
::-(/'% Benchmark 9 - Command Chain:
L ]

[ Reports // Index to Reports // General Ledger // Profit & Loss // Display // Include Account
Numbers // Report Level 4 // This Year // select months (Jul/-Jun) // Include $0.00 Balances // OK
/I Print // select printer // OK // Close // Close ]
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. SP1:2420 Data Integrity Checking Process

Benchmark 10
Lock your Data File

This Benchmark is the most critical of all Benchmarks in this SPL

No matter how thorough you proceed through the previous Benchmarks, unless you do this one -
you'll have to do all the others again, each time you do an Integrity Check of your data file.

You may ask - Why?

Well, let's say that you had done July and you didn't lock your data file. When you come to do
August, you'll have to do both July and August - not just August. That means you are now doing
July for a second time!

You may ask - Why?

Because you won't know if anything has been changed in, added to, or deleted from July.

® silly eh!

Just imagine. You've done all the months individually and you've been really good and locked your
data file at the conclusion of each integrity check, month by month. You now do April. You "forget"
to lock the data file at the conclusion of April.

When you get to do May, you will never know if anything has been changed in, added to, or deleted
from the previous (maybe ten) month(s). The only answer is, do them all again! What a waste of
resources! I'm sure that you can find better things to do with your time than doing this, again!

So, Lock your Data File - and this is how you do it.

From the pull down menu, select Setup and then Preferences.

4 MYDB Accounting - [Command Centre]

E File Edit Command Centres | Setup Beports  Window Help
Cleanwater Py, Ltd, E ash Setup Assistant

GET Transzitional Azsiztant

74 i Balances L o,

ey ?\:;i Linked Accounts 3 },

General Chegue- Preferences o

Ledger book. a
|

Company [nformation
Buzinesz Calendar

Tax Code List

Jobs List |= Load Payroll Tax Tables
General Payroll Information
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- SP1:2420 Data Integrity Checking Process

You will be at the Preferences window. Click on the Security tab at the top right corner of the
window.

ﬂfile Edit Command Centres  Setup  Beportz  Window Help

Reportz

Syztem Windows % Formns

Chequeboak Sales Purchases Security
—
el be Reverzed [Systegfude]

v iLock Periods: Dizallow Entries Up ta and IncludingTDystem-wide i |May 200 vI

pt for Sezzsion Report When Clozing [Spstem-wide]
arn Before Recording Post-Dated Transactions
Check Data File for Ermors before the Backup Procesgdfpstem-wide]

Prompt for ['ata Yenfication When Opening

There areftwo parts to Locking#our data file.

Lock Periods: DisallowAintries Up to and Including [System Wide| needs to be always checked
on with a tick. Nevegfurn it off.

The "pop out selection list" to the right of the "Lock Periods" field must always be altered
immediately after you have completed your Data File Integrity Checking process. It needs to be
locked up to the most current month that you have completed checking. Just click on it with your
mouse and drag to the appropriate month/year and let go. There you have it. Simple, isn't it?

This is so simple. So simple, that it's stupid. Stupid if you don't do it, that is!

Benchmark 10 - Command Chain:

[ Setup // Preferences // Security // Lock Periods // click mouse on month/year selection to "keep up
to date" // OK ]
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