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Setting Up the software and

Entering Opening Balances

Introduction

MyBusiness is exceptionally easy to set up and use. The software is designed to be flexible enough to suit
the way you work, and it is also designed to avoid accounting complexities and terms. You can for instance
set up the categories, which suit your own business methods.

This guide will take you through the simple steps for getting set up with the software (select the item to be
taken to that section)

The simple steps for getting ready with MyBusiness

Making changes and amendments

Entering Opening Balances

Viewing the Trial Balance after entering Opening Balances

5 simple steps to setting up MyBusiness

There is very little information, which you have to enter before you get started. Outlined below is a chart of

the key getting started activities — but note that you do not have to make all of these steps on day one. You
can use many of the MyBusiness functions “on the fly”. Note with MyBusiness you can change any details

whenever you want by going to “Preferences”. More details on each of these areas are outlined later.

Step 1: Year End. At the year end you will need
to provide data to your accountant. You
may also need to make year end
adjustments at his request. See our
Guide to Managing Year End
Processes.
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Before you start

You may want to discuss with your accountant how you want to manage your business finances, for
instance: will you be VAT registered, what VAT scheme should you operate (Cash, Standard or Flat Rate)
and what should your credit terms be (what is usual for your industry). If you are VAT registered you will
need your VAT registration number. It will also be useful to have information handy which you will want to
appear on your letterhead, such as email address and Company Registration number.

When you install the software you have the choice of running the demo or the main application. If you
choose the main application you will need to enter your serial number. You can access the demo version at
any time later.

Step 1. Set up your company details.

Enter your company details. You only have to enter basic name and company name, but remember that
the information you enter here such as address, telephone number, email etc... is the information you can
select to appear on your invoice and letter templates.

You can change these details at any time in the future by going to Home Page, Preferences.

Now set up your user name and password and your license period will be entered.

Step 2. Set up your financial details.

You need to tell the system whether you will be VAT registered and what number you want your invoices to
start from as you may have already raised invoices manually or in a previous system.

The credit terms you put in will dictate when the system reminds you that invoices are overdue.

Step 3. Set up Categories and
Accounts.

Employas Costs

Capmiias
Expenss
Expense
Expense
Expense
Expansa
Expensa
Expensa
Expensa

Finance Chargl
Motor

ather Expensd
Premises Cost]
Profagsional C
Bnpairs

Stock Purcha:

For data you do not
want to appear in your
profit and loss, use the
“Other” categories.

e Categories: Books Main Menu, Income
and Expense Categories.

Tax Paid
Traved
Business Income

Exponsa
Income
Income
Income
Income
Income
Income
Other
Other
Other
Other
Other
Other
Other
Other
Other

This software will not only help you manage
your accounts and finances, but it can also
help you understand your business better.
One of the big advantages is that you can set
up Income and Expense subcategories, which
suit the way you run your business. The main
categories have already been set up and
these reflect the self-assessment tax
categories.

Business Income-WEB

Sundry Liabilites

Suspense

VAT Pasd to HM Customs and Excise

VAT Received from HM Customs and Excise

|Subcategory Detalls

in addition to the pre-se
[wish Lo do this to help ana
jwould be for a retailer who hes to keep track of sales of different types of
Junder the one cateqory ©.q. sale of videos, sale of books etc.

me and expanse categories you can choose to furgyfer subdivide the categories. You may
a particular category or keep track of specific ingfme/expense items. An example of this
Buds as opposed Lo categorising every sale

You should set up income and expense
subcategories, which reflect the way that you
want to track and measure your business. For
instance, if you sell Magazines, Books and

Business Income -

Category Group:
Type:

Subcategory Name:

Drinks, you might want Income categories for Accounts Proparation Code:  Nong If you wish, you can
each of these categories so that you can track | coemens 4| !ink categories and

. . subcategories to Sage
the income and profitability of each. In the OO - Accounts Preparation
same way you need to set up Expense it you chioose not 1o use this subcategary ten st the active status (above)| 1O assist final accounts
Categories, which reflect your business, and production at year-end.
how you want to track expenses. It is worth Ask you accountant for

. . . . . advice. Or leave it set

spending a little while considering your to “None”.
business before entering data, although of
course you can make amendments later.
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The three types of category you can use are:

e Income: All of your income can be placed in these categories. These will appear in your profit and
loss.

e Expenses: All of your business expenses can be allocated to these categories. These will appear
in your profit and loss.

e Other: Items allocated to this category will appear in the Trial Balance but will not appear in the
Profit and Loss. This makes it an ideal category group for items such as VAT payments, CIS4,
Capital Introduced, etc.

e Accounts: Books Main Menu, My Accounts

Accounts are like virtual bank accounts. They can be used to track actual cash movements from your
cashbook, usually in a Business Current Account. Or they can be used to track activities such as accruals,
prepayments, or Opening Balances (an account called Take One has been created for this purpose).

My options Books Accounts Home @  Help @  Preferences @)
They are Very easy to Set Status Name Number Current Balance Re;‘;?::i:
up and you Can Choose Open Business Current Account 1 0.00 0.00 Tx..
any name you W|Sh YOU Closed Business Current Account 2 0.00 0.00 Tx.
. N Open Patty Cash 0.00 0.00 Tx..
Can Change the detalls at — Closed Business Expenses 1 0.00 0.00 Ik,
any tlme Iater Business Expenses 2 0.00 0.00 Tx..
Business Expenses 3 0.00 0.00 Ix.
p—— Accruals and Prepayments 0.00 0.00 Tx..
i T —— A 0.00 0.00 Te.
The only detail you need [ o o -
to enter when creating or 0.00 0.00 T
amending an account is Total 0.00 0.00
the account name. You
can Change thIS at any To use an account it neds to be set to Open. Select the account above to change its settings. Select Tx to view any
transactions in that acfount.
stage.
For items such as operfing balances use the Take On account.

Accounts need to be set to
“Open” before you can add

Mame of the account: Take On

transactlons or data to them_ Financial Institution:
ACCOUNT AUMBEr:
Accounts can be used to Sort cods:
track information such as Open ¥
accruals and VAT payments’ Account Preparation Code: | None 3
see Guide to Accruals. comments:

Please note: Deletng this account will only be possdble if there are no associated transacbons.

Remember that these
accounts are virtual accounts
and so the transactions will
need to be checked against

save @ Delete @

your monthly bank

d Reconciled Date Reference Payee Description "(;:EV “g:lfy Balance
statements and
reconciled.
10/05/2005 Supplier Ltd Fuel for April 50.00 100.00
10/05/200 Cash Customer Magazine sales 150.00 150.00
[T s ress Curent A |G
Reference Sales
Sescrption Magarine sales
Description Category VAT Code VAT Net Amount Total
Magagics sales Magazines Standard .04 12766 150,00 \:)""‘“
VAT Total 1.
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Importing Opening Balances in MyBusiness

Note with MyBusiness you can enter Opening Balances at any stage prior to your current year end.
You do not have to enter these balances before you can use the product to run your business and
manage you current year finances. The process should not usually take more than 30 minutes.

e When would | want to import Opening Balances?

There are occasions when you might wish to import accounting data and Opening Balances into
MyBusiness software.

1. When you transfer your data from another accounting package
2. When you first start using an accounting package

If there is not much previous data you might be happy to key in all of the previous transactions, but it's more
likely that you will just want to import the summary balances or Opening Balances which relate to your year
end accounts.

You might be entering these Opening Balances at the following times:

1. Atthe start of a financial year: In which case simply follow the steps as per the example below.
2. During a financial year. Either follow the steps below, or enter the last year’s closing balances first,
and then the summation of the current year’s trading in the same way.

e Where to find the right information:

The information you will need will probably be provided by your accountant. This will include your year end
balances from your last year accounts and, as in the example which follows, you might need a record or
summary of your transactions for the current year.

Opening Balance Example:

This process is very easy to achieve in MyBusiness. Outlined below is an example of a business entering
Opening Balances at March 1* 2005. This example assumes that the opening balances relate to all
activities prior to March 1% 2005 and so include last year's data as well. If you want to enter the previous
year-end data first, follow the same process but the last day of the previous year as your date of entry (in
this case 31 Dec 2005). Both approaches will provide accurate information for the 2005 year-end accounts
as long as the dates entered are correct.

How do | enter the following Opening Balances?

The Opening Balances we are going to enter are the following:
(Select a category to see how to enter that balance)

1. CASH: Opening Cash at March 1* 2005 £250.00
2. ASSETS: Fixed Assets at March 1% 2005 £200.00
3. STOCK: Stock at March 1% 2005

4. VAT: VAT owing to HMCE at March 1% 2005 £ 65.00
5. CREDITORS: Creditors at March 1% 2005 £ 20.00
6. DEBTORS: Debtors at March 1* 2005 £300.00
7. CAPITAL INTRODUCED:  Capital Introduced to March 1% 2005 £200.00
8. RETAINED PROFIT: Retained Profit up to end 2004 £1700.00
9. SALES: Sales for January / February 2005 £350.00
10.COST OF SALES: Cost of Sales for January / February 2005 £130.00
11. EXPENSES: Expenses for January / February 2005 £700.00

Note: You may need to set the Take On account to “Open” (go to My Accounts and select Take On)
and create contacts called “Dummy Supplier” and “Dummy Customer”. If you are not VAT
registered you can ignore references to VAT.
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1. Opening Balance: Cash
Go to Books / Receive Cash into an Account. Use Expert Wizard.

Use references and descriptions such as: “Opening Balance Cash” or “Cash at March 1 2005”

Add an Item.

Select Category: Opening Balance (Suspense)
Select VAT: “None” (if you are VAT registered)
Enter Amount: £250

Select Account: Business (or whichever account you use as your main business account)
Select Date: March 1* 2005

2. Opening Balance: Fixed Assets. This will require a simple 2-step approach. Example £200
Go to Books / Pay Cash Out. Use Expert Wizard. Use descriptions and references, which immediately
help you, remember what is in the details.

Step 1. Add an Item
Select Category: Assets
Select VAT: “None”
Enter Amount: £200

Step 2. Add another item

Select Category: Opening Balance (Suspense)
Select VAT: “None”

Select Amount: -£200

Select Date: The last date of previous period March 1st 2005
e Select Account: Take On

3. Opening Balance: Stock: Stock values will need to be added into the books and the stock
module. Example £1000 total value of stock.

Go to Books / Pay Cash Out. Use Expert Wizard. Use descriptions and references which help you
remember what is in the details.

Step 1. Add an Item
Select Category: Stock
Select VAT: “None”
Enter Amount; £1000

Step 2: Add another Item

Select Category: Opening Balance (Suspense)
Select VAT: “None”

Select Amount: -£1000

e Select Date: March 1 2005
e Select Account: Take On

Now you need to add this opening stock value to your stock module. You can either add this as detailed
items and values or enter a one off value equalling the value entered above.

Go to Books, Stock, add New Item. Once you have created an item go to Adjust on the Item details page
and enter the value of your stock (£1000) and select Opening Balance (and the date it relates to which in
this case is March 1* 2005). This information will be provided within the year-end Accounts Production
report under Stock History.

4. Opening Balance VAT Owing is a 1-step approach. Example: £65 owing at March 1°' 2005.

A Simple Guide to using MyBusiness Page 5 of 9 Dated: May 2005

If you would like further advice please ring our free helpline on 08451 20 30 40, Monday to Friday, 09.00 to
17.00 or email support@mybiz.co.uk. The MyBusiness team will be happy to answer any of your
questions.




A MyBusiness User Guide Make sure you update to version 3.00 for free.
Ring 08451 20 30 40 or email support@mybiz.co.uk

Go to Books / Raise a Supplier Invoice to HMCE

Terms: 0 Days

Select VAT: “None”

Select Category: Opening Balance (Suspense)

Enter Amount: £65 (enter this by typing the amount into the cost value)
Enter Date: The last date this item relates to March 1% 2005.

Therefore in your accounts: Accounts Payable is £65 and you will have a reminder to pay this amount on
the Home Page under My Money to Pay.

IMPORTANT NOTE: The automatic VAT 100 report will not take this £65 into account because it has been
given a VAT code “None”.
When this is paid this will simply be payment of the supplier invoice from Business Account.

5. Opening Balance: Creditors is a 1-step process e.g. £20
Go to Books / New Supplier Invoice

Select Date: March 1st 2005

Terms: 0 Days

Select VAT: “None”

Enter Amount: £20

Select Category: Opening Balance (Suspense)

Therefore in your accounts,
Accounts Payable is -£20, Opening Balance changes by £20

To pay it off it is payment of invoice from your regular Business Account.

6. Opening Balance Debtors e.g. £300
Go to Books / Set up a Customer Invoice

Select Date: March 1* 2005

Terms: 0 Days

Select VAT: “None”

Enter Amount: £300

Select Category: Opening Balance (Suspense)

Therefore in your accounts, Accounts Receivable is £300, Opening Balance changes by -£300
When you receive payment, it is a standard payment of invoice into your regular Business Account.

7. Opening Balance Capital Introduced e.g. £200. This is a 2-step process
Go to Books / Receive Cash. Use Expert Wizard.

Step 1. Add an item
Select Category: Capital Introduced
Select VAT: “None”
Enter Amount: £200

Step 2. Add new Item

Select Category: Opening Balance (Suspense)
Select VAT: “None”

Enter Amount: -£200

Select Date: March 1st 2005

Select Account: Take On
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8. Opening Balance Sales for Jan / Feb 2005. Eg. £350 sales. This is a 2 Step process. Note: Any
previous sales will be in Retained Profit.
Go to Books / Set up Receive Cash into an account.

Step 1. Add an item
Select Cat:egory: Business Income
Select VAT: “None”
Entre Amount: £350

Step 2. Add an new Item

Select Category: Opening Balance (Suspense)
Select VAT: None

Enter Amount: -£350

Select Date: March 1% 2005
e Select Account: Take On

9. Opening Balance COS for Jan / Feb 2005. This is a 2-step process. E.g. £130. Note: Any
previous COS will be in Retained Profit.
Go to Books / Set up Cash Out

Step 1. Add an item
Select Category: Cost of Sales
Select VAT: “None”
Enter Amount: £130

Step 2. Add a new Item

Select Category: Opening Balance (Suspense)
Select VAT: “None”

Enter Amount: -£130

e Select Date: March 1* 2005
e Select Account: Take On

NOTE: You will not be able to identify the stock purchases during the period from the COS report unless
you separate out stock purchases and put them against COS Stock Purchases (a category which is already
set up in MyBusiness. You will be able to see stock values at the date in time eg March 1* from Stock
Values report.

10. Opening Balance Expenses for Jan / Feb 2005. This is a 2-step process. E.g. £700 into
Administration (the cost could go into any Expense Category(s)). Note: Any previous expenses will
be in Retained Profit.

Go to Books / Set up Cash Payment

Step 1: Add an item

Select Cat:egory: Administration
Select VAT: None

Enter Amount: £700

Step 2. Add new Item

Select Cat: Opening Balance (Suspense)
Select VAT: None

Enter Amount: -£700

Select Date: March 1* 2005
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e Select Account: Take On

11. Opening Balance Retained Profit for Up to Jan 2005. E.g. £1700 This is a 2-step process. Note
this item must be posted prior to current Annual Accounts Period commencement.

Go to Books / Set Up Cash Receipt (if the amount is negative (a loss) this will need to be a cash payment)

Step 1. Add an item

Select Category: Business Income (or COS)
Select VAT: None

Enter Amount = £1700

Step 2. Add new item

Select Category: Opening Balance (Suspense)
Select VAT: None

Enter Amount: / Amount £-1700

Select Date: This must be the last day of the previous annual accounting period. 31°% December
2004
Select Account: Take On

Retained Profit will only relate to previous years income and expense calculations, whilst still appearing in
the Trial Balance.

Trial Balance Jan 1 2005 to Dec 31 2005 — with only the Opening Balances only inserted

Having entered all of the above in the example provided the Trial Balance Sheet produced by MyBusiness

from the Accounts a | E | | o | E ] r
Pl’eparatIOﬂ I’epOI’t W|” |OOk ; Trial Balanca: Parind Saturday, Janwary 1, 20805 tm Saturday, Dacombar 31, 2085
Ilke thls Addltlonal 3 S 'Information' TAE kelou For more quidance
Information for the 5 |Gatesars Subcateamry | Txns Dabit (£} | Credit (£}
. [ Ewurincrr Incame Incame 50,00
produc“on of year_end T |Buriners Incame-WEE Inzame 000
% |Frozeedr onDirporal of frrekr Inzome [
accounts such as Stock a
10
usage and value and 11| Adminirtration Expen. To0.00
H H H 12 | Aduertiring, Fromokion and Gurkomer Enkerkainment Expenr: 0.0
transaction NiStOres CaN D 55 aivrriring Framasion and Seaft Entersainment Evpenn, 0.0
also be found in the 14 {BadDetr Exponr, 2. 00
anreruction Exponr: 0,00
Accounts Production fo|der_ 16 | CorkFrice of ferok Dirparal Exporr n.an
17 | Corkof Zaler Expore: 120,00
1% |Depreziation Expore. 0.0
19 | Dire<k Corkr Exponr: 0,00
20 |Employee CGorkr Expornr: 0,00
21 |Employecs CGorkr EarizFay Exporr. 000
22 |Employes CGorkr Employerr HIC Expore. 0.0
2% |Employes CGorkr Employerr Fenrion Expenr, 0.0
2d |Finanze CGharqer Exponr: 0,00
25 |Makar Expornr: 0,00
26 | Otheor Exponror Exporr. 000
27 |Fremircr Corkr Expore. 0.0
2% |Froferrional Corkr Expore. 0.0
29 |FRicpairr Exponr: 0,00
20 | Stock Furcharcer Expornr: 0,00
3 | TaxFaid Expenr: 0.0
32 | Trawel Expore. 0.0
Ex]
2d | Arrckr Okther 00,00
25 |Srozk Okher 1,000.00
26 |OpeningBalance [(Surpenre] Other
3T | Sundry Liakiliticr Other 0.0
3% | Surpenre Other 0.0
29 | CapitalIntroduzed Okther 00,00
40 | Drauingr Okher 0,00
d1 | Drauingr Dividendr Other 0.0
dz |WATFaideo HM Gurtomr and Exzire - prior periodr Other 0.0
d% |WATFaideo HM Gurtomr and Exzire - thir period Other 0.0
dd |WAT Rezeived Fram HM Curtomer and Excire - priar periodr Ocher 000
d45 |WATRezcived Fram HM Curtamr and Excire - thir periad Okher 000
dE
d7 | Azzountkr Fayakle F5.00
d% | Azzounkr Rezeivakle 0000
d9 |EBurincrr Currenk Aczount 50,00
50 |TakeOn 000
51 |YAT-Ekalanzc Forkhir period 0.0
52 |MAT-kalan<e priorto thir period 0.0
k] Ratainsd Prufit f Lurr [Capital Accmunt){£): 1, oL
54 Tutal [£): 2. 50 bl 2. 588 b
55 Balancas [#]): [ N 1]
Gk
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For more information view the MyBusiness HELP: Accounts Production Guide or Stock Management
guide.

We hope that you have found this guide useful. If you would like more information or additional
guides please ring 08451 20 30 40 or visit www.mybiz.co.uk
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