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PREFERENSI SISTEM MYOB

A. Pendahuluan
Preferensi pada sistem MYOB merupakan tempat bagi perusahaan mengatur berbagai
macam kebijakan dan ketetapan terkait jalannya siklus akuntansi pada perusahaannya.
Beberapa hal yang diatur yaitu terkait Sistem (System), Tampilan Jendela (Windows),
Laporan dan Isian (Report & Forms), Penjualan (Sales), Pembelian (Purchases), Inventaris
(Inventory), dan Keamanan (Security).

B. Pengaturan Sistem Preferensi
Pengaturan sistem preferensi ini dapat dilakukan melalui menu berikut :
e Klik menu “Setup” pada menu bar di atas
e Pilih menu “Preferences” hingga muncul tampilan jendela menu “Preferences” seperti
di bawah ini.

.E] Preferences EI@

] Reparts p .
Syztem l Windows ' & Forme Banking ' Sales lF'grchases' Inyentany I Security

| Uge MYOEB Retailtdanager
| Uze Timeslips Accaounting Link

[ | Prefer to Use Help From the Internet, Rather Than by Computer

I~ wam if Jobs Are Mot Assigned to All Transactions [System-wide]

[~ Tum on Category Tracking: Categories are | Mot Bequired | onall Tranzactions [System-wide]
[ For Time Biling, Erter Time in Special [1 Mirnute Biling Units [~
-
-
-

Fiound Timer-Calculated time | up to nest hd 0 Minute Increment

| Include Iterz on Time Billing Invaices

| Use Timesheets for | Time Billing and Fayrall | and My week Startz on | Monday | [System-wide]

Gambar 3.1. Tampilan menu “Preferences”

1. Pengaturan Preferensi Sistem (System)
Pada bagian ini tidak ada pengaturan khusus yang perlu diubah dalam pengerjaan
kasus yang akan kita selesaikan. Perhatikan gambar berikut ini.
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E] Preferences EI@

| 4
Spstem ' Wwindows ' E'B:E?r:z I Banking I Sales IF'grc:hases' Inwentary l Security

[ 1 Uze MY0OB BetaiM anager
[ 1 Uze Timeslips Accounting Link

[ | Prefer to Use Help Fram the Internet, Rather Than My Computer

™ “wamif Jobs Are Mot Azsigned to All Transactions [Systemewide]

[~ Turn on Categary Tracking: Categories are ’m on All Tranzactions [Systerm-wide]
™ For Time Billing, Enter Time in Special | 1 Minute Billing Units [

[~ Round Timer-Calculated time | up to nest | 0 Minute Increment

I Include ltems on Time Biling Invoices

[~ | Usze Timezheets for | Time Biling and Payrall | and My 'wWeek Starts on | Monday | [System-wide]

Gambar 3.2. Tampilan Preferensi Sistem

2. Pengaturan Preferensi Jendela (Windows)
Pada pengaturan jendela (windows) sesuaikan beberapa hal berikut ini :
a. Hilangkan simbol mata uang yang di tampilkan jendela (windows) dan
b. Hilangkan centang pada bagian koreksi pengetikan dalam bahasa inggris.
Perhatikan gambar berikut ini.

E] Preferences EI@

B Reparts 8 .
Wm_dows' % Forms ' Banking l Sales 'F‘grchases' Irwentaory I Security I

I™ Display Ta Do ListWhen Starting MY OB

S ave Window Sizes and Locations
I~ Show Curency Syrbiols inWindows

Select and Display Account Mame, Mot Account Mumber

System

Select Items by Item Mame, Mot lkem Mumber

Select Cards by Card 1D, Mot Card Mame

Uge E azp-Fill \When Selecting From a List

Use Expandable Data Entry Fields in Windows

The Enter Keywiorks Just Like the T ab Keywhen Entering SOME Data

Dizplay Accountantlink Code in Edit Accounts

EREUE e e

I f:ﬁlutomatlcally Check Spelling in Text Fieldz Eefore Recording Transactions [System-

7. | 4> mov
9w
Help F1 Window | Spelling

Gambar 3.3. Tampilan Preferensi Windows

3. Pengaturan Preferensi Laporan dan Isian (Reports & Forms)
Pada pengaturan preferensi Laporan dan Isian, ada beberapa hal yang harus
disesuaikan yaitu :
a. Hilangkan tanda centang pada bagian “Include Currency Symbol in Reports”
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b. Hilangkan tanda centang pada bagian “Include Currency Symbol in Forms (Cheque,
Invoices, etc.)

c. Berikan tanda centang pada bagian “Always Display Report Customisation Options
Before Printing Reports”

d. Berikan tanda centang pada bagian “Always Display Advance Filters Before
Sending Forms”, perhatikan gambar berikut ini .

Preferences EIIEI
- Reports : :
l Syztem l Windows l & Forms I Banking ' Sales ' Purchazes I Inwenton ' Secuity
Ageing: & Use Daily Ageing Perinds [Systern-wide] 1st: 30 Daps  2nd: B0/ Days  3rd: 90 Days
" Usze Monthly Ageing Peri -wide]

p— =
[ Inchude Currency Symbols in

b I Include Currency Symbols in Forms [Cheques, Inveoices, etc. ]
] [v Alwayz Digplay B eport Customization Options B Before Frinting Heportsl.

v iishaays Display Audvanced Filters Before Sendln Forms
[v Include allvTD amounts and Entittement Balances on Paychegue Stubs [System-wide]

[ | Use the Small Business Entity Income T ax Concessions

Gambar 3.4. Tampilan Preferensi Reports & Forms

4. Pengaturan Preferensi Bank (Banking)
Pada pengaturan preferensi Bank (Banking), ada beberapa hal yang harus disesuaikan
yaitu :
a. Hilangkan centang pada bagian “Display Payee, Rather than Memo, in Registers
(System-Wide)”.
b. Berikan centang pada bagian “Warn for Duplicate Cheque Numbers (System-
Wide)”. Perhatikan gambar berikut ini.
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G] Preferences EI@

I Systemn ' Windows ' EE’;?I:E Banking l Sales 'Pgrchases' Ihwentarny

™ Make a Contact Log Enty for Everny Cheque [Spstem-wide]

Security

[ Make a Contact Log Entry for Every Deposit [Systern-wide]

[ Defaulk Cheque is Already Printed
~L | Display Payee. Rather Than Memo. in Registers [Swstem-wide]

W
I~ When | Receive Money. | Prefer to Group [t with Other Undeposited Funds [System-wide]

7

o v
Help F1

Gambar 3.5. Tampilan Preferensi Banking

5. Pengaturan Preferensi Penjualan (Sales)
Pada pengaturan preferensi Penjualan (Sales), ada beberapa hal yang harus
disesuaikan yaitu :
a. Berikan tanda centang pada bagian “Warn for Duplicate : Invoice, Numbers on
Recorded Sales”
b. Pada bagian “Terms”, berikan beberapa pengaturan pada bagian berikut :

1) Paymentis Due : In a Given # of Days
2) Discount Days : 10

3) Balance Due Days :30

4) % Discount for Early Payment 1 2%

5) % monthly Charge for Late Payment 1 0%

6) Tax Code :N-T

7) Freight Tax Code :N-T
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Preferences EI@

| 4
System 'W’lndows ' HE';[DI::E Banking l Sales lF‘grchases' Inventony I Security

[ &utomatically | Print | SalesWhen They are Becorded [Invoices, Orders and Quotes)
I~ Prirt Packing Slips 'When | Invaoices and Orders | are printed

I~ Prirt Labels ‘When Sales are Printed [Invaoices, Orders, Quotes)

¥ wlam if Custorer has an Outstanding Credit Before Applying & Payrnent

[ Apply Customer Pagments Autornatically to Oldest lrvaice First
I~ Show Customer Purchase Number in Receive F'ayments

v Retain Drginal [nvoice Number on Backorders [Spetem-wide]
I~ Retain Original Invaice Number when Quotes Change to Orders ar Invaices [System-wide]

[ Delete Quotes upon Changing to and Recarding as an Order or Invaice [Syster-wide]

¥ If Credit Limit iz Exceeded on Sale |Warn and Continug | SetOvenide | [System-wide]

Credit Terms

Default Customer Terms

| I II Tax Code: |W-T 5l Mat Reportable I [ Use Customer's Tax Code

| Freight Tax Code: [N-T |Not Repartabls |

Credit Linnit; | 0,00
? Cancel | aF. I[ 8 l

Gambar 3.6. Tampilan Preferensi Sales

6. Pengaturan Preferensi Pembelian (Purchases)
Pada pengaturan preferensi Pembelian (Purchases), ada beberapa hal yang harus
disesuaikan yaitu :
a. Berikan tanda centang pada bagian “Warn for Duplicate : Purchases Order,
Numbers on Recorded Purchases”
b. Pada bagian “Terms”, berikan beberapa pengaturan pada bagian berikut :
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1) Paymentis Due : In a Given # of Days
2) Discount Days : 10
3) Balance Due Days :30
4) % Discount for Early Payment :5%
5) Tax Code e N-T
6) Freight Tax Code :N-T
Preferences =NEER =
[ System l Windows I &F';f'r’ntz Barking l Sales ngrchases' Inventary ' S ecurity
I Automaticaly | Prit =| Purchases When they are Fecorded (Bils, Qiders, Receive ltems and Quates)

v wamn if Supplier Owes Me Money Before Making a Supplier Payment
[ Apply Supplier Payments Automatically to Oldest Bill First
[~ Shaw Supplier Irevaice Murmber in Supplisr Paprments

v /e for Duplicate | | Purchaze Order | Mumbers on Recorded Purchases [System-wide]]
¥ Retain Original PO Number on Backorders [Spstern-wide]

[~ Retain Original PO Mumber when Quotes Change ta Orders ar Bills [System-wide]

[ Delete Quates upon Changing to and Recording as an Order or Bill [System-wide]

W Warn if Supplier Does Not Have an ABN for Purchases Greater Than $75 T ax Exclusive

1= B
Help F1 Temns
Credit Terms \- *
i &

Default Supplier Terms

Fayment iz Due:

In a Given # of Days b

10

Digcount Days:

E alance Due Days: | 30

l ll Tax Code: | M-T J| Mat Heportable [~ Usze Supplier's Tax Code

l FlmghtTaH Code: |N-T §_|Not Reportable l l l
Credit Limit: | 0,00

Cancel | o | gl

Gambar 3.7. Tampilan Preferensi Purchases
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7. Pengaturan Preferensi Inventaris (Inventory)

Pada bagian inventaris ini tidak ada pengaturan khusus yang harus di lakukan.
Perhatikan gambar berikut ini.

G] Preferences EI@

| 4
. Reparts .
Syztem ' Wwindows l % Foms ' Banking ' Sales l Purchazez Ijn

[~ Use Standard Cost as the Default Price on Purchase Orders and Bills [S ystem-wide]

Security

Gambar 3.8. Tampilan Preferensi Inventory

8. Pengaturan Preferensi Keamanan (Security)
Pada bagian pengaturan preferensi keamanan, berikan tanda centang pada bagian

“Lock Period : Dissallow Entries Prior to : 01/12/2009 , (System-wide). Perhatikan
gambar berikut ini.

G] Preferences EI@

| 4
" R 1; a -
Sustem l Windows l &le:';?r[nz ' Banking ' Sales l Purchases ' |reentony I Secunty

Tranzactions CAN'T be Changed: They Must be Beversed [System-wide
l Lock Period: Dizallow Entries Prior To: 1] 19 [Systermn-wide]

.

Frompt for Data Backup 'When Closing

Prompt far Sezsion Report “When Closing [Spstem-wide]

“w'arn Before Recording Post-Dated Transactions

Check Company File for Errors before the B ackup Process [System-wide]

EURE BEUREUIER (K

Prompt far D ata Verifization 'When Opening
| Prefer to Uze Automated Online Company File Confirmation [Spstem-wide]
Use Audit Trail Tracking [System-wide]

171

o

Help F1 User Dz

Gambar 3.9. Tampilan Preferensi Security
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