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About this manual

This manual will take you through the process of setting up a new Job using a case study. In the case
study, your firm has been appointed as a Voluntary Administrator (which will later fransition to a CVL).

At the completion of this module, you will be able to:

e Addanew Job

e Enfer additional corporate information
e Enter Directors.

e Transition a Job.

e Add and delete items in My Shortcuts
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Adding a new Job

The new job wizard takes you through the following process:

Configure S Enter Produce

security roles aﬁg;;?;nt replaced appointment Update the Select Chart
appointee (if documents job address of Accounts

appointee . .
details any) (if required)
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Corporate or
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manager

Let’s go!
1. From the toolbar at the top, select New -> Job to start the job setup wizard
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2. Select the Corporate Appointment type then Next: (for Personal jobs, switch to
Personal tab)

& Job Setup Wizard X

Please choose the appropriate job type from the lists below.
Corporate Personal

/ )
Creditors Voluntary Liquidation
Creditors Voluntary Liquidation (Simplified)
Debt Restructuring Process
Deed of Company Arrangement
Managing Controllership
Members Voluntary Liquidation
Other
Provisional Liquidation
Receivership
Receivership and Managership
Scheme Administration (Part 5.1)
Voluntary Administration
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l' Cancel < Back Next > Finish
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3. Select Finish to confirm and start the wizard

| & Job Setup Wizard X

| 0 Please confirm the following details and dick finish.
| — You are setting up a job under the CORPORATE regime of type:

8 Voluntary Administration
c

When you dick finish the system will launch the corporate job setup wizard,

@Hep |~ Cancel < Back X Finish

4. Enter the details of the job

J| New Job Wizard X

Please enter the full name of the job (exduding any suffix such as In Liquidation), a
short name for internal identification purposes, the A.C.N. and the Industry Type

b

i 8 i
C Practice Name: | Team Awesome (Sydney NSW) M
- —
1 Short Name: Test CVL
Full Name: Test CVL Job Pty Ltd
A.C.N. 123 456 789
A.B.N: 99 123 456 789
il] Industry Type: | Construction -
©OHelp |~ Cancel Next >

Note: The full name should be exactly as it appears on the company search. This is where
the name will pull from for all ASIC and ATO lodgements

The job folder is automatically setup during the job setup wizard. The system uses the
Short Name as the client folder name and inserts the folders contained in the
Document Management Folder under “Corporate” or “Personal”. Refer to Job
Document Management Folder section below for more details.
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5. Click Next and then you can configure the security roles and reporting manager for
this job.
N I New Job Wizard X
% O Please configure the security roles and reporting manager for this job.
| &J Add Users | @ Delete
;| o Main Workteam: | Team Awesome\Sydney Office M
II 8 Reporting Mar: A, Manager - (Derived from work team)
& Reporting User: | A, Operator - (Derived from work team)
A Linked Workteams Users in Security Roles Derived from a Workteam Users in Stand4 #
]
@Hep |~ Cancel < Back Next >
Note: Itisimportant that every administration has a Reporting Manager added, as it allows
for a comprehensive filtered reporting by Reporting Manager, as well as Appointee.
6.

Click next and the appointment details menu will be displayed

2y New Job Wizard

{ Please choose the job type, enter the appointment method, enter the appointment
1 date and select the person(s) to be appointed to the job.

T e—

O
7)) Job Type: | Creditors Voluntary Liquidation v
: g Appt. Method: |Appointment (Not Court/Instrument)

Start Date: |10/07/2020 |~

Appointees: | Appointees - 1 entry & Add || @ Del
Name Appointment Type Signatory
Stewart McLeod Single

©Help |~ Cancel < Back Next >
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7. Enter the Appointment Method details by clicking the ellipsis at the end of the Appt.
Method field for the Appointment method window to appear:

| &3 Appointment Method Details X

! selectan appointment method and enter details of
| the appointment: I

g oK 1
H
Appointment by Court Cancel
Appointment by Instrument
Appointment by Liquidator
Other @ Help |~

Appointment other than by Court or Instrument

Date of Appointment: |5fu7{2020 .

Tip: A quick way to enter foday’s date is to type ‘t' into any date field

Note: The below table indicates what appointment method relates to what job type

Job Type Appointment Method

Creditors Voluntary Liquidation (CVL) Appointment (Not Court/Instrument)

Voluntary Administration (VA)
Official Liquidation (OL)

Appointment by Company

Appointment by Court

Members Voluntary Liquidation (MVL)

Appointment by Company

Deed of Company Arrangement (DOCA)

Appointment (Not Court/Instrument)

Receivership and Managership (R&M)

Appointment by Instrument

Consulting

Do not need to pick Appt. Method

Managing Controllership

Appointment by Instrument

Controllership

Appointment by Instrument

Other

Do not need to pick Appt. Method

Provisional Liquidation

Appointment by Company

Receivership

Appointment by Instrument

Scheme Administration (5.1)

Appointment by Court
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On the Appointment Details window, click the Add button to add Appointees:
£

Select an appointee, an appointment type and whether
this appointee is to be a signatory on correspondence:

¢ (®) Appointee is from this practice
QO Appointee is from another firm
Appointee Number: 2

Appointee Name: MclLeod, Stew v

Appointment Type: Single -
Appointment Date: 6/07/2020 v
Retirement Date: v

I Is Signatory

©Help ~ Cancel oK

Select an Appointee and enter the Appointment Type and Appointment Date. Click
“Is Signatory”. Then click ok.

. Repeat for any additional appointees. Then click next to continue.

At lease on of the appointees need to be ticked as a signatory

. Enter the details of a replacement controller, (if applicable) then click next.

. Enter the schedule of property (if applicable) then click next.

. The Form 505 is generally prepared and lodged on the registered Liquidators ASIC

portal. It is not necessary to print/produce, however if you wish to do so for your own
office protocol tick the check box next to the form. You can also double click the
word document fo open.

{ ==

You can preview the document(s) by double dicking on each item in the list, or tick

! the document(s) and dick next to create in document management.

16

1
[#] Form 505 - Appointment as Administrator on 6-07-2020 v

INSO

Ready

©QHep |~ Cancel < Back Next >
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The Job's address is used as the postage address for the Company. The Practice Addresses
and Numbers will default. Confirm the details and click Next.

Ticking the 'Copy Practice Addresses' option will copy all practice addresses to the
new job. Ticking the 'Copy Practice Numbers' option will copy all practice numbers

i
{ such as phone and fax to the new job.

16

INSO

{ Copy Practice Address Type: Postal
| Addresses to Job.

Copy Practice
Numbers to Job.

Postal

y: |AUSTRALIA

© Help v Cancel < Back Next >

Note: The Job Address is different to the Practice Address. When producing mail merge
documents, most return correspondence will be appropriately directed to the
Practice Address. (There are separate replace fields for the Practice Address).

14. Select the chart of accounts. This is default to the standard set if you do not have an
specific accounts set up.

Please select a chart of accounts from the list below.

16 ¢

INSO

Chart of Accounts: | Default (Corporate) M

© Help A Cancel < Back MNext >

15. Once all steps are complete, click next then finish. You have now set up a new job.
Yay!

Adding & Maintaining Jobs | 9



insol &

Enter additional job information

Although the New Job Wizard is complete there are several other matters to attend to
when setting up a New Job to make full use of the software.

It is important that you enter additional details about the job in Corporate Information. These
are generally details that can be found in the company search that will be required for the
purposes of reporting to creditors and statutory lodgments.

1. Click on Corporate » Corporate Info tab.

2. Under the general tab you will see fields that you can enter information into.
Depending on how your Firm is set up, the below fields may differ a little, but the
concept to enter information in is the same, click intfo the row and start typing then hit
enfer once done.

Corporate Info Employees Registe

Corporate Information

General Notes ReportingNotes Tax BAS/STP Costs Fees Web Porta
i 4
4 Mandatory
A.B.N. 99 123 456 789
Fixed fee §7,000.00
4 Highly Recommended
Accountant Full Name 77777
Industry Type Construction
Quote Price §7,000.00

Accountant Email
Accountant Salutation
Director 1 Email
Director 1 Name
Director 1 Salutation
Director 1 Surname

Mahwra AfF hicinace

3. Under the BAS/STP tab, make sure to enter the CAC number when you have if, you do
not have to put the ‘00’ just the single digit

General Corporate Financals Document Management Messages Tasks

Corporate Info Employees Register

Corporate Information
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Adding Directors to the Job

Directors of the company need to be added to the Job as various correspondence is
addressed to them in the first few days of external administration. They can be marked as
Preferred Creditors of the company at any stage after that, without having to re-enter their

details

1. Go to Corporate » Employee Register » click on Add.

Employees - No entries

Last Name First Name

Is Director

Vieggages Tas

Reports J Add & Del

exit or save and new if there are multiple directors.

Your screen should look similar to the example below, Once done, click save and

Save and Exit

| @ Employee
i Hﬁle | Documents (0) & Help
Click here if this employee is & priority(employee) creditor.
Title: Mr
First Name: Company
Last Name: Director
Director of Company
Address Employment Details Tax
Address Type: Postal &) Add -
Postal
Address: | 20/20 King Street
Brisbane QLD | 4000
Country:

Save and New

Cancel

Reports
Numbers @ Add - | @Del -~
Type Value
Mobile 0415 999 000
EMail director @optus.com.au
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3. If the Director(s) also claims to be a Preferred Creditor, the hyperlink on the top of
the Employee window, will allow to enter his/hers claim details.

& Employee X
[HIFile | Documents (0) @ Help
Click here if this employee is a griorigtemiloxeel creditor. { SaveandExit !
ave and New
Confirm Action X
Cancel
a 5y re you sure you want to update this employee as being a Reports
{ priority creditor? —
0K Cancel
& Add New Employee >
HFiIe ] Documents (0) ‘Advanced © Help
Save and Exit
Title: Mr
) Save and New
First Name: |Company
Last Name: Director Cancel
¥ Director of Company Reports

[~ Send mail to Job address

Address Employment [CJ; Proof of Debt Tax Meetings Distributions

RATA Adv /Est
Wages (Ordinary): 0.0 0.0
Wages (In Lieu of Notice): 0.0 0.0
Total Wages: 0.0 0.0
Superannuation: 0.0 0.0
Compensation: 0.0 0.0
Leave (Annual): 0.0 0.0
Leave (Long Service): 0.0 0.0
Total Leave: 0.0 0.0
Retrenchment (Ordinary): 0.0 0.0
Retrenchment (In Lieu of Notice): 0.0 0.0
Total Retrenchment: 0.0 0.0
Total Pref. Claims: 0.0 0.0
Unsecured: 0.0 0.0
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Transitioning a job

IMPORTANT: Before you do this, ensure all accounts are reconciled up to the transition date.

1. After opening your Job, select a different Job Type from the drop-down menu

&' ~ Job: Good XX (1631)

Full Name: | Good Example (XX) Pty Ltd Status: | Active v

Short Name: Good XX Start: | 15/03/2019 ...

| Job Type: | Voluntary Administration > End:
Court Liquidation

General  Cofpeed of Company Arrangement ges Tasks
o - Voluntary Admijistrab’qg e
Method of Appointment: i &
Other - S

appointment details wizard

2. Changing the appointment type will start the Change Job Type Wizard

Click on the ellipsis at the end of the Appointment Method field and enter the
following details then click ok

| B8 Appointment Method Details x

Select an appointment method and enter details of |
the appointment:

= !
Appointment by Company )
Appointment by Court
Appointment by Instrument
Appointment by Liquidator
Other

Cancel

OHep |~

Appointment other than by Court or Instrument

Date of Appointment: |16/07/2020 |~
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3. Enter the remaining Appointment Details as per the wizard, click next until you get to
the document production. Two ASIC 505s will appear and a 509D for when a Voluntary
Administrator is appointed as Liquidator. You can choose to create these or continue
without creation. Then click next.

1

You can preview the document(s) by double dicking on each item in the list, or tick

1
the document(s) and dick next to create in document management.

16

[#] Form 505 - Cessation as Administrator on 16-07-2020 O
@ Form 505 - Appointment as Liquidator on 16-07-2020 O
[#] Form 509D - Spedial Resolution to Wind Up Company O

INSO

Ready

© Help v Cancel < Back Next >

4. Next, review and ensure that all the account boxes are ticked so that all the balances
are fransferred to the new job type

Please tick accounts for which balances are to be transferred to the new job type.
Note that any accounts that have been configured as specific to a job type cannot be
transferred by this method. You can transfer balances later if you wish.

@ ¥ <AllAccounts>

# | Assets (Cash)

+ v Assets (Receivables)

+# ¥ Assets (Other)

+# M Liabiites (Other)

# W Liabiities (Tax Accounts)

+ ¥ Pre-Appointment Creditors Control

© Hep v Cancel < Back Next >

Note: As a “new"” Job is not created, additional accounts are required to ensure that
expenses are not “mixed” for different Job Types. Any general ledger accounts with
activity will be automatically selected for replication. You will be warned if posting
to accounts that relate to a previous Job Type. Additionally, the system will
automatically change the default Fees and Disbursements Accounts (see Job menu
— Job Settings).

5. Click next then finish at the end of the Change Appointment Type Wizard completes
the change of job type an adds a job history record. The ASIC Forms are added to
the Document Management. You can view the details from (General —
Appointment —Job History).
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Effect of Changing the Job Type

After opening your Job, click on Financials — Accounts.
There are now two accounts

ceneral Corporate Finandals Document Management Messa ges 3SKS
Accounts Batches Creditors Assets Distri P P and Fee
<Al Accounts> - el lp) Hide Nil Activity
Al Job Types Voluntary Administration Creditors Voluntary Liquidation

Filters on Reports

After changing the Job Type, each report selector now includes the option of specifying
the Job Type. See example below:

— Business Activity Statement Wizard

Please provide details of the return type, GST Accounting method and the stage of
the job this BAS applies to.

© GST and PAYG
O GST Only
O PAYG Only

QO Acorual Basis
@ Cash Basis
Job Stage: <All>

04 Good XX (CVL - Good Example 00
Good XX (VA - Good Example (XX) |

©Hep v
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Adding & Removing a job from My Shortcuts

In order to easily navigate to the jobs that you work on frequently, they can be set up from
the following screen:

Shortcuts Search ~ ®ox

4 ) My Shortcuts 4 u Search for Jobs
& K T

b SUST - Sustaina Pty Ltd v

4 Details

\ Creditors Voluntary Liquidation

Practice: Your Practice
Job Mgr: Ivy Majamin
Telephone:

&3 &4 | Emal: ivy.majamin@myob.com

Adding/Removing a Job to My Shortcuts

Click on the Jobs icon under Main Menu. Right click on your Job. Select Add/remove your
Job to ‘job shortcuts’

Tip!  Jobs aren’t the only items you can add to job shortcuts. You can also add

Counterparties, Contacts, Employees and Directors, Shareholders, Transactions, The
Practice and Users.
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