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technology group

MYOB EXO tip of the week

How to change Profit and Loss Accounts to Balance
Sheet Accounts
(Or vice versa)

Have you come to the end of the financial year and found that one or more of the accounts that you have
been posting transactions to has been set up as a Balance Sheet account when it should be a Profit and Loss
Account, or vice versa?

As part of the Monthly rollover at the end of the Financial Year, the balances of all Profit and Loss Accounts
are transferred to the Retained Earnings Account and their balances are reset to zero. Because of this, it's not
enough to just change the setting on your GL account between Profit and Loss and Balance sheet.

Let's look at two examples. In the first example, we have a Savings Account, which should be a balance sheet
account, but has been set up as a Profit and Loss Account. In the second example, the Fuel and Oil Expense
Account has been incorrectly set up as a Balance Sheet account. In both examples, we have rolled into a
new financial year (commencing April 2012) since we started transacting in these accounts.

Example 1: Balance Sheet Account incorrectly set up as a Profit and Loss Account

(Note: You can follow these same instructions for Profit and Loss accounts that have
been incorrectly set up as balance sheet accounts, but we have also included a
separate example below)
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See the savings account below. Please note that since the End of Financial Year Roll Over has been
completed the Savings Account’s current year balance is showing now as $0.00, and because it is setas a
Profit and Loss account, each of the period totals is the sum of those months’ transactions (rather than a
running balance).

(& General Ledger Account Detaits T i @B lo | &
i File Novigate Help 9

£

Afcho: 3010

Account Detalls Period Totals Flags
) < 12. Agel 2011 0.0 & actve
' tnos 01003 May 2011 $5,89.35 <
Account name: SAVINGS ACCOUNT 10, June 2011 $9,658.3 ] aow journals
09, July 2011 -$2,946.00 =
Report code: | 08, August 2011 -§2,262.00 | private Account
b 07. September 2011 $553.25
Account group: Current Assets R 06, October 2011 $500.00
05, November 2011 $652.36
Debit/credit: () Usual Debit @ Usual Credit 04, December 2011 $1,000.00
03, January 2012 §2,000.00
Section: @) Profit and loss 02, February 2012 $500.00
® f : 01, March 2012 $750.90
Current Year:
Override GSTrate:  [-1, AUTO SELEGT RATE v| oo, Agni 2012 .00
Curency [N2D =i YTD total: $0.00

To change the account into a Balance Sheet Account, you first need to find out the total movement in that
account, for each completed financial year. To do this, go into the Account Transactions tab and use the
period selectors to list that entire previous financial year. If you use sub-accounts, select the sub-account as
well. (You will need to repeat this for every sub-account on this account).
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Along the bottom of the screen it will show the net movement for the year as the “Net Total”.

v Age from: [ﬂ.Aﬂimll v] Si.tlacmn.nt:[m v] Compary: [ﬂl}

) e B —

Br Sub. Chg.  Invno. Details & Debit Credit =
03.05.2011 11 Wwx o 0 4567 SAVINGS ACCOUNT §5,896.
08.06.2011 1D 22 0 0 69500 SAVINGS ACCOUNT £9,65B.
23.07. 2011 9 w24 0 0 986326 | SAVINGS ACCOUNT 5654,
29,07.2011 @ 035 0 @ SAVINGS ACCOUNT £3,600.00
26,08, 2011 B 1027 0 058623... SAVINGS ACCOUNT 52,262.00
30.03.2012 1 w41 0 0 SAVINGS ACCOUNT $450. 73
29.10,2011 & w31 0 a SAVINGS ACCOUNT £500,
30.11.2011 5 03z 0 0 SAVINGS ACCOUNT §552,
31122011 4 W35 0 a SAVINGS ACCOUNT §1,000, =
31.01.2012 3 w3y o 0 SAVINGS ACCOUNT 52,000,
3 2 ol o SAVING NT

55,662.00 mﬁt

i [l 3

e o
Closing Balance: -$16,503.23

(If you have not rolled over to a new financial year since you started using this account, you will not need to
do this. You can simply change the Account from Profit and Loss to Balance Sheet).

In the above example, the net movement is a negative figure, which means in accounting terms that itis a
credit amount. (This is because this particular savings account is actually in overdraft!)

Once you have that balance recorded so you can refer to it, go to the General Ledger Tab and select the
Enter GL Journals button.
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In the Journal, set the date and period back to the end of that previous financial year (you may have to
unlock this period if it is already locked). Since the Savings Account is in overdraft (credit) you debit the
previously recorded total and credit the Suspense Account (which we are using as the holding account for
these transactions - this will be cleared again in the last step). Post to GL.

2 Genera Leager Tramsaction By R = )
Last Batch Posted : —
Trans date: 0B.03.2012 [H~  Period: 1. Mar 12 = Initds: KB (7] auto reverse [ [ClPrint T
Reference:
& Cade Detais Invhie  Chqho  Debit Credit Foreign Analysis Codes =
000401000 | SAWINGS ACCOUNT 16503.23
000999900 SUSPENSE | 16503.23

Return to the GL Account details and click the Balance Sheet radio button to change it from Profit and Loss.
The following warning will appear; click OK.

Account no: 4010 R Asi 01 ] ‘50.00 JlActive

t S‘V{ EXO Business 'E)[_.m_i f] Alow journals
Rt — | Private Account

y GL Account 4010 has historical transactions,
Account group: | Curre A
s P You have changed this Account from a Profit and Loss Account to 3

Dabitfcrede: Ous Balance Sheet Account

2 el Its not ded that you p d with saving this change.
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Make sure you also assign it as an Asset, Liability or Equity.

21 General Ledger Account Details T [ETN P =)

5 -$15,7!
e —]
| Current Year:
Override GSTrate:  |-1, AUTO SELECT RATE v o0 2012 $0.00
Curtency [nzo =] vt $0.00

Now that you have changed over from Profit and Loss to Balance Sheet, you need to reverse the GL journal
entry that you entered above. Go back into “Enter GL Journals” and enter all of the details exactly as per your
previous journal, but make the debit a credit, and the credit a debit. i.e. in this example, create a debit from
the Suspense Account and Credit of the same value back into the Savings Account.

(@ Bfls @ )

Last Batch Posted : —

Trans date: 0B.03.2012 [H~  Period: 1. Mar 12 w  Initidls: KB (7] auto reverse [ [ClPrint T

Gl Code Detais Inv Mo Debit Credit Foreign Analysis Codes |+
SUSPENSE
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Once you return back to the Account details you will see that the Period Totals are now a running total and
the Current Year shows the expected balance that we recorded originally. If these totals have not updated,
please cancel out of the Account Details screen and open it again.

({88 General Ledger Account Detaits W9 i Bl E ]

AccountDetals — - Period Totals Flags
: 12, Apel 2011 $0.00 | ) active
NS tnos o 11, May 2011 -45,896.35 b
At Ane SAVINGS ACCOUNT 10, June 2011 $15,554.72 | ] Aow journals
09, July 2011 -$12,608.72 | =
Report code: ] 08, August 2011 $10,346.72 || TlPrivate Account
— 07. September 2011 -$10,599.97
Account group: Current Assets [=] | 0s. October 2011 -$11,499.97
“ = | 05.November 2011 -$12,152.33
Debit/credit: ®) Ususl Debit ) Usual Credit 04, December 2011 -$13,152.33
03. January 2012 -§15,152.33
Section: () Profit and loss 02. February 2012 -$15,752.33
. 01, March 2012 -$16,503.23
‘ @ Balance shest | Asset - $
Current Year:
Override GST rate: [-1. AUTO SELECT RATE '] 00, Aprl 2012 -$16,503.23
d ¢ NZD ~ | Account balance: -$16,503.23

You have now correctly changed your Profit and Loss Account to a Balance Sheet account. Run your General
Ledger Trial Balance or the GL Trial Balance Tree, and ensure that it balances.

Example 2: Profit and Loss Account incorrectly set up as a Balance Sheet Account
In this example, our Fuel and Oil expense account has been incorrectly set up as a Balance Sheet Account.

The steps to take to correct this are exactly the same as for the balance sheet account above. Let's work
through it anyway.

You will notice that the account has not had its balance sent to the Retained Earnings Account, and is
showing the running total each month rather than a monthly total.
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Account Details Period Totals
A 12, Apnl 2011
' tna — 11, May 2011
Account name: FUEL AND OIL 10, June 2011
09, July 2011
Repart oode 08. August 2011
. 07. September 2011
Acoount group: Overhead Costs 06. Octaber 2011
E' 05, November 2011
Debit/credit: @) Usual Debit ) Ugusal Credit 04, December 2011
03. Jaruary 2012
Secton: () Profit and loss 02, February 2012
01, March 2012
@ e e
Current Year:
Override GSTrate: | -1, AUTO SELECT RATE = | o0, apri2012
'I & NZD ol | Account balance:

$0.00
$300.00
£1,163.00
§1,896.36
§1,243.36
£2,203.36
$2,553.36
$2,803.36
§3,303.36
§4,303.36
£4,593.36
£5,196.66

$5,196.66

£5,196.66

| Active
7] Alow journals:
T private Account

100 |FUEL AND QIL

55, 198.656dr

Firstly you need to find out the total movement for each previous financial year. To do this, you can follow
the same steps that we took on the first example, but in this example, we can take a bit of a shortcut - since
there's been only one financial year end since we started using this account, and the because the account is
currently showing a running balance, we can take that running balance at March 2012 of $5,198.66 (Debit) as

the net movement for the year.

(Note: if you have sub-accounts, select one sub-account at a time).

Enter a GL Journal. This time (because the amount above is a debit), credit the total from the Fuel and Qil
Account and debit the same value into the Suspense Account. Post to GL.

nﬁeneralLedmeBw_-

0 B l= © )

Trans date: 31.03.2012 [H~  Period: 1 Mar 12

* GL Code Detais
00-03320-00 FUEL AND OIL
D0-09995-00 SLISPENSE

w Initals: KB "l Auto reverse || Repe

5198.66

|| Print Tr

Credit
5158.56

Foreign Analysis Codes | =
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Return to the Account Details and change it now to a Profit and Loss Account, you will get the same warning
pop up as we displayed earlier. Click OK.

i 12, Apel 2011 $0.00 | ) actve
A B0 My 20n 2000 2
Account name: FUEL AND OIL g. :ngollll :::;g:.gg 7] Aow journals
08, August 2011 6124336 | Private Account
07. September 2011 $2,203.3
[=] 0 Octoper 2011 $2,553.36
05. November 2011 $2,803.36
04, December 2011 $3,303.36
03, January 2012 $4,303.36
02. February 2012 $4,503.35
|| o March 2012 $5,198.66
Current Year:
v| 00 Al 2012 $5,198.66
« | Accountbalance: $5,198.66

Enter another GL Journal, reversing your previous entry; i.e. debit the total from the Fuel and Qil Account and
credit that amount from the Suspense Account.

Trans date: 31.03.2012 [H~  Period: 1 Mar 12 v Initds: KB (7] aute reverse [ [Clpriee T

You have now correctly changed your Balance Sheet account to a Profit and Loss
Account. Run your General Ledger Trial Balance or the GL Trial Balance Tree, and
ensure that it balances.
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