Glossary

Account - Something to which transactions are assigned. Accounts in MYOB are in one of eight classes: 

1.
Asset 

2.
Liability 

3.
Capital 

4.
Income 

5.
Cost of sales 

6.
Expense 

7.
unused

8.
Other income 

9.
Other expense 

Accounts may be classified as header or detail. Transactions are assigned directly to detail accounts. Header accounts are used to group multiple accounts into a single account for flexible reporting. Each MYOB account must have a unique number.
Accounting Period - A subset of your fiscal year. MYOB treats each calendar month as a separate accounting period; alternatively each quarter or half year can be used as an accounting period for the generation of the Financial Statements. MYOB provides an optional 13th period for year-end adjustments.
Account Number - The account number is what identifies an account. Each MYOB account must have a unique number.  This number has a single digit prefix to define the class, and four subsequent digits to define placement within the class.
Accounts Payable - What you owe someone else for Goods or services delivered. In MYOB accounts payable is a liability account. Any time you record a purchase in the Purchases & Payables command centre, the unpaid balance of the purchase is added to your accounts payable. Every time you pay a bill (using Pay Suppliers in the Purchases command centre), the amount is subtracted from your accounts payable balance.
Accounts Receivable - What someone else owes you for Goods or services delivered. In MYOB accounts receivable is an asset account. Any time you record a sale in the Sales command centre, the unpaid balance of the sale is added to your accounts receivable balance. Every time you enter a customer payment (using Receive Payments in the Sales command centre), the amount is subtracted from your accounts receivable balance.
Accrual Method (basis) - This is a method of accounting which records the sale or purchase of goods and services at the time they're delivered, not at the time they are paid for.  The opposite is called Cash Method.
Accrued Expenses - These are expenses for goods or services received, but not yet billed. Usually entered in the form of a journal to a liability account.  When the bill arrives from the supplier charge it to the accrual account.  Once billed the accrual becomes payable through ‘Pay Suppliers’ window.
Activity – A special sort of item that can be used by the Time Billing ledger.

Allocation Accounts - In MYOB when writing a cheque or recording a deposit, the allocation accounts are the expense, income, etc. accounts that balance the transaction.
Audit Trail - A list of the transactions that make up the balance of an account or accounts.  Equivalent report is found in the Accounts section and is called Nominal Ledger Detail.
Assets - Assets are things you own. Your cheque account is an asset. So is your computer. If someone owes you money, the total owed to you is an asset. Things that can be turned into cash within a relatively short period of time (less than a year), are called Current Assets. Things that take longer to turn into cash, like your factory building are called Fixed Assets. Assets normally have a debit balance.
Bad Debt - Money owed to you that has a very slim chance of being paid back. Many businesses create a contra-asset account to approximate the value of their bad debt. That way, they have a clearer picture of the actual value of their assets.  Do not post adjustments to bad debt provisions to the Sales Ledger account itself, or the sales ledger reconciliation report will be compromised.
Balance - The sum of all the money added to and subtracted from an account.
Balance Sheet - The balance sheet is a financial snapshot of a company's condition at a single point in time. A balance sheet contains a listing of the company's asset, liability and Capital accounts. It is called a balance sheet because the total value of the asset accounts minus the total value of the liability always equals the total of the Capital accounts.  Assets are what you own, while liabilities are what you owe.  Therefore a way of interpreting the balance sheet is to call it the difference between what you own and what you owe.

Bill – An invoice from a supplier.  See purchases.
Budgets - Expected monthly net activity for an account. Budgets are useful for planning for the future and analysing actual performance against planned performance.
Capital - A company's net worth. The Capital portion of a company equals its assets minus its liabilities. Capital is an account type in MYOB It usually carries a credit balance. Some common Capital accounts are current year earnings, retained earnings and Share Capital.  Capital is also the owners’ stake in the enterprise.  It is comprised of the amounts each of the owners originally invested in the enterprise plus the current year earnings and retained earnings since the business started.
Cash Disbursements - Money out. All money entered in Spend Money, Paid Today (Purchases), Pay Suppliers, and Pay Refund (Settle Returns & Credits) is recorded as a cash disbursement and entered in the Cash Disbursements journal.
Cash Flow - The net flow of money in minus money out over a selected date range.  A somewhat unreliable Cashflow estimator is attached to the program under the ‘analysis’ button.
Cash Method (basis) - The opposite of the accrual method of accounting. The cash method records the sale or purchase of goods and services at the time they're paid for, not when they're delivered.
Cash Receipts - Money in. All money entered in Receive Money, Paid Today (Sales), Receive Payments, and Receive Refund (Settle Returns & Debits) is recorded as a cash receipt and entered in the Cash Receipts journal.
Chart of Accounts - A listing of all your asset, liability, Capital, income, cost of sales, expense, other income, and other expense accounts.
Cleared - A cheque or deposit is cleared when your bank credits or debits your bank account balance for it.
Closed Period - An accounting period in which all entries are completed. MYOB does not require that you actively close a period. However, in Preferences you can prevent accidental posting to a closed period.
Closed Purchases - Purchases that have been paid in full.
Closed Sales - Sales that have been paid in full.

Command Centre – This is the central menu of transactions, inquiries and reports.  The view of the command centre is modified in each ledger.
Company Information - Found in MYOB's Setup Menu, your company information contains your company's name, address, tax details and information about your company's fiscal and payroll year.
Contra Account - An account that normally carries the opposite balance of the accounts of the same type. Assets for example, normally have a debit balance, A common contra-asset account is the accrued depreciation of an asset. By using a contra account, you can show a company a car that's worth £12,000, by listing the asset at its £15,000 purchase price followed by the -£3,000 balance of the accrued depreciation account. Contra accounts can also be used as suspense accounts.
Control Account – See Linked Accounts 

Conversion Month - The month in which you start entering transactions in MYOB.  This needs to be set with care as it is not alterable after the file is created.  Normally you are advised to set the conversion month at least one month prior to the month when you start entering transactions.  If you start by entering a completed set of final accounts set the conversion month at least one month prior to the month on which the previous year end actually closed.
Cost: Item - The cost of a stock item. MYOB uses average cost. That is, it totals the cost of all your purchases for a particular item currently on hand and divides by the number of items on hand.
Cost of Sales - Sometimes called cost of goods sold this account type works just like an expense account. The only difference is where it appears on the profit & loss statement. Cost of Sales accounts appear after your income accounts, but before your expense accounts. Cost of Sales is subtracted from your income to produce gross profit.  Your expenses are subtracted from your gross profit to produce net profit. In MYOB, you are not required to use Cost of Sales accounts.
Credit Amount - On the right side of the ledger (a debit amount occupies the left side). A credit amount increases the balance of accounts with a credit balance and decreases the balance of accounts with a debit balance. Accounts that normally carry a credit balance are liability, Capital and income accounts.
Credit Invoice - In MYOB a credit invoice is a sale with a negative balance due. Usually caused by a return or adjustment, a credit invoice is settled by using Settle Returns & Credits. There you can write the customer a refund cheque or apply the amount to another open receivable.
Credit Terms - Terms are the agreed upon rules, governing the number of days between delivery and payment, discounts for early payment and penalties for late payment. In MYOB, you can set default terms for all customers when entering your linked receivables accounts in ‘Setup, Preferences, Sales, Terms’ enter the default terms for your customers. You can override the default terms in each individual card.
Creditors - A creditor is someone to whom you owe money. In MYOB ‘Trade Creditors’ is often used instead of the words ‘Purchase Ledger’ and means something a little more specific: what you owe someone else for items or services delivered and billed. In MYOB Trade Creditors is a liability account. Any time you record a purchase in the Purchases command centre, the unpaid balance of the purchase is added to your Trade Creditors. Every time you pay a bill (using Pay Suppliers in the Purchases command centre), the amount is subtracted from your Trade Creditors balance.
Creditors Ageing:  A key report showing the number of days between receiving a bill from a supplier and an ageing date (usually today).
Current Assets - Assets that can be turned into cash within a relatively short period of time usually less than a year. Some of your current assets are your current and deposit bank accounts, trade debtors and petty cash. Current assets usually do not lose their value over time. Current assets normally have a debit balance. As a general rule, the more current an asset is, the closer it is to the beginning of your chart of accounts.
Current Liabilities - Liabilities that become payable within the next year are called current liabilities. When recording a liability that is to be paid back over the next few years, many accountants split it into two liabilities. The part that is to be paid off within the next year is entered as a current liability, the remaining is entered as a separate long-term liability.
Current Year Earnings - Current year earnings is a Capital type account. Its balance equals your income and other income minus cost of sales, expenses and other expenses. Current year earnings are zero at the beginning of a fiscal year. As the fiscal year progresses, current year earnings are kept as a running total. When you start a new fiscal year, the current year earnings figure is reset to zero by an automated transaction, which moves its balance into the account called Retained Earnings.
Customer - Someone to whom you sell goods or services. In MYOB you must enter a customer card before you can track a trade debtor balance.
Debit - On the left side of the ledger (the credit amount occupies the right side), a debit amount increases the balance of accounts with a debit balance and decreases the balance of accounts with a credit balance. Accounts that normally carry a debit balance are assets and expense accounts.
Debit Purchase - In MYOB a debit purchase is a purchase with a negative balance due. Usually caused by a return or adjustment, a debit purchase is settled by using Settle Returns & Debits. There you can deposit a suppliers refund cheque or apply the amount to another open payable.
Debtors - A debtor is someone who owes you money. In MYOB ‘Trade Debtors’ is often used instead of the words ‘Sales Ledger’ and means something a little more specific: what someone else owes you for items or services delivered. In MYOB Trade Debtors are kept in an asset account. Any time you record a sale in the Sales command centre, the unpaid balance of the sale is added to your Trade Debtors account. Every time you enter a customer payment (using Receive Payments in the Sales command centre), the amount is subtracted from your Trade Debtors account.
Debtors Ageing:  A key report showing the number of days between sending an invoice to a customer and an ageing date (usually today).
Deposits: From Customers - Advances received for goods or services not yet delivered. Customer deposits are kept in a liability type account. When a customer makes a payment against a pending sale, MYOB treats it as a deposit.  This account is set using Setup, Linked Accounts, Sales Ledger Accounts.
Deposits: To Suppliers - Advances paid to suppliers for goods or services not yet delivered. Supplier deposits are kept in an asset type account.  This account is set using Setup, Linked Accounts, Purchase Ledger Accounts.
Depreciation - The spreading of the cost of an asset over several accounting years. Most accountants create a contra asset account to track the depreciation of an asset. A typical depreciation transaction credits the contra asset account and debits a depreciation expense account. Depreciation is most often recorded as a general journal entry.
Detail Accounts - An MYOB account to which transactions can be assigned.  Opposite to a Header Account.
Disbursement - Money out. All money entered in Spend Money, Paid Today (Purchases), Pay Suppliers, and Pay Refund (Under ‘Returns & Credits’ in Sales Register) is recorded as a cash disbursement and automatically entered into the nominal accounts as a Disbursements journal.
Discounts: These can either be for Early Payment (the amount taken off the balance due in return for payment within an agreed upon number of days) or for Volume Purchase (the amount taken off an item's cost because of a special supplier or customer arrangement).  The discount values can be changed under Cards List, Selling Details for customer discounts or under Cards List, Buying Details for supplier discounts. 
Discount Days - The number of days from a sale or purchase within which full payment of the balance due entities the payee to a discount.  

Double Entry Accounting - A method of bookkeeping in which every entry is balanced by another entry. The system dates from the Middle Ages, when simple arithmetic was regarded as high science, and when only a few could carry out addition accurately.  Double-entry accounting is a way of checking as you enter transactions, and if the arithmetic is carried out correctly always provides a balanced set of books.  At all times the total value of your asset accounts minus the total of your liability accounts will equal the total of your Capital accounts.
Expense - The cost associated with running a business. Expense is an account type in MYOB.  It usually carries a debit balance.
Finance Charge - The amount added to an outstanding balance as a penalty for late payment.
Financial Statements - The balance sheet and profit & loss statement. The balance sheet is your company's financial picture at a single point in time. The profit & loss statement shows your company's financial performance over a period of time.
Find Transactions - A menu provided by MYOB to facilitate searching for a transaction. Inquiry displays are for searching only, they should not be confused with trial balance, receivables or payables reports
Fiscal Year - The 12 month period covering all your accounting periods. MYOB does not require that it match the calendar year. MYOB also provides an optional 13th period for making year-end adjustments that you do not want to affect a particular month.
Fixed Assets - Assets which have a relatively long life. Your buildings, cars and computers are fixed assets. Fixed assets are usually depreciated; that is, they lose some of their value as you use them.
Gross Profit - Gross profit is your income minus cost of sales.
Header Account - A header account in MYOB is used to group other accounts together for reporting clarity. You may not post a transaction to a header account.
Historical Balance - The balance of an account prior to converting your records to MYOB.  You are not required to enter historical balances in MYOB. Enter them only if you wish to compare a current month's activity to the activity for the same month last year. Historical balances are entered by going to the Accounts List, Edit Accounts, History tab.  
Historical Purchase - A purchase made prior to using the Purchases command centre in MYOB.  MYOB requires that you enter historical purchases that make up the current balance of the linked account, however, you may do this at anytime and may use the Purchase Command Centre before this has been completed.  Enter these through Setup, Balances, Supplier Balances, Add Purchase.
Historical Sales - A sale made prior to using the Sales command centre in MYOB MYOB requires that you enter the historical sales that make up the current balance of the linked receivables account, however, you may do this at anytime and may use the Sales Command Centre before this has been completed.  Enter these through Setup, Balances, Customer Balances, Add Sale.
Identifiers - A one-letter code used to sort and select cards in the card file. MYOB lets you assign up to 10 of 26 potential identifiers to each card.
Income – Revenue from the sale of goods or services. Income is an account type in MYOB.  It usually carries a credit balance.
Income and Expenditure Statement - Also called a profit & loss statement, this financial statement shows your company's performance over a period of time. A MYOB P&L statement begins with income. It then subtracts cost of sales to produce a gross profit. Expenses are subtracted from gross profit to produce operating profit. Other income accounts (such as interest and dividends received) are added to operating profit and other expense accounts (such as interest and dividends paid, and corporation/income tax provision) are subtracted from operating profit to produce net profit.
Invoice - The written record of a sale. MYOB handles 5 types of invoices: item, service, time billing, professional and miscellaneous. An item invoice is used to sell things on your items list. A service invoice is used to sell things that are not on your items list. A professional invoice is for billing dated services.  A time billing invoice can be generated from the time billing ledger that recharges customers for work done, timed by the hour or minute, often over several days.
Item - A unit in MYOB's items list. An item can be physical Stock, like a widget or a pair of shoes, or it can be non-physical like a call out.  A time billing item is called an ‘activity’.
Item Invoice - The written record of a sale of something on MYOB’s items list.  See invoice.
Item Purchase Order - The written record of a purchase of something on MYOB’s items list.  See purchase.
Job - Something for which you wish to track income and expenses. In MYOB, a job can be a profit centre, a product line or any other subset of your business that requires a separate income statement.
Journal – Accountants generally use the word journal to refer specifically to a nominal journal.  In MYOB the definition is more general; a journal is any double entry posting derived from your accounting entries. MYOB groups all entries into one of six sorts of journals: Nominal, Disbursements, Receipts, Sales, Purchases, or Stock. A journal has to have debits equal to its credits.  You can view the double entry behind any transaction by hitting Edit, Recap Transaction.

Ledger – Ledgers are the main ways the transactions are grouped and the word dates from when each function was written up in a separate book, or ledger.  The MYOB ledgers are Accounts (also called Nominal Ledger), Banking (often called cashbook), Sales, Time Billing, Purchases, Payroll, Stock Control and Card File.  In manual systems posting would be made between each ledger at the end of a day or week to keep them all in line with each other.  MYOB is a realtime system and so this is not necessary.
Liability - Liabilities are things you owe. A bank loan is a liability. Your Trade Creditors (also called Purchase Ledger or Accounts Payable) is what you owe someone for a purchase.  This is also a liability. Liabilities that are due within the next year are called current liabilities. When a liability is not due for more than a year, it is called a long term liability. Liabilities normally have a credit balance.
Linked Account - Linked accounts are what MYOB uses to post standard transactions.  Stock, sales and purchases tend to create transactions to the same account each time you run them. When, for example, you set the link for your Debtors account, you are telling MYOB which control account to post the balance due from a sale. You set your linked accounts through Setup, linked accounts.  You can also examine the links for any nominal account through Accounts List, Edit accounts, details.  After specifying your linked accounts you can use MYOB’s invoice and purchase functions without having to identify them every time.
Linked Customer- Linked customers are the default customer MYOB uses to charge Reimbursable expenses

Long-Term Liability – A Liability you owe that does not have to be paid for at least a year.
Miscellaneous Purchase – An invoice form used in MYOB to record non-items purchases that do not require a printed bill.  See purchase.
Miscellaneous Sale – An invoice form used in MYOB to record non-items sales that do not require a printed invoice.  See invoice.
Net Profit (Loss) - The total of all income accounts minus the sum of your expense and cost of sales accounts. 
Nominal Journal - In MYOB Nominal Journals are used to enter non cash transactions that do not belong in the Sales, Purchases, Stock, Cash Disbursements, or Cash Receipts journals.
Nominal Ledger - This is where all your account information -sales, purchases, Stock, cash in, cash out - come together. You draw your financial statements - balance sheet and income statement - from the Nominal Ledger.  The individual transactions can be reviewed under ‘Transaction Journal’.
Open Purchases - A purchase with an outstanding balance due to the supplier.
Open Invoices - A sale with an outstanding balance due from the customer.
Opening Balance - The sterling value of an account as of your the point in time you started using MYOB (Conversion Month) MYOB. Opening balances are entered from the Setup menu. They must balance - total assets must equal the total of liabilities plus Capital - however, MYOB will allow you to continue without completing this information.  MYOB will balance any difference on the opening balances for you, using the Historical Balancing Capital account. When the full information is known to you, you can enter the missing balances and MYOB will automatically remove the Historical Balancing figure.  Use Setup, Balances, Account Opening balances to enter the balances inherited from previous systems.
Operating Profit - Your profit after expenses but before considering account types other income and other expense.  Depending on your accounts setup the nearest equivalent to this line in Companies Act financial statements will be called Profit before interest and taxation.
Other Expenses - A MYOB account type used to record expenses that are not directly related to your company’s operations. Use other expense accounts to record expenses that are outside the normal operation of your business such as interest expenses, dividends paid, corporation and income tax liabilities etc. When you look at your P&L, MYOB removes these costs from the operating costs to give you a clearer view of the raw profitability from your core operations. Other expense accounts usually have a debit balance.
Other Income - A MYOB account type used to record income that is not directly related to your company's operations. Use other income accounts to record income that is outside the normal operation of your business such as interest income and dividends received. When you look at your P&L, MYOB removes the income from your operating income to give you a clearer picture of the profitability of your operations. Other income accounts usually have a credit balance.
Out of Balance – There are a variety of ways in which this phrase will arise.  When recording a Nominal Journal if the total credit amount does not equal the total debit amount in a transaction, it is out of balance.  When entering a sales ledger receipt if the receipt is not matched against sufficient outstanding sales invoices, the unposted balance will appear as out of balance at the foot of the window.  If you are entering a bank statement using the reconciliation routine in the Banking ledger, if your transactions you have recorded do not equal the closing bank statement balance, the difference will appear in the top right of the window.  MYOB does not allow you to record an out of balance transaction.
Orders - In MYOB, when you receive a purchase order from a customer but have not yet delivered the goods or services, you can enter a sales order. A sales order does not record the sale, nor does it decrement your Stock. It simply keeps the invoice on file to be recorded when the goods or services are delivered. A payment applied to a pending invoice is treated as a customer deposit.  Typical occasions when this might occur include when your organisation issues proforma invoices, or undertakes prepaid sales, cash with order, periodical subscriptions, deposits or advance membership fees. Similarly a Purchase Ledger order keeps the purchase on file to be recorded when the goods or services are delivered to you. A payment applied to a pending purchase is treated as a supplier deposit.
Paid up Capital - The amount of money paid by shareholders for a share when issued by the company.
Par Value - The face value of a share in a company. Most times it has very little to do with the actual value of the share.
Payables – see Creditors.

Point of Sale System - Entering and printing invoices as they are made to the customer. In Setup, Preferences there is a checkbox for printing invoices as they are recorded.
Prepaid Expenses - Something you pay for (usually a service) in advance of receiving it. Prepaid expenses are assets. A good example of a prepaid expense is your insurance payment. Say your insurance costs are £100 per month. At the beginning of the year, you pay £1,200 for a year's insurance. The £1,200 is a prepaid expense and is recorded as an asset. Every month, as you use up your insurance, you need to move £100 from the prepaid expense asset account to your insurance expense account.  This is usually done with a Nominal Journal.
Professional Invoice - An invoice form used in MYOB to record non-items sales of time or a dated service, with the facility to record the dates of each service, often over several days.
Professional Purchase - As above but for a purchase.
Primary Supplier - In MYOB the primary supplier is the supplier from which you usually purchase a particular item. When your To Do List says that you are running low on an item, if the item has a primary supplier, click the arrow and MYOB automatically creates a purchase order to the primary supplier for the default reorder quantity.
Profit takes a few forms: Your income minus your cost of sales is called your gross profit. Your income minus your cost of sales and your expense is called your operating profit.  When you subtract other expenses and add other income to operating profit you have net profit.  
Profit & Loss Statement - Also called an income and expenditure statement, it shows your company's performance over a period of time. An MYOB profit & loss statement begins with income. It then subtracts cost of sales to produce a gross profit. Expenses are subtracted from gross profit to produce operating profit. Other income accounts are added to operating profit and other expense accounts are subtracted from operating profit to produce net profit.
Profit Centre - A subset of your business for which you want to track income and expenses. MYOB can monitor profit centres through the use of jobs.
Promised Date - The date a sale or purchase is due to be delivered. If a sales order has not yet been delivered delivered and billed a reminder is posted to MYOB’s To Do List in order of its promised date.
Purchase – More familiarly known as a bill.  The written record of a purchase from a supplier. MYOB handles four types of purchase orders; item, service, professional or miscellaneous. 

Purchase Ledger – see ‘Creditors’ and ‘Ledgers’ 

Purging - The act of erasing old data. MYOB allows you to purge journal entries, closed sales, closed purchases, and contact logs under the file menu.  Purging is carried out automatically during the year end process.
Recap Transaction - A MYOB function that lets you look at a journal entry before it is recorded. Recap transaction is particularly useful for those transactions, like invoices and purchase orders, for which the double entry is not immediately obvious.  Found under the Edit menu.

Receipt - Money In.  All money entered in Receive Money, Paid Today (Sales), Receive Payments, and Receive Refund (Settle Returns & Debits) is recorded as a cash receipt and is automatically entered into the nominal accounts as a Receipts Journal.
Realtime – a piece of jargon meaning that all parts of the system always have the latest available figures in.  MYOB makes all the adjustments needed to each ledger when the source transaction is posted.  This is not possible on manual systems and in some computer accounts systems.
Receivables – see Debtors. 

Reconcile Accounts – Usually means the process of checking that your MYOB bank account records agree with the statements issued by your bank using their records.  If you are entering a bank statement using the reconciliation routine in the Banking ledger, enter the bank statement date and final statement balance.  Then work your way through the balance and mark off all the transactions that are the same in both the statements and the MYOB records.  If the transactions you have recorded do not equal the closing bank statement balance, the difference will appear in the top right of the window against ‘Out of Balance’.  MYOB does not allow you to record an out of balance transaction.  While reconciliation is normally meant to mean bank statements the routine can be used to reconcile any MYOB account which has a document showing external verification.  Examples include VAT, client accounts, corporation tax, bank loans and mortgage accounts.
Recontact Date - In MYOB’s Contact Log the recontact date is the date you promised to get back in touch with a contact (card file entry). Once the recontact is made you should erase the recontact date from the contact log record. Otherwise, it will continue to show up in your To Do List.
Recurring Transaction - An accounting entry that is made periodically, such as weekly payroll, monthly rent, etc. MYOB allows you to set up recurring cheques, deposits, sales, purchases, and nominal journal entries.
Retained Earnings - Money from previous year's earnings that has been left in the company. At the end of a fiscal year any money earned (or lost) during the fiscal year is transferred to retained earnings. Retained earnings is a Capital account.
Revenue – see Income 

Reversing - The process of counteracting a mistaken transaction by entering a new transaction with the same amounts, but with opposite signs.  Go to Edit menu while viewing the transaction in question.  If you can see the word ‘delete’ then the Preferences have been set to allow amendment of transactions.  Turn this off under Setup, Preferences, Security, and the transaction will now be reversible.
Sales Ledger – see Debtors and Ledgers
Sales History - MYOB retains monthly sales figures for an item, customer or salesperson. Sales History can be viewed in the item or card information window.
Service Invoice - The written record of a sale of something not on MYOB’s items list.  See invoice.
Service Purchase Order - The written record of a purchase of something not on MYOB’s items list.  See purchase.
Settle Returns and Credit Invoices - When someone returns something you sold them you record an invoice that has a negative balance due.  This is called a credit invoice.  Paying off this negative amount is called settling a credit invoice. You can do this by using the Sales Register and hitting the Returns & Credits tab.  Then hit either ‘Pay Refund’ to raise a cheque to refund the customer or ‘Apply to sale’ to allow the amount of the credit as a part payment of other open invoice(s).
Settle Returns and Debit Purchases - When you return something to a supplier the process above is carried in reverse.  
Start a New Year - After all transactions for a fiscal year have been entered, including accruals made by your external accountants as part of the their preparation of the final accounts, you must start a new fiscal year. In addition to clearing out your old transactions, starting a new year moves the balance of current year earnings and resets the balance of your income, cost of sales, and expense accounts to zero. MYOB allows you to Start a New Payroll Year separate to rolling over your nominal accounts, to allow you to start new Payroll figures in April of each year

Stock - Physical items kept for possible sale to a customer. Most accountants record a stock's value in an ‘Other Current Asset’ account.  Stock is kept realtime in MYOB and its component parts can be viewed in Stock Control, Items Register, at all times.
Supplier - Someone from whom you buy goods or services. In MYOB you must enter a supplier card before you can track a trade creditor balance.
Terms - Terms are the agreed upon rules governing the number of days between delivery and payment, discounts for early payment and penalties for late payment. In MYOB, you can set default terms for all your customers under Setup, Preferences, Sales, Terms.  Likewise, you can enter the default terms between you and your suppliers under Setup, Preferences, Sales, Terms.  These defaults can be altered for each individual supplier or customer under the buying details or selling details respectively.
Transaction - An entry in MYOB that affects an account or accounts.
Trial Balance - This is a report showing all the activity for an account or accounts within a selected date range. It shows the balance of the account at the beginning of the date range, the activity within the date range, and the balance at the end of the date range. The trial balance is usually used by external accountants to prepare final (Companies Act) accounts.
Trade Debtors – see Debtors

Trade Creditors – see Creditors

Type - Accounts in MYOB are in one of eight basic types:

1.
Asset 

2.
Liability 

3.
Capital 

4.
Income 

5.
Cost of sales 

6.
Expense 

7.
unused

8.
Other income 

9.
Other expense 

In addition when specifying the account type in Edit Accounts, profile, you will find that Assets are subdivided between the following types: Bank, Accounts Receivable (ie Trade Debtors), Other Current Asset, Fixed Asset, and Other Asset.  Liabilities meanwhile are subdivided between Credit Card, Accounts Payable (ie Trade Creditors), Other Current Liability, Fixed Liability, and Other Liability.

Undeposited Funds - Where the money is kept between leaving the customers hands and being deposited in the bank. Many businesses set up this as an asset account, and prepare banking deposits through the Banking Ledger.
Year End - The end of your fiscal year. It does not necessarily match the end of the calendar year. See Start a New Year.
