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Red Office MYOB Health Check  
 

Company :      Client: 

Consultant:      Date:    RO Recommendations / changes updated 

  

 

 

        

1. Current Financial Year :  

 

2. Accounts list 
� GST Codes correct  

� Accounts in logical sequence 

� Headers checked to total / added.   

� Accounts named (ie no “ New Accounts” ) 

� Accounts for inactivation / deletion. 
 

3. Linked accounts set up correctly 
� Accounts & Banking 

� Sales 

� Purchases 
   

4. Accounts Receivable Reconciliation  
� Account in Balance Y/N (Error/s causing out of balance)  

� Customer balances needing attention 

� Bad debts to be written off?  
� Is debtors collection training required? 

Ie card notes / terms process. 

� Credits tab cleared / small balances to write off 

 

5. Accounts Payable Reconciliation  
� Account in balance  Y/N (Error/s causing out of balance) 

� Debits to clear 

� Supplier balances needing attention 

� Terms working? 
 

6. Balance Sheet 
� All Bank Accounts / Credit Cards Reconciled to current Y/N 

� Nil old entries in bank rec’s to clear 

� Is the historical  balancing account 0? 

� Are Fixed assets entered with detailed information? 

� Hire-purchase / loan accounts in order?  

� Suspense account in balance Y/N  

� Anything unusual in accounts?  

� GST reconciled Y/N 

� Wages / PAYE processed correctly 

� Client understands how to read the Balance Sheet? 
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RO Recommendations / changes updated 

 

 

7. Profit and Loss  
� Are accounts logically ordered? 

� Do the figures in the P&L make sense 

� Does the client understand how to read the P&L?  

� Are assets valued under $500 coded correctly? 
   

8. Inventory Y/N 
� Inventory codes set up & run correctly?  

� Stock take & update on MYOB needed?  

� Journal updates required for clients who journal stock  
figures between balance sheet & P&L 

 

9. Multi-currencies Y/N 
� Are currencies set-up & run correctly  

� Journals required to balance exchange accounts on a  

given day. (ie EOM or EOY. See: 

http://www.redoffice.co.nz/resources/ for (historic currencies)  

 

10. Job costing Y/N 
� Are the jobs set-up & run correctly ?  

� Does the client need any reports run?  

� Would the client benefit from job costing? 

 

11. Timebilling Y/N  
� Would the client like any further activities set-up / or corrections 

to out of date work in progress not billed 

� Is the client happy with the current reports they are running? 

 

12. Are back ups being regularly taken (both on computer & offsite)  
� Does the client have a firm back-up process in place? 

� Would the client benefit from an online back up service?  

 

13. Invoice, statements & purchase order templates customised Y/N 
� Are the templates emailing correctly?  

� Does Quick time need to be installed?  
� Would they benefit from updating templates regularly? Ie offers  

� If invoices etc are emailed would the client like the default  

 message updated?  

 

14. Card file  
� Any duplicate cards the client would like combined?  

� Any further customisations (custom lists / identifiers etc) needed 

 for reporting purposes  

� Terms set correctly Y/N  
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15. Is the client happy with their current payroll system 
� Is the payroll system reconciled to agree with MYOB regularly  

 

16. Would a month end checklist be of benefit  

 

17. GST Process 
� Are GST detail reports printed as part of GST process Y/N 

� Is customs GST calculated correctly Y/N 

� Is the GST returned for the year still balancing with MYOB 

� Is the period locked to the last GST return. 

 

18. Would the client benefit from a sales management program?  
� Client Connect Y/N  

 

19. Desktop shortcuts required Y/N 
 

20. Reports 
� Are there any reports the client would benefit from running? 

� Train on overview of reports section. 

� How to determine break-even point 

� Inventory reports? 

� Job costing reports? 

� Would they benefit from running a budget on MYOB? 

� Would they benefit from having a customised reports list set-up? 

� Would the client benefit from extra Datawise reports 

 

21. File needed to be networked on any further computers Y/N 

 

22. Updates to preferences / passwords required Y/N 
 

23. Turn on Audit Tracking 
 

24. Back up & Optimise company File 

 

25. Run Company Datafile auditor  
� File Locked to : 

� File Verify  

� Account Reconciliation Review :  

� Transaction Review :  
� GST account Review : 

 

 

 


