BAS instructions for Monthly or Quarterly Lodgments

To gather sales information for your BAS report, the following steps should be followed.  You should have version P2000 (11U) or later installed before continuing.

1)
Setting your accounting method and period.
This only needs to be done before your first BAS statement is done.  These options may need to be changed at a future stage if your accounting period or method is changed. 

From the main menu,   


#3 Updating system section, 

      #9 Options 

      #27 GST

In this screen you should set the relevant accounting method and period for your circumstances.  
After confirming the details, a message will appear warning you that changing your accounting period is not advised. Do not worry about this warning if you have not yet completed your first BAS.

2)
Setting the correct GST rates
Before starting to prepare your BAS, you should check to make sure that all the GST rates for your stock and register departments have been set correctly. 

Departments – Menu 12 # 9 (Bottom right corner)
Charge GST  (Y-N-X )

All payment departments and pay-out departments should be set to X-Exempt.  Regardless of whether you are on cash or an accrual basis. Setting these departments to Y or N will lead you to report incorrect GST amounts.

Stock – Menu 6 # 2. (Will report an item if set incorrect)

** To fix a department in bulk, please use Menu 6 # 1

** To fix individual Stock Items please use, Menu 6 # 6

Checking stock data for correct GST set products

Menu 6 GST Menu #  02 Report Products by GST

L I S T   G S T   R A T E S   O N   S T O C K   I T E M

                    For supplier (ENTER- all)...

                    Department   Family        Class




                    Category........ 1=           2=

                    Location....................




                    GST from.. .01     to   9.9           
                ¦Details Correct ?  Yes/No ¦Esc_ Y

L I S T   G S T   R A T E S   O N   S T O C K   I T E M

                    For supplier (ENTER- all)...

                    Department   Family        Class

                    Category........ 1=           2=

                    Location....................

                    GST from.   10.01      to   ____   

Details Correct ?  Yes/No ¦Esc_ Y

**  These reports will identify products set with the wrong GST. Print this out and fix in 15 # 01 – Stock Maintenance. If no items found “did not complete Sort” comes up and system goes back to menu

L I S T   G S T   R A T E S   O N   S T O C K   I T E M

                    For supplier (ENTER- all)...

                    Department   Family        Class

                    Category........ 1=           2=

                    Location....................

                    GST from..  0     to  1
                ¦Details Correct ?  Yes/No ¦Esc_ N

** This report will show you all the items in your system with 0 - GST rate, you may notice items that should be on the list missing. You would then look those up and fix plus if something comes in this list that should not be there go and fix.

You should now use this menu by a Department, example; Phone Cards, Instants, Milk etc “GST from 10  to  10”    This should find no stock items in this reports. 

3) Checking Data 

Menu 6 # 13 on the GST menu.
It is important to check your transactions for any errors that may have occurred prior to running the BAS report.  While the BAS report produces total sales as per the BAS statement itself, not checking and repairing can lead to exempt items being added in to sales and GST items being noted as GST free.

This routine will compare the GST amounts stored in the POS system with the relevant stock item, department or dissection.  It then reports what is stored compared with what was calculated.  If you choose to repair your data, then the calculated value will be stored against the transaction.
 
Your options are as follows:

- You enter the dates you wish to check or repair data for.

**  We suggest you set this to R = repair. You may check but then you must repair your data. 

· The reporting level may be chosen.  The two options are E-Errors and D-Detail.  Errors will only report/repair those items where the calculated GST is different to the stored value. Detailed will show every transaction for that period. It should be noted that this report works on the date of invoicing. 

· You may choose which transactions to report on.  The options are register, subagent, customers and all.  This allows you to check your data in stages.

4)
Reporting your BAS figures

Menu 6 #12 on the GST menu.
After you have checked and repaired your data, you are now ready to produce your GST BAS report.

- You may enter the dates for the BAS statement.


- The type of report you wish to produce can be chosen.  The options are:

a) Total supplies.  This will produce a report that shows total sales only.


b) Sectional Breakup.  This will report the breakups of the register, subagent and customer GST liabilities.

c)  Errors.  As well as totals, this will show any transactions where the GST amount calculated was different to the amount stored.

d) Detailed. This report will show every transaction that was used in the calculation of the BAS report. The ATO has stated that they will be conducting audits but information on what they require for an audit has yet to be determined. For the moment, we have allowed printing of all transactions, but you should be aware that it is a large report.  It is not advisable to print this unless it is needed and it can be printer at a later date if need be.


Finalise. 

When you have completed your BAS, you should run this report with finalise set to yes.   Finalising your BAS statement writes away information for this BAS and information required in the preparation of your next BAS. Your BAS must be done for each period to be acurate. Not doing this as a final step could lead to you under or over estimating your GST in the next BAS period.

Please remember to store a backup with your tax records.

Steps 2, 3 and 4 will need to be completed each BAS period. Please keep these instructions for future use.
1
3

