VICTORIAN STANDARD CHART OF ACCOUNTS DETAILED CONVERSION GUIDE 

  

MANUAL CONVERSION 

The first method of converting to the Victorian Standard Chart of Accounts (SCOA) is to manually map your existing Chart of Accounts against the SCOA. If you are used to your system and familiar with your organisation’s current Chart of Accounts, it is recommended that prior to any conversion you do a manual comparison of the SCOA and your Chart of Accounts. The manual process involves two main stages, the first mapping your existing accounts to the SCOA, and the second, updating your accounting software to reflect your new Chart of Accounts (the SCOA). To do this you will need to follow the steps outlined below: 

  

1.                 Back-up your accounting software as a datafile before you begin.  This is normally done at the end of each processing day as a normal activity so can be an extra item of security. 

              Print out a copy of the SCOA or download a copy into Excel or electronic spreadsheet. 

  

2.                 Print out a copy of your existing Chart of Accounts and Trial Balance or download a copy into Excel or other electronic spreadsheet– you may find the mapping process easier using an electronic spreadsheet if you are proficient in those products. 

  

3.                 The mapping process involves going through the two Charts manually identifying similarities and differences in the description/content. If you have these electronically in a spreadsheet, use the matching facilities for each line item. The aim is to identify which existing accounts will remain in your new Chart of Accounts and which accounts can be made redundant. The end result of the mapping stage will be a new Chart of Accounts for your organisation which utilise the account names & numbers from the SCOA. 

  

4.                 Firstly, identify accounts which are redundant/dormant and contain a zero balance. Mark these accounts with a ‘cross’. They will not be used in the new Chart of Accounts. 

  

5.                 Secondly identify the accounts you currently use which have a clear & obvious equivalent in the SCOA. Mark these accounts with a ‘tick’ 

  

6.                 The remaining accounts mark with a ‘question mark’. It is these accounts that you will need to decide if and where they fit into the SCOA. Review each existing account one by one and compare against the SCOA account names and data dictionary to ascertain what account in the SCOA your existing account is most closely matched. This is where the data dictionary is really useful, you may need to read two or three descriptions before you discover the right account in the SCOA. The end result of this step will be to decide whether the ‘question mark’ accounts will be assigned a new name & number in line with the SCOA, or combined with an existing account which already has a correspondent in the SCOA. 

  

7.                 There may be some existing accounts that don’t have a direct corresponding account in the SCOA, but do fit within an account header in the SCOA (an account header is an umbrella account for associated types of transactions. Transactions are not posted to a header accounts. Header accounts group and aggregate the accounts that contain associated types of transactions). For example ‘Client Support Services’ is a header account within the SCOA, the accounts that sit within Client Support Services are not specified in the SCOA. You may have an existing account that from the description in the data dictionary fits within Client Support Services. In this case use your existing account and assign an account number that corresponds to the range of numbers associated with Client Support Services. 

  

8.                 For those that do not match, you can either add new accounts to your own chart through your accounting package, or change your chart to match the SCOA number and accounts.  For simplicity, it is best to use the code numbers in the new SCOA and keep the order of the accounts in the SCOA (this should also assist with the acquittal process).  If you have different numbering, you will also need to be mindful of this for reporting comparisons especially over the first twelve months. 

  

9.                 Once you have completed the mapping stage you will have a Chart of Accounts which utilises the account names & numbers from the SCOA. The second stage is to update your accounting software to reflect the new Chart of Accounts. 

10.             Start with the accounts that were marked with a ‘tick’. Identify these in your accounting software and update the existing account name & number with the new account name & number which correspond to the SCOA. 
              * Note: It is suggested that in your accounting software you make a reference to the old account name & number, to retain a history of that account’s original identity. There are two ways to do this. The first is by adding the old account name & number in brackets after the new account name. This method will display the old account name & number on reports, therefore may be useful for the readers of reports during a period of familiarisation with the SCOA, however the space to insert the old account name & number after the new account name may be limited. The second method is to add the old account name & number in the description field of the individual account, this method won’t display the account old name & number on reports. 

  

11.             For the accounts that were marked with a ‘cross’ it is suggested that they are renumbered and made inactive. Choose account numbers that are at the end of the numbering range so that they don’t interfere with the SCOA numbering. It is suggested that accounts are made inactive rather than deleted because the account may have been previously used and deleting the account may delete historical transactions. It is suggested that you consult specialist advice before deleting an account in your accounting software. 

  

12.             Some accounting software packages allow you to combine two accounts into one account. Use this feature when two existing accounts have been mapped to one account in the SCOA. If this feature isn’t available it is suggested that you rename & renumber one of the existing accounts to the SCOA name & number and then transfer the balance from the second account into the newly named account. The account which contained the transferred balance (which should now be zero) should be renumbered and made inactive, following the steps in point 11. 

  

13.             Once you have updated your accounting software and changed your chart of accounts, ensure that your new Trial Balance equals your original Trial Balance. Firstly, check the Trial Balance totals agree and then review each account one by one to ensure that the balances in the individual accounts are as expected. For this step you should ensure that the balances from the old accounts have been transferred correctly to the new accounts. 

  

14.             If the Trial Balances do not agree in total or in part an error has occurred in the process. If the error cannot easily be identified and rectified, you will need to begin the process again using the back-up copy of the datafile. 

  

15.             For an audit trail, you should keep a print out of the final Trial Balance before the update and one for after the update process, for your own references and also to verify the validity of the process to your organisation’s auditors. This will also give management and the Management Committee or Board confidence in the transition process. 

  


ELECTRONIC CONVERSION 

The second method of conversion is to download the datafiles located on the website for use by not-for-profits in the accounting software of MYOB and Quickbooks.  If you have other software, you will need to review your chart of accounts through the manual mapping process. 
If you are creating a new file for the financial year, then the process will be straightforward, as you will import the new SCOA to replace the generic chart of accounts. If you are downloading, the SCOA into an existing file you will need to be very careful when doing so  to ensure you do not have duplicate account numbers or override year to date data or transactions and existing records. 

  

In practice using the electronic method is only a practical option if you are creating a new datafile. If you already have existing transactions in your datafile the electronic method is only available at the beginning of a new financial year, however even in this situation the manual option is the best method to use. 

  

To download the SCOA: 

1.                 1. Go to the web link (https://wiki.qut.edu.au/display/CPNS/Standard+Chart+of+Accounts) in the centre of the page select your state: Victoria or you can go directly to the Victorian page using: https://wiki.qut.edu.au/display/CPNS/Victoria: and select either MYOB or Quickbooks under the Datafiles & Versions of SCOA heading. 

2.                 Once you have clicked on the link, you will see instructions for downloading the file and the data file link.  Ensure you read the instructions carefully prior to downloading the link (you can print the instructions so you have a guide prior to downloading the data file). 

Note for the MYOB file – download ONE MYOB file ONLY
Note that QuickBooks has only ONE file that can be downloaded. 

3.                                                                                                                                                  Follow the instructions carefully, particularly in regards to rejecting or updating existing account numbers that exist in your chart of accounts – it is prudent to print out a copy of your Trial Balance prior to any changes. 

4.                                                                                                                                                  Once you have changed your chart of accounts, ensure that your new Trial Balance equals your previous chart of accounts’ Trail Balance and that your account balances for each item are correct. 

  


Some key activities for you to consider when updating your chart of accounts to the SCOA include checking of the following: 

  

GST and Payroll linked accounts
Before you begin entering transactions you will need to check the account linkages.  The accounts used by certain transactions (particularly payroll & GST in MYOB and payroll in QuickBooks) need to be set-up; these are known as linked accounts. The linked accounts only need to be set-up once, but it’s very important that they are set-up before processing any transactions. For other types of accounting software it is recommended you contact your software provider to ascertain how linked accounts are dealt with. 

·        You will need to check the linked accounts manually – or at least check that the accounts are linked. 
The following table details which type of transactions are linked with which account in the SCOA. Each accounting software application will have different commands to access the linked accounts. If you are unsure of how to do this, contact your software provider, peak body or professional advisor for assistance. It is particularly important to link accounts in the payroll module. 

  

	Type of Transaction 
	Specific Transaction 
	SCOA account to link to transaction 

	Payroll 
	PAYG Withholding 
Defult Tax/Deductions Payable Account (MYOB) 
	2-1180 PAYG Withholding Payable 

	  
	Superannuation Payable 
	2-1190 Superannuation Payable 

	  
	Superannuation Expense 
	6-0607 S&W Superannuation 

	  
	Default Wages Expense Account (MYOB) 
	6-0611 S&W Salaries & Wages 

	  
	Default Employer Expense Account (MYOB) 
	6-0607 S&W Superannuation (can be changed if you have a  more appropriate payroll expense account) 

	GST 
	Linked Account for Tax Collected (MYOB) 
	2-1150 GST Payable 

	  
	Linked Account for Tax Paid (MYOB) 
	2-1160 Less GST Receivable 

	Purchases 
	Liability Account for Tracking Payables (MYOB) 
	2-1110 Accounts Payable 

	  
	Bank Account for Paying Bills (MYOB) 
	Link to the bank account from where you pay supplier bills 

	Sales/Income 
	Asset Account for Tracking Receivables (MYOB) 
	1-1210 Accounts Receivable 

	  
	Bank Account for Customer Receipts (MYOB) 
	Link to the bank account that receives income from invoices you have raised 


  

Entering Transactions 

Once you have compared and reconciled the Trial Balances from before and after conversion, and you have verified the linked accounts are correct, the conversion to the SCOA is complete and you can begin to enter transactions. Congratulations! 

  

Comparing previous year’s figures
When you introduce the new SCOA, which will be different from your previous Chart of accounts, it will mean that you cannot directly compare the previous year’s figures with the current financial year.  You will need to make a note in your Annual Financial Statements about the adjustments which were made when switching to the new SCOA.  This will also be important in reporting to your Management Committee or Board. 

  

