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Assalamualaikum w.b.t and Greetings,   

 

Bismillahirrahmanirahim  

 

Alhamdulillah, thanks to Allah for his bounty, the Business Accounting Made Simple: Study Guide for Non 

Accounting Students has successfully produced. We, Zuriana Hj Mohamed from Polytechnic Port Dickson 

and Suria Hj Abd Malek from Polytechnic Merlimau produced this eBook for non-accounting students 

especially when they pursue their study in Diploma Level.  This book consists of Five (5) chapters that will 

provide students simple but complete knowledge and information in basic accounting principles. 

 

Finally, it is hoped that this eBook will help student and readers gain the required knowledge of accounting 

concepts and understand the basic bookkeeping terms such as Assets, Liabilities, revenues and many more! 

 

 
 
 

 
 



 

 

  

  

  

  

 

ABSTRACT 
The goal of this eBook is to enhance students in understanding the basic of accounting. This eBook can be 
used by students as a quick reference to help them a basic knowledge covers the topic especially for non 
accounting students.  This edition of eBook has five chapters and for each topic, questions are accessible to 
show students with comprehensive question and suggested answer.  It can also assist students in exercising 
and testing their knowledge. 

Chapter 1 : Introduction to Accounting 

This chapter gives an overview of accounting and bookkeeping, Roles of Accountant, users of Accounting 
Information, types of business organization, conceptual framework for Financial Reporting and Accounting 
Cycle.   

Chapter 2 : Source Documents 

The objective of this chapter is to explain how the source documents use and related to business accounting.  
This chapter explains how to apply the accounting from source documents to the appropriate transaction 
and the sources documents involved in business activities. 

 Chapter 3 : Book of Prime Entry  

This chapter will assists students to demonstrate of knowledge and understand of a journal, practice the 
methods of recording in General Journal, special journal, cash book and relationship between source 
documents, transactions and book of Prime Entry based on industry activity. 

Chapter 4: Double Entry and Accounting Equation 

This chapter show the understanding of double entry accounting record keeping system in every transaction 
occurred which every transaction is recorded at least two accounts.  In this chapter, students will ascertain 
understand the nature of assets, liabilities, owner’s equity, revenues and expenses known as accounting 
equations.   

Chapter 5: Trial Balance 

A trial balance is a statement prepared based on account balance in the ledgers at the end of an accounting 
period.  This chapter will discuss the computation and how to balance the accounting transaction. 
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 CHAPTER 1: INTRODUCTION 

 

 

CLASSIFYING 

Data from business documents (e.g.: receipts, invoices, cash bills, 

credit notes) are arranged & categorized into books. 

 

RECORDING 

          

 

 

 

 

 

 

LEARNING 
OUTCOMES

Describe the introduction to accounting

Discuss the acconting cycle

Explain the concept and principle of accounting

PHASE 1 

PHASE 2 
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1.2 ROLES OF ACCOUNTANT 
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          1.6.2     STEPS IN ACCOUNTING CYCLE 

 

 

 

 

 

 

 

source documents

books of prime 
entry

ledgar

trial balance

adjustments

adjusted trial 
balance

financial 
statements

financial report
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TUTORIALS 

a. Define bookkeeping 

 

b. Provide TWO (2) examples of each internal user and external user of 

accounting information 

 

c. Illustrate the accounting cycle involves EIGHT (8) stages over particular 

period of time. 

 

d. Identify the accounting period 

 

1st January 2020 31st December 

2020 

Answer: Yearly 

 

1st April 2021 30 June 2021 Answer: 

 

1st February 2020 31 July 2020 Answer: 

   

1st January 2021 30 June2021 Answer: 
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e. Identify the dates and accounting periods for the following period 

 

Starting Date Closing Date Accounting period 

(1) 30 June 2020 Yearly 

1 February 2019 ( 2 ) Monthly 

1 October 2020 31 December 2020 ( 3 ) 

1 December 

2018 

31 May 2019 (4) 

(5) 30 April 2019 Yearly 

1 November 

2020 

(6) Quarterly 

1 August 2017 ( 7 ) Yearly 

(8) 30 June 2021 Monthly 

1 May 2020 (9) Quarterly 

1 April 2018 30 September 2018 (10) 
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g. Explain the purposes of accounting information to the accounting users below. 

a. LEMBAGA HASIL DALAM NEGERI (LHDN) 

b. CIMB BANK 

c. CEO OF AIR ASIA BHD 

d. GOVERNMENT 

e. CREDITORS 
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c. Identify the accounting period 

 

1st January 2020 31st December 

2020 

Answer: Yearly 

 

1st April 2021 30 June 2021 Answer: Quarterly 

 

1st February 2020 31 July 2020 Answer: Semi annually 

   

1st January 2021 30 June2021 Answer: Semi annually 

 

d. Identify the dates and accounting periods for the following period 

 

Starting Date Closing Date Accounting 
period 

(1) 1 July 2019 30 June 2020 Yearly 

1 February 2019 ( 2 ) 28 February 
2019 

Monthly 

1 October 2020 31 December 2020 ( 3 ) Quarterly 

1 December 2018 31 May 2019 (4) Semi 
annually 

(5) 1 May 2018 30 April 2019 Yearly 

1 November 2020 (6) 31 January 
2021 

Quarterly 

1 August 2017 ( 7 )31 July 2018 Yearly 

(8) 1 June 2021 30 June 2021 Monthly 
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1 May 2020 (9) 31 July 2020 Quarterly 

1 April 2018 30 September 
2018 

(10) Semi annually 

 

e. List down the accounting concept based on the narrations below: 
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9. Cash bills 

 Used in cash transactions only 

 Issued by sellers to buyers 
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TUTORIALS: 
 

1.  Identify the source documents involved in the following business activities 

Business activities Source documents 

Used before a business activity 1. 

2. 

3. 

Used during a business activity 4. 

5. 

Used after a business activity 6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 

 
2.  Determine the appropriate transactions and source documents based on statements 

below. 

Source document Usage 

 

Invoice (i) 

Receipt (ii) 

Voucher (iii) 

Memo (iv) 

Order form (v) 

(vi) Document is used when a sale is overstated 

(vii) Document is used when a sale is understated 

(viii) Used in cash transactions only 
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Example: 

i. The purchased and sales of fixed assets on credit 

ii. Drawings of goods 

iii. The correction of errors 

iv. Writing off bad debts 

v. Opening balance entries 
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vi. Increase in capitals 
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ASSETS Noncurrent assets + Current assets 
 
Noncurrent assets (above 1 year) 

Land, Premises, Vehicle, Furniture, 

Fixtures & Fittings 

 
Current assets (below 1 year) Closing 

inventories, Debtors, Account 

Receivable, Bank, Cash 

CAPITAL / OWNERS’ EQUITY Opening capital + Profit – Drawings 
OR 
Opening capital - (loss) – Drawings 
 
Drawings = 
Drawings of cash or drawings of goods 

LIABILITIES Noncurrent liabilities + Current Liabilities 

 
Noncurrent liabilities (above 1 year) 

Loan, Debentures 

 

Current Liabilities (below 1 year) 

Creditors, Account Payable 
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QUESTION 5 

 

The following transactions occurred during the month of January 2020 for Starex 

Enterprise. 

 

Date Transaction 

2020 
 

January 
1 

 

 
Purchased goods on credit from Lisa Enterprise at list price RM3,000, less 
10% trade discount. 

3 Sold goods on credit to Mimi Enterprise worth RM2,500. 

5 Purchased goods on credit from Syarikat Maju amounting to RM4,000. 

7 
Returned goods worth RM500 to Lisa Enterprise because their goods were 
defective. 

11 
Sold goods on credit to Munah Enterprise at list price RM1,000, less 5% 
trade discount. 

13 Mimi Enterprise returned goods worth RM450. 

15 Owners brought in a vehicle valued at RM25,000 for business use. 

19 Munah Enterprise returned damaged goods worth RM200. 

21 Sent an invoice to Sunshine Trading RM 3,500. 
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 Limitation of a Trial Balance 
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5.2 Show the Trial Balance 

Name of the company 

Trial Balance as at XXX 
 

Account Debit Credit 

Land and Building 
x  

Plant and Machinery 
x  

Fixtures and Fittings 
x  

Vehicles 
x  

Furniture 
x  

Investment 
x  

Cash/Bank 
x  

Account Receivables/Debtors 
x  

Inventory 
x  

Drawings 
x  

Purchases 
x  

Sales Return/Return Inwards 
x  

Carriage Inwards 
x  

Carriage Outwards 
x  

Salary 
x  

Utility Bills 
x  

Advertising 
x  

Stationeries 
x  
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Discount Allowed 
x  

Rental Expenses 
x  

Insurance 
x  

Vehicle Maintenance 
x  

Capital 
 x 

Account Payables/Creditors 
 x 

Bank Overdraft 
 x 

Loan 
 x 

Debentures 
 x 

Mortgage 
 x 

Sales 
 x 

Purchase Return/Return Outwards 
 x 

Commission Received 
 x 

Rent Received 
 x 

Discount Received 
 x 

Total 
xx xx 
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Cash 

 

1-Jan Capital 500 3-Jan Purchase 80 

8 Jan Sales 300 13-Jan Insurance 100 

   
17 Jan Bakar 100 

   
25Jan Salary 250 

   
31-Jan Bal c/f 270 

  800   800 

1-Feb Bal b/f 270    

 

Capital 

31-Jan Bal c/f 500 1-Jan Cash 500 

  500   500 

   1-Feb Bal b/f 500 

 

Purchase 

 

3-Jan Cash 80 31-Jan Bal c/f 280 

7 Jan Bakar 200    

  280   280 

1-Feb Bal b/f 280    
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Bakar 

 

10-Jan Purchase return 70 7-Jan Purchase 200 

17 Jan Cash 100    

31 Jan Bal c/f 30    

  200   200 

   1-Feb Bal b/f 30 

 
 

   Sales 

31-Jan Bal c/f 300 8-Jan Cash 300 

  300   300 

   1-Feb Bal b/f 300 

 

Purchase return 

31 Jan Bal c/f 70 10-Jan Bakar 70 

  70   70 

   1-Feb Bal b/f 70 
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Cabin Restaurant 

Trial Balance as at 31 January 2021 

Account Debit Credit 

Cash 270  

Capital  500 

Purchase 280  

Bakar  30 

Sales  300 

Purchase return  70 

Insurance 100  

Furniture 350  

Lim Trading  350 

Salary 250  

Total 1,250 1,250 
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TUTORIALS 
 

QUESTION 1  

Iman, the owner of Terangelap Trading is a furniture distributor in Merlimau. The business 

transactions in July 2020 were as follows: 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Date Transactions 

July 1 Iman deposited RM10,000 into the business bank account as capital. 

 
He contributed a car to the business as capital RM 40,000. 

3 
Bought a machine on credit from Mad Machine Bhd at RM10,000. 

 Cash sale to Lan Enterprise RM 2,500 

6 
Paid office rental RM 1,000 by cheque. 

 
Sold goods to Maya Trading on credit RM 5,000. 

13 
Paid carriage outwards RM 250 by cash. 

 
Iman took cash RM 1,500 for his own use. 

18 
Paid utility bills by cheque RM 500. 

21 
Maya Trading returned damaged furniture valued at RM 500. 

25 Paid wages by cheque RM 500 

28 
Received a cheque from Maya Trading RM 4,300 for the full settlement 

of his account. 
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You are required to: 

 
a) Post the transactions into ledgers and balance off the ledgers on 31 July 2020 

 
b) Trial balance as at 31 July 2020 

 

 

QUESTION 2 

Below are the transactions of Aman Stationery on 31 December 2020: 

 

Date Transacti

on 

RM 

2020 

 
Dec 
1 

Aman the owner of company brought in the following assets as 
a capital of the business: 
Vehicles 
Cash 
Furniture 

 
 

8,000 
20,000 
1,800 

 

2 Purchase goods on credit from First T 9,500 

3 Sold goods by cash 7,600 

5 Paid utility bills with cash 600 

6 Sold goods by credit to Alia 1,900 

11 Paid to First Touch by cash 4,750 

13 Paid general expenses by cash 150 

18 Received cash payment from Alia 950 

20 Purchase goods by cash 2,800 

25 Paid salary by cash 1,000 
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SUGGESTED ANSWERS: 

 

QUESTION 1  

 

(a) 

 

 
(b) Total trial balance RM67,500 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Capital

RM50,000

Office rental

RM1,000

Vehicle

RM40,000

Bank

RM12,300

Sales

RM7,500

Carriage 
outwards

RM250

Cash

RM2,250
Machine

RM10,000

Drawings

RM1,500

Discount Allowed

RM200

Wages

RM500

Sales return

RM500

Purchase

RM1,500

Utility bills

RM500
Maya Trading

-

Mad Machine

RM10,000
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QUESTION 2 

 

(a) 
 

 
(b) Total trial balance RM44,050 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Capital

RM29,800

Vehicle

RM8,000

Furniture

RM1,800

Cash

RM19,250

Purchase

RM12,300

Salary

RM1,000

General expenses

RM150

Alia

RM950

Utility bills

RM600

Sales

RM9,500

First T

RM4750
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QUESTION 3 

 

(a) 

 

 
 

(b) Total trial balance RM74,000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Capital

RM4,200

Cash

RM1.200

Magnet 
Enterprise

RM50,000 

Machine

RM50,000

Sales return

RM800

Mei Hua

RM4,500

Sales

RM9,800

Aishah Furniture

RM10,000

Purchase

RM10,000

Rent

RM2,050

Bank

RM5,450
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QUESTION 4 

 

(a) 

 
 

(b) Total trial balance RM9,550 
 
 

 
 

Cash

RM7,470
Furniture

RM560

Bank

RM50

Sales

RM610

Si Kacak

RM85

Purchase

RM460

Capital

RM8,200
Salary

RM450 

Abang Hensem 
Trading

RM560

Nona Cantik

RM200

Shop rental

RM360
Purchase return

RM95
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