Accountants

Office

Creating Reports and Formatting Guide

MY OB Accountants Office

Version 2012.1 +




©2013 MYOB Technology Pty Ltd. All rights reserved.
Disclaimer

MYOB has made every attempt to ensure the accuracy, relevance and completeness of this material but excludes (to the
extent allowed by legislation) any warranties regarding it. Furthermore MYOB, its staff and agents shall not be liable for any
loss, cost or damage (however incurred including negligence) arising out of errors or omissions in the material, especially if
such materials contain information sourced from third parties or the ATO. In some cases the materials provided contain
case studies (applying particular accounting standards or legislation) and anecdotes which may not directly apply to the
user's circumstances and are used as representative examples only and should not be considered as authoritative advice
regarding any accounting standard, law or industry opinion. MYOB advises that if the user wishes to rely on the case studies
contained in the material then it must seek professional advice before doing so. Furthermore reliance on the representative
examples in the seminar materials is at the user's own risk.

Copyright

Furthermore the seminar and materials may not be copied, altered, edited, disposed of or distributed without the prior
written consent of MYOB.

Trademarks

All trademarks used in this material are owned by MYOB Technology Pty Ltd or the indicated registered owners of the
trademarks. Users are forbidden from using, copying or transporting the trademarks without express prior written consent.
AppleShare and Macintosh are registered trademarks of Apple Computer, Inc., registered in the United States and other
countries. LivelLinks is a trademark of Ceedata Holdings Pty Ltd. Microsoft, MS-DOS, Windows, Windows NT, Windows
BackOffice and Outlook are either registered trademarks or trademarks of Microsoft Corporation in the United States and
other countries. Novell and Netware are registered trademarks of Novell, Inc.

MYOB Technology Pty Ltd ®
ABN 30 086 760 269

The Glen
Level 3
Glen Waverley VIC 3150

MYOB Accountants Office Reports
Creating Reports and Formatting Guide 2012.1+
August 2013

MYOB AO | VERSION 2012.1+ REPORT CREATION AND FORMATTING GUIDE | 2




Contents

Contents 3
About this Guide 4
Overview of Creating Reports 5
HOW 1O Create @ MEPOI c.uvieeeeeiieeciiecieeette ettt see et e et eebe e s te e sae e steesaaeesaaeaenaees 6
L= 80T o] F= 1 TSRS PSRN 7
[ST=1To [ @/ g ToTo 1T SRS PR PTRPPRRP 7
How to select fields from the Field Chooser .......ccccoovieriiiiiiiniiiiienec e 8
(2 [eX VYA JoTF-To [o I o) =1 [ o JF- 1N =T o Lo ] o R 9
[ Lol R (o I VT I T =T o Yo o P PPPPPPPPPPPRPPPINE 9
HOW TO SAVE @ FEPOI ..vvviiiiiiiiiiiiiiiiiereeeeeeieverererreerereeeereseseeeeeeeererererereseseseeassrenen 10
How to sort data Within @ report.......cceoeeciiiiee e 10
How to prompt for a field when running a report .......cccceeceeeeciieeccceee e, 11
PN T o1 VT = 1 =T U SR 12
AVAIIADIE FIILEIS ..ottt st et 14
Show Summary option Within @ report .........cceecvvieiiiee e 16
HOW tO SUMMATISE @ FEPOI...uiiiiiiiiiiiiiiiiiiereeieievererrererereeeeeeeeeeeeeeeereeeeeeeeesaseeeaaes 17
o L1 BNY-1VZ=To 20T o Yo o AU PR 17
Exporting a report to Excel 18
Export to MS Excel from within the Change Reportstab.......ccccccceeveveeinneenn. 18
Export to MS Excel from within the Report Preview window ...........ccccccuvee.. 19
Export to MS Excel from within the Run Reports window ............cccccveeenneennn. 20
Removing hyperlinks in MS EXCel ......ccoccuuieiiciiieecie e 20
Export and Import 22
(o Yo g =T =T o Yo o P PPPPPPPRPPPRPPPRE 22
[aaT oo o= T =] o To ] PP PPPPPPPRPPPPPPPRE 24
Filtering Debtor Statements 25
Hints & Tips 26
Add a report to Practice FavOUIrites........cccuvveieii et 26
File types for inserted 1ogos and iMages ........ccueeeeeeeeciiiieee e 27

MYOB AO | VERSION 2012.1+ REPORT CREATION AND FORMATTING GUIDE | 3




About this Guide

This guide includes a range of helpful information designed to assist you in creating and
formatting reports in MYOB AO.
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Overview of Creating Reports

AO Reports allows you to very quickly generate standard reports for your practice. If the
standard reports provided by MYOB do not suit your particular requirements, AO Reports
allows you to create and duplicate existing reports to customise to meet your needs.

In addition to filters, AO Reports allows you to group, sort and total data. This allows you to
total, for example, WIP by office or by partner and to sort the data.

After selecting your data, AO Reports allows you to export a report from the Preview window.
This feature makes further manipulation of data (in MS Excel) or distribution of data (via PDF)
very easy.

In summary, AO Reports allows you to:

L] Run standard reports for your practice

L] Apply filters to a report to limit the data included in the report
L] Group, sort and total data within reports

L] Export report data to MS Excel or to a PDF or HTML file

L] Perform ad hoc queries against your data

Report List

Client - Client List

The Client List reporting area is used to produce reports that contain client information, including the client's department and banking details.
The reports from this area provide information on all of the practice’s dlients.

Hide Description Help Show Example
Select a report:
Title Description Last Modified
&' Client List by Parmer MYOE - Basic Client List by Partner 26/08/2005 3:36 PM
' christmas card list 08/10/2012 3:52 PM

A report is always based on a template. Templates contain pre-defined headers,footers and

margins.
Templates
Select a report
Title Description Last Modified
T MYOE-Fortrait MYOE-Fertrait 0410212004 1038 A
& MYOB-Landscape MYOB-Landscape 0410212004 1047 A
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How to create a report

When you open the Reports page, the Tasks bar lists all available reporting areas which
represent key reporting areas within a practice.

When creating or editing a report, click on the expand/collapse arrows in each reporting area

to display a drop-down list of sub-areas in that category. It is extremely important that you

select the correct reporting area and sub-area to produce an accurate report.

AO Reports comes with a number of standard practice reports. These are located in the
relevant reporting sub areas.

~ COMMON TASKS
Add tofavourites
Templates
~ CLIENT
About client
Client and contact addresses
Client contact details
Client details
Client list
Client partner check.
~ CONTACTS
About contacts
Contact details
Contact list
Contacts and clients
~ DEBTORS
About debtors
Adjustments
Aged debor invoices
Aged deblors

Client - Client List

The Client List reporting area is used to produce reports that contain client information, including the client's department and banking details.

The reports from this area provide information on all of the practice's dlients.

Hide Description Help Show Example

Select a report

Title Deseription Last Modified
@ Client List by Partner MYOB - Basic Client List by Pariner 26/08/2005 3:36 PM
& jenny ploy SM jenny play (jm) 1910912012 8:15 PM
& chrismas card list 0911012012 3:52 PM

In AO PM, click the Reports L*==1 jcon.

Select a reporting area.
Select a sub-area.

Click the New button.

The New Report tab is opened ready for the fields to be selected for the required report.
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Reports~ New Report - Client - Client Details |
k& B! || MYOB-Portrait =D& &
—
- |  SwDate [12/12/2012 [+] @ EndDste  [12/72/2012 [+

=
< s Run Report Settings | Report fields and fomattin
[F] Show sel report fields znd formatting Search for field name: |

Title

| Field Name | Field Type
[ Extra
[] Account Status Desc General
[0 Ach Extra
[ Address1 General
[ Address2 General
[ Address3 General
[ Addressee General
Templates

A report is always based on a template. Templates contain pre-defined headers, footers and
margins.

= W YAV MYOB-Portrait =] & =2

Title Description Last Modified

Tit
e MYDB-Portrait MYOB-Portrait 5/10/2006 7-26:00 AM
MYDB-Landscape MYOB-Landscape 5/10/2006 7-26:00 AM
Diraft template Draft template 5072006 7:26:00 AM

Field Chooser

The Field Chooser provides a list of the fields available to create your report. These fields can
be used to display within your report as well as group information within your report.

There are two tabs:

m Report fields and formatting displays a list of the fields that can be selected to display
on this report. If the field you want to display within your report is not available for
selection in this tab, you may need to select another reporting area or sub area.

L] Run Report Settings enables filters, prompts and sort criteria to be applied to the report
columns.
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How to select fields from the Field Chooser

1. Type the field name or part of the field name into Search for field name or scroll down
to the required field.

The Field Type column or Field Name column can be sorted to make selecting fields
easier if preferred.

2. Tick the check box next to the field name to add it to the report.
The fields are automatically displayed in the order they are selected. If the order needs
to be changed, click and drag the field to the required position.

E &£ @Y || MYOB-Portrit BB
Title [New Report | sernpasie 121212012 [+] @  EndDate 1271272012 []
Client Code | Client Name
Run Report Settings | Report fields and formatting |
[ Show selected report fields and formatting Search for field name: i
| Field Name ~ | Field Type
[ Became Client General
Client Code General
[]: Client Company General
[ Client Company Code General
[]: Client Company Name Generzl
[: Client Date Closed General
[: Client Date Created General
[ Client Dept Generzl
[ Client Employes Responsibility
[]: Client Mame/Code Generzl
[]: Client Office General
[]: Client Parent Code General
[]: Client Parent Name General
[J: Client Pariner Responsibility
[]: Client Partners Responsibility
[ Client Type Extra
[: Standing Order Client Extra
3. Drag the field or fields for grouping into the dark grey area in your grouping preference.

The example below is grouped by Client Partner then grouped by Manager.

-

Client Partner =

Client Code | Client Name

4, When you have finished selecting the fields, tick the Show selected report fields and
formatting check box to display the formatting options.
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& & BY | MYDB-Portrait =& &3
Titie [New Report | swpste [12/12/202 [+ @ EndDate 1271272002 [+]
Client Partner
= Manager
Client Code Client Name
ot Settings | Report fields and formatting
ow selected report fields and formatting Search for field name:
‘ositi Field Name Field Type Column Width | Column Alignment | Report Line Font Column Header Font Column Header Text | Tolals
Group 1 Client Partner Respaensibility 16 Left Arial 8 Arial 8 Bold Client Partner
Group2  Manager Responsibility 16 Left Arial 8 Arial 8 Bold Manager
1 Client Code General 10 Left Arial 8 Arial 8 Bold Client Code
2 Client Name General 21 Left Arial 8 Arial 8 Bold Client Name
5. You can now modify the column width, alignment, font, column header text and apply

totals to any numeric field.

How to add totals to a report

1. On the Report fields and formatting tab, click on the drop-down arrow in the Totals
column beside the field to be totalled.

2. Click the Sum check boxes for Report and Group totals.

Options
Description  Selected
Report L]
Sum
Count —
Avg I}
Min =
Max |:|
Group [
Count =
Avg I}
Min [
Max I}
oK Cancel

3. Click OK to save the change.

How to run a report
1. Click on the Run Report icon.

2. Click the OK button.
You may be prompted to select appropriate filters depending on the selections made in

your newly created report.

HINT: Run the report after each change or addition to test that it is working correctly
before saving that change.

MYOB AO | VERSION 2012.1+ REPORT CREATION AND FORMATTING GUIDE | 9




How to save a report

1. From the Change Report tab, click on the Save = icon.
2. Enter the Title for the new report.
3. Enter the Description for the new report.
Save report layout
@ Save as new report oK
Title [ABC - Client isting -CD |[ " cancet

Description |Client listing sorted by client partner and manager

() Overwrite existing report

Title Description
Mew Report

4. Click the OK button.
Ensure a meaningful name is entered for the title.

HINT: Itis good practice to include your practice name at the beginning of the report
description to identify it as your customised practice report and employee
initials at the end of the report description as an audit trail of who created the
report.

How to sort data within a report

1. From the Run Report Settings tab, locate the field that will be used to sort data.
2. Click the Sort check box adjacent to that field.

Run Report Settings | Report fields and formatting |

Field Sort Prompt Filter Or...
Christmas Card? Tes

Client Code
Client Name
Client Partner
Manager

OOO0OO

In the example above, the report will now be sorted in client name order.
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How to prompt for a field when running a report

1. From the Run Report Settings tab, locate the field that will be used to prompt.
2. Click the Prompt check box adjacent to that field.

Run Report Settings | Report fields and formatting |
Field Sort Promipt Filter Or...
Christmas Card? ] ] Yes
Client Code [] []
Client Mame ] |
Client Partner ]|
Manager ]| ¥
3. Save the report.

In the example above, you will be prompted to enter the required Client Partner when
running the report.

Report Fields
StartDate | 12/12/2012 |=| @) L
End Date 12012/2012 [~] Cancel
Enter Filter (optional): Eilter Help
Field Filter
Cilent Parner | (@)
4, When the prompt appears, you can either use the drop-down pick list in the Filter

column against Client Partner and select a specific partner or ignore the prompt to run
the report for all partners.

HINT: When you insert pre-defined filters in a report, the type of data within that
field determines the type of filter offered (ie. a drop-down list, an ellipsis or a
blank field.
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Prompt l Filter ' Or.. J
[J Bache Sim..
B ABBOTRA.. |

4|
4|

Applying filters

Filters are used to limit the data included within a report. For example, you could specify that
data for only two partners be included or that only billed amounts greater than $1,000 be
included.

How to filter a report

1.
2.

E

MYOB AO | VERSION 2012.1+

From the Run Report Settings tab, locate the field that will be used to filter the data.
Click in the Filter column adjacent to the field(s) you want to filter against.

If a drop-down arrow appears, click on it to display a list from which to choose.

Prompt | Filter | Or... |

{Bache Sinly gl

-UNSPEC - ~
Bache Simon

..........................

Bery Eric

o000

Dann Nicola
Depasquale Teresa
Dodds Clare

Gibson Lidia

Green Malcolm v

If an ellipsis [...] button displays, click on it and enter a few characters in the Search For
field.

Prompt | Filter | Or... ||‘
[] Bache Sim..
{ABBOTRA..

Click the Search button.
Enter multiple filters in the Or column where applicable.
Select a value from the available options and click the OK button.

REPORT CREATION AND FORMATTING GUIDE | 12




Run Report Settings | Report fields and formatting |

Field Sort Prompt Filter Or... Or...
Christmas Card? [ 1] [ 1] Yes es

Client Code [ 1| [ 1| E]
Client Name [} [}

Client Partner [ 1| 1| Example Barry J  : MARTZ JENNY

HINT: In the example above, if you use the Filter column and also use the Or column,
the filter must be applied across all columns. For example, if you wish to filter
for Christmas Card for both partners, we must apply the Yes filter to both
columns.

6. Save the report if required.

HINT: You can add up to 5 pre-defined filters for a field. The filter columns are OR not
AND.

Filters are based on the detail line and not on the report grouping. If you are
filtering on $ value, AO Reports will determine if the client meets the value and
if so, will display the client $ value. The grouping is then taken into account on
how to display the report.
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Available Filters

IS NULL: For example
Is Null
=Null
= Null
Is Not Null
<>Null
<>Null
Tip: This is good for date of birth or to show non-closed clients
BETWEEN: Between 12 and 100
(Inclusive) Not between 12 and 100
Between 01/01/12 and 31/12/12
Between ‘01/01/12’ and ‘31/12/12’
Not between 01/01/12 and 31/12/12
Note:
Single or double quotes are allowed around values. Only one type
should be used for the whole query.
Quotes do not need to be inserted.
Tip: This is good for producing a list of closed clients within a date
range. Run the report from Client Details and for Date Closed put
in a filter, for example, Between 01/01/12 and 31/12/12
LIKE: Like abcd
Like defg*
Like *defg
Like *defg*
Not Like defg
Note:

MYOB AO | VERSION 2012.1+
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The wildcard characters can be either * or %. The characters
should be either at the start or the end of the search text and not
in the middle, for example, not de*fg

Tip: Thisis good for client codes where the last 2 characters are a
number or for ABN numbers.

In (10,12,2)

In abc,def,ghi

In ‘abc’,’def’,’ghi’

In (‘abc’,’def’,’ghi’)

Note:

Using IN eliminates Null values.

Tip: This is really useful when filtering on a custom category and

there are more than 5. It’s also useful when filtering on status in
Schedule reports.

MYOB AO | VERSION 2012.1+
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Show Summary option within a report

By default, each report shows all values as per the example below.

Aged Debtor By Company - Partner Detailed
To 28/02/2013
Unallocated
Client Code Client Name: Cash Balance Age 0 Age1 Age3 Agel Aged Age s
Billing Company  Abbott Costello & Hamdy
Client Partner Abbott Chris
ADVPROP Advanced Properties Limited 0.00 2,000.90 0.00 0.00 0.00 0.00 0.00 2,000.90
AFFORDLEG Affordable Legal o000 £3,257.90 o.00 0.00 0.00 0.00 o.00 53,257.90
CANVEYLTD Canvey Limited 0.00 3,708.00 0.00 0.00 0.00 0.00 0.00 3,706.00
CLARKCO Clark &Co 0.00 33132.00 0.00 0.00 0.00 0.00 0.00 33,132.00
CLASSICZIP Classic Zips Limied -24,560.00 24,580.00 0.00 0.00 0.00 0.00 0.00 24,550.00
CLEAR Clearwater Pty Ltd 0.00 1,100.00 0.00 0.00 0.00 0.00 0.00 1,100.00
CLEARPOL Clear Policies Ltd 0.00 118,960.00 64,580.00 10,000.00 10,000.00 0.00 20,000.00 14,400.00
ESTABARRNV Established Arrivals Pty Lid 53,212.50 -63,212.50 o.00 0.00 -53,212.60 0.00 o.00 0.00
GRAPAS Graceland Pastoral Pty Lid 34,082.90 5151873 52 580.00 0.00 0.00 0.00 17,613.50 -18,876.77
KINGSMITH Kingston Smith Py Lid 0.00 110,000.00 110,000.00 0.00 0.00 0.00 0.00 0.00
SMITHTR Smith Family Discretionary Trust 000 112,420.00 000 9,240.00 103,180.00 0.00 000 0.00
TERRORVIS Terrorvision Effects Limited 60,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
THESTC Thest Cedric 0.00 1,100.00 0.00 0.00 0.00 0.00 0.00 1,100.00
VALUE Value Added Pty Lid 0.00 11,880.00 9,680.00 0.00 0.00 0.00 0.00 2,200.00
WGONGEQUIP  Wollongong Equipment Py Lid 0.00 43,343.30 0.00 0.00 0.00 0.00 0.00 43343.30
122,695.40 523,784.33 236,820.00 19,240.00 59,967.50 0.00 37,613.50 170,143.33
23.4% 100.0% 45.2% 3T% 11.4% 0.0% 7.2% 325%
Client Partner Bache Simon
BAD Bad Pty Ltd 0.00 151,800.00 0.00 0.00 92,400.00 59,400.00 0.00 0.00
SPORTS Sports Group Py Lid 0.00 1,320.00 0.00 0.00 1,320.00 0.00 0.00 0.00
0.00 153,120.00 0.00 0.00 93,720.00 59,400.00 0.00 0.00
0.0% 100.0% 0.0% 0.0% 61.2% 38.8% 0.0% 0.0%
Client Partner Berry Eric
ADAMSE Adams Brian 000 1,430.00 1,430.00 0.00 0.00 0.00 000 0.00
0.00 1,430.00 1,430.00 0.00 0.00 0.00 0.00 0.00
Printed Date  12/12/2012 3:32:44 FM 1

When a report is printed with the Show Summary option enabled, it produces the report in a
summarised format. An example of this is shown on the following page.

Aged Debtor By Company - Partner Summary
To 28/02/2013
Unallocated
Client Code Client Name Cash Balance Agel Age1 Age 2 Age 3 Aged Ages
g Company  Abbott Costello & Hardy
Client Partner Abbott Chris
122,695.40 523,784.33 236,820.00 19,240.00 59,967.50 0.00 37,613.50 170,143.33
23.4% 100.0% 45.2% 37% 11.4% 0.0% 7.2% 32.5%
Client Partner Bache Simon
0.00  153,120.00 0.00 0.00 93,720.00 59,400.00 0.00 0.00
0.0% 100.0% 0.0% 0.0% 61.2% 38.8% 0.0% 0.0%
Client Partner Berry Eric.
0.00 1,430.00 1,430.00 0.00 0.00 0.00 0.00 0.00
0.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Client Partner Costello Luis
0.00 22941125 55,000.00 0.00 0.00 0.00 0.00 174,411,258
0.0% 100.0% 24.0% 0.0% 0.0% 0.0% 0.0% 76.0%
Client Partner Dodds Clare
0.00 5,968.00 0.00 0.00 0.00 0.00 0.00 5,968.00
0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 100.0%
Client Partner Hardy Oliver
0.00 49,177.34 33,000.00 0.00 0.00 0.00 0.00 16,177.34
0.0% 100.0% 67.1% 0.0% 0.0% 0.0% 0.0% 32.9%
122,695.40 962,890.92 326,250.00 19,240.00 153,687.50 59,400.00 37,613.50 366,699.92
12.7% 100.0% 33.9% 20% 16.0% 6.2% 3.9% 38.1%
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How to summarise a report

The Show Summary option is available from within the Report tab of a report.

1.
2.

3.

From the relevant reporting area of AO Reports, click Edit to change an existing report.
Add the required fields, grouping selections and totals to the report.

T2 | .
Click the Show Summary icon.
H f BY | MYOB-Landscape E@E}
Title |:'-‘-.geu:| Debtar By Comparty - Partner Summary| | End Date 1271212012 |E| (7))

Click on the Run Report icon to test the results.
Save the report (if required) once you are happy with the results.

HINT: For existing reports, you will need to save the changed format for the Show

Summary function to display the data in a summarised format.

Edit a Saved Report

Within the Change Report window, you are able to make changes to a saved report and/or use
an existing saved report to create a new report. When you open a saved report, AO Reports

recognises that changing a saved report will lose custom formatting and advises the user

accordingly.

Change repert fislds

Changing fields on a saved report will cause the loss of any custom
l % formatting. Are you sure ¥

ves || N

HINT: If you are unsure whether the report you are modifying contains custom

formatting check with the author of the report or your administrator.

All MYOB master reports contain custom formatting so please do not modify
these reports.
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Exporting a report to Excel

There may be occasions where you need to export the report to MS Excel for further
manipulation.

There are three methods by which this can be achieved via:
L] The Change Reports tab
L] The Preview window

L] The Run option

Export to MS Excel from within the Change Reports tab

From within the Change Report tab, you are able to export the current report to MS Excel by
clicking on the Export to Excel icon.

B B! MYOB-Portrait - | 3]

HINT: If you have grouped your report, it will be exported in this format.

11234 A B G D E F G
1
2
3
4 Client Partner  Manager Client Name Client Code Christmas Card?
|5 Example Barry J Hinds Pty Limited 2003/01 Yes
- | B Example Barry J Kold Jennifer 1396/01 Yes
- | 7 Example Barry J Sleip Peta 1401/01 Yes
- | B
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Export to MS Excel from within the Report Preview window

From within the report itself, you are able to export to MS Excel, PDF or HTML by clicking on
the Export button in the top left hand window.

Export
M By |t B0 @ 2 |S & Bl=R=RGE | Sgsckvard  Eoward | ¥ Clese  ExporttoExcel

R - I R I S T N B - BRI SR

New Report MYOB

Client Partner

Manager Client Code Clignt Name
Example Barry J

NONCHG Mon Chargeable

For example, all formatting is output to MS Excel as shown below.

A B C D E F G H
New Report MYOB'
Client Partner
Manager Client Code Client Name

Example Barry J

NONCHG MNon Chargeable
200301 Hinds Pty Limited
1352401 Hill Azhton

HINT: If you want to manipulate the data in MS Exce, this is the recommended export
option as the data in the spreadsheet is in a more usable format.

In addition, you can click on the Export to Excel button in the top right hand window.

Export
I:—'|5:||:_jﬂrint... |%|£||§D|E :|.:n {!ﬁ '|@§V5 |t§‘§5:kr.5r: “gEC-F\‘.EFC |U Qlose
E N T B SRR B AR SRR SR S RN SR S BRI - S S A S B S-S S BRI B
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Export to MS Excel from within the Run Reports window

The last method is from the Run Report window where you are able to export the current
report to MS Excel by clicking on the Export detail to Excel icon.

Report Fields

oK

Cancel

Enter Filter (optional): Eilter Help

Field Filter
Address1

Client Code

Postecode

State

Town

Client Partner

S

Removing hyperlinks in MS Excel
To remove the hyperlinks in the spreadsheet:

1. Open the spreadsheet and copy the column and/or row which is hyperlinked.
2. Right-mouse click and select Paste Special in a different column or row. This instruction
is MS Excel version specific.

1% cut
43 Copy
I, Paste Options:

Insert...

Delete...
Clear Contents
Filter »
Sort 4
=d [Insert Comment
3 Format Cells...
Fick From Drop-dawn List...
Define Name...

‘?u Hyperlink...
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4. The following window is displayed from which select Values.

Paste Link

(=) All using Source theme
(1 All except borders

() Column widths

(7 Formulas and number formats

(") Comments (") Valyes and number formats

) Validation All merging conditional formats
Operation

() Multiply

() Divide

@ Mone
() add
™) Subtract

[] Skip blanks [7] Transpose

5. The hyperlinks are removed.
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Export and Import

The Report Export and Import routine allows you to export any saved reports. If you have a
technical question or are having issues with a particular report, you may be asked by MYOB

Support to export the report so it can be emailed to be checked or fixed.

Find Clients Reports Change Report - Fees - Pre Billing by Group, Report Export & Import
-] Assignments Title Description Internal Last Modified < Import
[ ] Cesbock Client List by Partner MYO - Basic Client List by Pa 5/10/2006 72500 AM e
24 {\\e Cliert and Contact Addresses Client List by Partner MYOB - Client li st including nu 10/10/2006 7:27-00 AM << Replace
(\ Cliert Contact Details Client List by Partner MYOE - Basic Client List by Pa.. 30/10/2006 7:25:00 AM
-7 Clert Details Over 55 29/11/2006 1:45:00 PM gl
.' Client List by Company 15/02/2007 3:32:00 PM G
-7 Client Partnar Chack Client List by Family Group SG - Client List by Family Group 30/06/2012 2:38:00 PM =
- Contacts Xmas Letter 28/06/2012 3:34:00 PM
[£] Debtors Deepas Xmas Card 23/06/2012 3:41:00 PM
-] Document Manager Financial Planning 23/06/2012 3:41:00 PM
-] Employes Franchises 23/06/2012 3:41:00 PM
[ Fees Limited companies 28/06/2012 3:42:00 PM
(] Job Management MNewsletter 29/06/2012 3:42:00 PM
] Maintenance Melb NL 2710272012 8:27:00 PM
£} Nominal ledger
£ Period End
- Schedule
'] Standing Data
[ Suppliers
- Tax 2004
-5 Tax 2005
£ Tax 2008
7 Tax 2007
- Tax 2008
- Ta 2009
& Tax 2010
- Tax 2011
-] Tax 2012
] Time
£ WP
-] WIP and Debt

If you want to ensure that you have a backup of a report, you can export it for safekeeping.
This will ensure that if a report is accidentally updated or overwritten, you can re-import the
report template as a new report or replace an existing report.

Export a report

/a8

Reports

1. Click the Reports drop-down and select Report Export & Import.
The Report Export & Import window opens.

2. Navigate to the report you want to back-up by expanding the relevant reporting area on
the left and highlighting the sub-category.

-5 Assignments

£ Cashboak

-] Client

. T2 Client and Contact Addresses
% Client Contact Details

2 Client Details

o Clert List

3. The reports available for this sub-category are displayed in the right-hand pane.
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Title

Client List by Partner
Client List by Partner
Client List by Partner
Cver 55

Client List by Company
Client List by Family Group
Xmas Letter

Deepas ¥mas Card
Financial Flanning
Franchizes

Limited companies
MNewsletter

Melb ML

Description

MYOE - Basic Client List by Pa.
MYOE - Client list including mu...
MYOE - Basic Client List by Pa.

SG - Client List by Family Group

Internal

AEEEEEEEEEEE

Last Modified
510/2006 7:25:00 AM
101072006 7:27:00 &AM
301072006 7:25:00 &AM
2511/2006 1:45:00 PM
15/02/2007 3:32:00 FM
30/06/2012 2:38:00 FM
25/06/2012 3:34:00 FM
25/06/2012 3:41:00 FM
25/06/2012 3:41:00 PM
25/06/2012 3:41:00 FM
28/06/2012 3:42:00 PM
28/06/2012 3:42:00 PM
2700272012 2:27:00 PM

4, Select the report to be backed up and click Export.
5. You are prompted to specify the location for the exported file.
u Export Report ——— - — g -~ M
—~ —
'\..j-(:./'l |£ v Computer » Local Disk (C:j! 3 v|¢2_‘ Search Local Disk (C:) Pl
Organize » MNew folder B= = (7]
& Downloads *  Mame Date modified Type [
;‘,._"- Recent Places : :
= J Bills 19/09/201211:38 ...  Filefol
- . Documents 30/10/201211:41 ...  Filefol
. Libraries . . ) =
= .. Installation Logs 20/09/2012 8:22 AM  File fol =
_:] Documents 3
J? - a8 M50Cache 15/04/201111:18 ...  File fol
de £ | myob 11/10/20122:20 PM ~ File fol
[ Pictures . —
, MYOBODBC 14/09/2012 9:40 AM  File fol
B Videos :
. MYOBODBCAUL0 20/09/2012 9:02 AM  File fol
. MYOBODBCNZ9 20/09/20129:04 AM  Filefol |
.- Computer = : i
J Premierl® 31/10/2012 216 PM  File fol
&, Local Disk (C3) ) )
J Program Files 10/10/20121:39 PM  File fol « (8
g% Shared Folders (%
~ 4 11 | 2
File name: m -
Save as type: ’Repor‘t files (*.rpt} VI
“ Hide Folders [ Save ] [ Cancel ]

HINT: MYOB recommend you specify one central location for your reports so they can
be easily restored should the need arise.

6. Browse to the location and click Save.
A message appears Export complete.
7. Click OK.
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Import a report

1. Click the Reports drop-down and select Report Export & Import.
The Reports Export & Import tab opens.

2. Navigate to the report you want to restore by expanding the relevant reporting area on
the left.

HINT: It is not necessary to select the exact category of the report you are importing
as the import process ensures that the report loads to the correct sub-reporting area.

3. Click the Import button.
A window opens prompting you to browse to the location of the report to be imported.
4. Browse to the location, highlight the report and click Open.
You are then prompted to select the template to be applied to this particular report.
5. Highlight the template and click OK.
A message appears Import successful.
6. Click OK.

HINT: The Replace option enables an existing report template in AO Reports to be
replaced by another version.

You cannot import a report into a different reporting area to where the original
report was created.

MYOB AO | VERSION 2012.1+ REPORT CREATION AND FORMATTING GUIDE | 24




Filtering Debtor Statements

There may be times where you would like to filter your debtor statements to restrict the
number generated. For example, filtering on debtors greater than 30 days only.

To do this, you need to apply the filters to the fields Client Aged1 to Client Aged5 as shown in
the diagram below and not to AgedO.

HINT: Client AgedO, Client Aged1 etc filters on the total for the client. Aged0, Aged1
etc filters on the invoice total only.

E B¢ & |[MyOB-Porrait EERE!
Title |ents Basic Remittance Owerdue and Current Ageing| End Date 17/09/2M2 ~| @

Client Code  «

Client Mame | POSTAL | Client Partner | Client Dept | Client Difice | Client Parent Ma.. | Biling Compary | Aged!

5

Run Repart Settings | Report fields and formattingl

Field ~ | Sort | Frampt | Fiter | ar.. |ar... |ar... | ...
Aged3

Agedd

Agedh

Billing Company
Client Agedd
Client Agedl
Client Aged2
Client Aged3
Client Agedd

<0

[]

[w] <0
d

[v] <0
[v]

<=0

Client Code

Client Dept

Client Mame

Cliert Office

Client Dutstanding
Client Parent Ma..

Cliert Partrer
Irvvoice Date
Invaice Mo

Invoices

Mailing M ame
Outstanding
Fayrents
POSTAL

OO0OOOoO0OROROOREE
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Hints & Tips

Add a report to Practice Favourites

A report can be added to your Practice Favourites to streamline the regular production of

standard reports.

1. Highlight the report and right-mouse click.

Select a report:
Title

MF‘re Billing by Grou

[

Descnption

Add to Favourites |

Select Add to Favourites.
The Add Report to Report Set windows appears.

o,

Add Report to Report 5et

Add repart "Client List by Partner” to a report set in:

My Favourites

@ Practice Favourites

Report Set  |Month End Reports

=

Cancel

Select the Practice Favourites radio button.
AE PM will default to Month End Reports.

MYOB AO | VERSION 2012.1+

Click OK or select a different report set from the drop-down and click OK.
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File types for inserted logos and images

MYOB recommend the following file types for logos and images:

L] bmp
L] gif
= pg
= jpeg
m ico
= png
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