MYOB

MYOB Accountants Office — Importing Additional Reports

How to import additional reports

1. Save the additional report to the desktop of the workstation or to a central pre-defined location if

you have one.

2. Open Accountants Office, click the Reports button drop down and select Report Export & Import.

The Report Export & Import window is displayed.

Find Clients Report Export & Import

»
# Contacts

£ Standing Data
5] Tax 2010

& Tax 2011

A Tax 2012
< Time
6] WIP

£ WIP and Debt

Title

Description

Internal

Last Modified

<< Import

<< Replace

>> Export

Close

Note

For the Import button to become active, first select a reporting area. To do this click the [+] next to

Client and then click on Client and Contact Addresses.

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.

August 2012

Page 10f3



MYOB

3. Expand a sub reporting area and the Import button becomes active.

Find Clients " Report Export & Import. | x
@ ti d Cortact Add it Description Internal Last Modified
jent and Cortact Addresses| : =
) Gient Contact Details Test Repart Test Report 0210872012 10:31:00 AM
) Cient Detais
) Clert List

4. Click the Import button.

You are then prompted to browse to the location of the additional report to be imported.

I = - = I;'."
:H:,j'fhkpur't ﬁéepurt @
@L‘J'| |« Local Disk (C:) » Additional Reports - | ¥9| | Search Additional Reporis D |

Organize Mew folder HEzaa L7
B Desktop 2 MName Date modified Type
& Downloads i

2 | [ Adjustments, Discounts, and Bad Debts b... 05/08/2011 4:32 PM  RPT File
= Recent Places

m

. Libraries
'E] Documents
J" Music g
[E] Pictures

B videos

b Computer
&, Local Disk (C:)
Additional Rep

.. Form Regions

1 i |

File name:  Adjustments, Discounts, and Bad De - Iﬂtpﬂﬁ files (*.rpt) *]

| Open |+ [ concel |

August 2012 Page 20f3



MYOB

5. Highlight the report the report to be imported and click Open.

You are then prompted to specify which template is to be applied to this particular report.

o o

Base on Template

Flease pick a template to base
the imported report on.

Title Descrption
MYOE-Portrait MYOE-Portrait
MYOE-Landscape MYOE-Landscape

oK Cancel

6. Highlight the appropriate template (this information is usually provided with the report) and click

OK.
A message Import Successful appears.

7. Click OK to complete the import and click Close to close the import tool.

The report is then available for selection in the appropriate sub category.
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