more

HOW TO LINK YOUR MYOB ACCOUNTING DATA than

money

WHEN APPLYING FOR A V4B QuickBiz Loan

Follow this help guide to link your MYOB accounting data

How do I log into my MYOB Essentials package to apply for the NAB QuickBiz loan?

1. Select the MYOB icon in the financial data section of the application.

Connect your online accounting package or upload your accounting data i
A pop-up window will appear to connect to your accounting package.

Please ensure your pop-up blocker is disabled before connecting,

& Connect your accounting software to automatically link your data.

.-'/__.-'-_-'-_‘\\.
| BEIe) |

Connect directly to Connect directly to Upload your financial
your Xero account to your MYOB Essentials data in C3V or TXT

automatically link account to format from XEROQ,
yvour financial data automatically link MYOB and/or your

your financial data bank.



2. When the MYOB window appears, enter your email address and your MYOB password then select login and
you’re done.

myob

Sign in to MYOB

Ernail

nah.quickhizloan@gmail.com

Password

[ Stay signed in for 12 hours (@)

Sign in

Forgotten your password?

How do | generate my financial reports from MYOB Essentials?
1. Log in to your MYOB Essentials account.

myob Small Business < Bigger Business v Accountants & Partners EOFY v Support v @ Sign in v % C)\

Online accounting helps
simplify success

Whether you're big or small, MYOB has the tools you need
to succeed in business

Try for free




2. A dashboard page will then appear.

myob Dashboard  Sales ~  Purchases «  Banking v  Contacts «  Payroll «  Reports v Intray Mybusinesses  nab.quickbizlosn@gmail (@

Your profile is 0% complete
« Update your personal information

* Update your business information
» Update GST seftings
« Enter opening balances for all your accounts

00000

Get the most out of MYOB Essentials by completing your profile, you still need to.
* Update your invoice and quote settings

) ) Set up bank feeds
Money in Money out Banking

Invoices Expenses Bank accounts -
50 50 $654,306
Oinvoices Owing to suppliers In the bank
$0 PAYG & Super - Credit cards -

Oinvoices overdue

&n «n

Make sure the account profile is set to the business that’s applying for the loan by selecting the right business name
on My Businesses at the top right hand side of the dashboard.

Your business trading accounts

1. Select Reports on the top of the page and then select All reports.

myob Dashboard Sales «  Purchases ~  Banking ~  Contacts «  Payroll «  Reporis~  Intray My businesses  nab.quickbiz.loan@gmail.... ~ @
All reports
Your profile is 0% complete Budgets
« Update yc
¢ Updateyd Profit &Loss
s Update G

Balance Sheet
« Enter ope accounts

00000

Get the most out of MYOB Essentials by completing your profile, you still need fo...
& Update yourinvoice and quote seffings

. . Set up bank feeds
Money in Money out Banking

Invoices Expenses Bank accounts -
$0 $0 $654,306
0invoices Owing to suppliers In the bank
$0 PAYG & Super - Credit cards -

Oinvoices overdue



2. Select General Ledger Details under the Business Reports section.

Reports

Business reports
Budget management
Balance sheet

Trial balance

Profit & loss

GST report for activity
statement

GST detailed report
Journals

Accounts

Contacts

General ledger details

Create and edit budgets
Displays the balance of your MYOB Essentials asset, liability and equity accounts up to a certain date in a finandial year.

Displays the activity of each account in the form of debits and credits for a specified month of a financial year, and also for the period from the
beginning of the financial year up to that month

Displays a summary of your business performance as a report, bar chartand line graph. You can also compare the results to budgets and the
previous year.

Displays GST Business Activity Statementinformation from the transactions you have created

Displays detailed information that you can use to prepare your BAS.

Displays a list of all your fransactions as journal enfries

Lists all or selected MYOB Essentials accounts, along with their balances as at a specific date.
Lists all or selected contacts, along with their phone and email details.

Lists all the transactions that have been applied to an account for a spedified period

Set the date “From” date 365 days prior to today’s date and “To” date to today's date. For example if today’s date
is 13 March 2017, the ‘From’ date should be 14 March 2016 and the ‘To’ date should be 13 March 2017.

General ledger details report

From: | OH/07/2016

«
Su Mo
4-12C
Date 3 7
010726 1
0 =
04/07/2(
7 28
06/07/2(
03/0772C

March 2016
Tu We Th
1 2 3
8 9 10
15 16 17
22 23 24
29 30 3
Today

Mny

* Report options

Te: | 13/03/2017 = Update
N b3 PDF
Fr Sa
4 5
12 Debit Credit Balance GST Amt
s s 125829 1,25829 125.83
25 26
212011 3,378.40 212.01
50.11 3,428.51 501
228.29 3,656.80 22.83



4. Select the Select Accounts dropdown box, untick the Select/Unselect all. Make sure all business trading accounts
are included by ticking them and selecting the accounts used to make ATO payments.

General ledger details report

* Report opfions

Fom [ 103206 | @ | e | 13032017 = [

£3 select/Unselect all
Reduce the report size by selecting only the accounts needed

4-1200 Fee income

Date Ref No Type Description Debit Credit Balance

01/07/2016 DPO00396  Receive  DEPOSIT 1,258.29 1,258.2¢
Mny

04/07/2016 DPO00397  Receive  DEPOSIT 212011 3,378.4(
Mny

06/07/2016 DPO00398  Receive  DEPOSIT 50.1 34285
Mny

Banking

1-1000 Cheque account

1-1200 Petty cash

EE 1-14 00 Savings account

D Current Assefs

[ 1-16 00 ABN withholding credits
[0 1-18 00 Accounts receivable

[ Fixed Assets

|:| 1-2000 Furniture & fittings

[0 1-2z00 Moter ve hicles

D 1-2400 Office equipment & computers
5. To hide the dropdown box, scroll up and select Hide Accounts.

6. Select Update.

7. Select XLS box on the right side of the page and a window browser will appear. Select Save File to your preferred
location and convert the excel file to a CSV file (to learn more about CSV files refer to the '"What is a CSV File'
section below).

* Reportoptions

» Select accounts

XLS PDF

Opening GL Report - 2017-04-21 15-17.xls o

You have chosen to open:
GL Report - 2017-04-21 15-17.xls

which ist Microsoft Excel 97-2003 Worksheet (13.2 KB)
from: https://eszentials.myob.com.au

What should Firefox do with this file?

(") Openwith | Microsoft Excel (default) -

i@ iSave File

[] Do this automatically for files like this from now on.

o) [aoma ]




Your Balance Sheet

1. Select Reports on the top of the page and select All Reports.

myob

Dashboard

Sales v Purchases ~

Your profile is 0% complete

Banking v Contacts ~

Get the most out of MYOB Essentials by completing your profile, you still need to

Money in

Invoices

$0

Oinvoices

30

Oinvoices overdue

2. Select Balance Sheet under the Business Reports section.

Reports

Business reports
Budget management
Balance sheet

Trial balance
Profit & loss
GST report for activity

statement

GST detailed report

3. Ensure that the As at date is today's date. Select Refresh.

Balance sheet

Asat: | 13/03/2017 |

Asset

Current > &
Cheque

12 13
19 20
Total A
2% 27
Liabili
Current
GST co
GST pala

Create and edit budgefs

Displays the balance of your MYOB Essentials asset, liability and equity accounts up to a certain date in a finandial year.

Money out

Expenses

$0

Owing to suppliers

PAYG & Super

My businesses

accounts

« Update your invoice and quote settings

Banking

Bank accounts

$654,306
In the bank

Credit cards

nab.quickbiz.loang@gmail.... ~ @

00000

Set up bank Feeds

Displays the activity of each account in the form of debiis and credits for a specified month of a financial year, and also for the period from the
beginning of the financial year up to that month

Displays a summary of your business performance as a report, bar chartand line graph. You can also compare the results to budgets and the

previous year.

Displays G5T Business Activity Statementinformation from the transactions you have created

Displays detailed information that you can use to prepare your BAS.

fresh

654,306

654,306

654,306

March 2017 »

Tu We Th Fr Sa

1 2 3 4

7 g 9 10 1

14 15 16 17 15

2 22 23 24 25
28 29 30 3

Today

65,077
-5,081
59,996



4. Select XLS and a window browser will appear. Select Save File to your preferred location and convert the excel file
to a CSV file (to learn more about CSV files refer to the "What is a CSV File' section below).

* Report options

KLS PDF

Opening BalanceSheetReport.xls u

You have chosen to cpen:

& BalanceSheetReport.xls

which is: Microsoft Excel 97-2003 Worksheet
from: https://essentials.myeb.com.au

What should Firefox do with this file?

(7) Openwith | Microsoft Excel (default) -

@) 5ave File

[ Do this automatically for files like this from now on.

o) [ ]

Your Profit and Loss

1. Select Reports on the top of the page and select All Reports.

myob Dashboard  Sales v Purchases~  Banking ~ Contacts +  Payroll ~  Reports~  Intray My businesses  nab.quickbiz.loan@gmail @

All reports

Your profile is 0% complete Budgets
e Updateyt

s Updatey¢ Profit &Loss

> UsEEe Balance Sheet
« Enter ope accounts

00000

Get the most out of MYOB Essentials by completing your profile, you still need to..
» Update your invoice and quote setfings

. . Set up bank feeds
Money in Money out Banking

Invoices Expenses Bank accounts -
$0 $0 $654,306
Oinvoices Owing to suppliers In the bank
$0 PAYG & Super - Credit cards -

Oinvoices overdue



2. Select Profit & Loss under the Business Reports section.

Reports

Business reports
Budget management
Balance sheet

Trial balance
Profit & loss
GST report for activity

statement

GST detailed report

Create and edit budgets
Displays the balance of your MYOB Essentials asset, liability and equity accounts up to a certain date in a finandal year.

Displays the activity of each account in the form of debits and credits for a specified month of a financial year, and also for the period from the
beginning of the financial year up to that month

Displays & summary of your business performance as a report, bar chartand line graph. You can also compare the results to budgets and the
previous year.

Displays GST Business Activity Statement information from the transactions you have created.

Displays detailed information that you can use to prepare your BAS.

3. Set the date “From” date to 365 days prior to today’s date and the “To” date to today's date. For example if today
is 13 March 2017, the ‘From’ date should be 14 March 2016 and the ‘To’ date should be 13 March 2017.

Profit & loss
From To Compare fo
14/03/2016 = 13/03/2017 = Total > [l tastvear [ Budget
&« March 2016 ¥

14 N Su Mo Tu We
1 2

6 7 8 L]

132 15 16

20 21 Zz 23

27 28 2 =30

Today

TotalIncome

Th Fr  Sa

3 4 5
A B ]
7 o1 19
Total
24 25 26
3
191,657.15
494975
196,646.90

4. MYOB will produce the report using the 30 June financial year cut-off, which means you may need to generate
two reports to have a full 365 day report.

5. Set the Breakdown at ‘Total’ and make sure the Compare To fields are unticked.

Breakdown

Total <

Compare to

D Last Year D Budget

6. Select Export and then Excel.

=) (B

=
12

Excel

PDF



7. A window browser will then appear. Select Save File to your preferred location and convert the excel file to a CSV
file (to learn more about CSV files refer to the '"What is a CSV File' below).

Cpening profitloss.xdsx ﬁ

You have chosen to open:

(=] profitLoss.xlsx

which ist Microsoft Excel Worksheet (4.7 KB)
from: blob:

What should Firefox do with this file?

(7) Dpenwith | Microsoft Excel (default) -

@ i Save File

[C] Do this automatically for files like this from now on,

What is a CSV File?

A CSV file looks similar to an Excel file, however it doesn’t include any formatting functions which reduces the file
size and makes it easier to upload. This also allows us to quickly assess the information provided.

How to convert Excel to a CSV file?

1. Open the exported Excel file.

2. Select File in the top left hand side of the screen.
3. Select Save As.

4. A window will then open, locate the 'Save as Type' dropdown box at the bottom of the window and choose CSV
(Comma Delimited) (*.csv).

5. Select Save.



MYOB ACCOUNTRIGHT

How do | generate my financial reports from the latest edition of MYOB AccountRight?

1. Open your MYOB AccountRight accounting package

2. The Welcome to AccountRight box will appear

@ Welcome te AccountRight

MYOB AccountRight

Recently opened company files

D Open Clearwater Premier ALLmyox [My Librany]
a company file Clearwater_Plus_AU.myox [My Library]
rﬁ Create

a company file

Upgrade

a company file

Exit
AccountRight

m

Explore a sample company Restore a backup file Help Centre

myob

3. Select the Business Name that’s applying for the loan

10



4. Enter in your User ID and Password and select OK

AccountRight myob

Sign on to company file: Clearwater_Premier _AU.myox

User ID:

Password:

OK | | Cancel

Change Password

& 2016 MYOB Technology Pty Ltd

5. The Command Centre page will appear

Your business trading accounts

1. Select the Reports menu (at the top of the AccountRight window) and select Index to Reports

m Clearwater_Premier_AU.myox - MYOB AccountRight - [Command Centre]
-8 X

AR File Edit Lists Command Centres Setup | Reports | Window  Services Help

| Index to Reports  Ctrl+|

Clearwater Pty Ltd
o gs 3 VAN = =
B m &£ Eo o &
Accounts Banking Sales Time Billing Purchases Payroll Inventory Card File

Accounts o -

ts List —0 Prepare BAS/IAS

o

Record Journal Entry

o

0 Transaction Journal

o

Send to ant

Transfer Money —o Company Data Auditor

To Do List - Find Transactions |~ Reports - Sent Emails Business Insights

1" Local {My Library)

Press F1 to get Help.

11



2. Select Banking on the left hand side and select Bank Register

3. Under Filter Report, set the “Dated from” to be 365 prior to today’s date. For example if today is 13 March 2017,
the “Dated from” date is 14 March 2016 and “To” date is 13 March 2017

4. Select Display Report

MR Clearwater Pty Ltd - Index to Reports

Reports ©) e for this vandow
Accounts Select Report B
i Bank Register
Bankin ~ Cheques and Deposits Displays every cheque, withdrawal, and deposit for the selected cheque account within
9 Bank Register » a date range. A running balance is provided.
GST / Sales Tax Bank Deposit Slip
Undeposited Funds .
Sales Filter Report
Electronic Payments Register
Time Billing Unprocessed Electronic Payments Dated From: | 09/05/2016 To: |08/05/2017 [75]
" Recondiliation Report Accounts: | All o
FUTEITEES Statement of Cash Flow
Payrall ~ Transaction Journals
Cash Disbursements
Inventory
Cash Receipts
Card ~ Recurring Transactions

My Custom Reports Recurring Cheques

Recurring Deposits

Recurring Transaction List

~ To Do List

To Do List - Recurring Transactions
Display Report

Advanced Filters Export to Excel

Close



5. Select the blue dropdown box on the top left hand side. Go to Export and select CSV

| i = | Cleanwater Pty Ltd - Bank Register report | o | x |
B} Expart * -}@ PDF Accounts:| All o v‘{é\
Portable Document format .
prt Ad 3l Reset
;®> Send 5 .,Igl Excel Filters
K Microsaft Excel format Refinements
E Save as = /| XPS o ol
Open XML Paper Specification format
[ "| Print -b:s'-.- Csv
= Comma Separated Values format
Clearwater Pty Lid
] Exit - R . 25 Sur::;"g Strest
W 130
ABM: 80 000 000 001
Email: info@clearwater.com.au
ID No. Src Date Memo/Payee Deposit Withdrawal Balance
1-1110 General Cheque Account 1
136 CD  11/05/2016 Metropolitan Electricity $275.00 $97,510.34
136 CD  11/05/2016 Metropelitan Electricity $250.00 $97,760.34
11 CD  17/05/2016 Donations - Red Cross $25.50 59773484
152 CD  17/05/2016  RACV Ltd $89.75 $97 645.058
122 CD  19/05/2016  Telstra $175.00 $97470.058
123 CD  19/05/2016  James Smith $65.50 $9740455
134 CD  22/05/2016 'WLJ Resl Estate £465.00 $96,939.59
147 CD  30/05/2016 Ultra Tune $190.00 $96,749.59
108 CD  02/11/2016 Chelsea Mosset $100.00 $96,649.59 =
109 CD  07/03/2017 (Cash Sales $2,000.00 $94 £49.55
110 CD  07/03/2017 $22.00 $94 627.59
111 CD  07/03/2017 A-Z Stationery Supplies $33.00 594 59255
$250.00 §3.440.75
1-1190 Electronic Clearing Account
24 CD  10/05/2016 Cash Purchases $100.00 ($29,069.79)
25 CD  01/06/2016 Clear 8 Bright Filters §10.00 ($29,079.79)
EP CD  05/06/2016 Jones, Mary $661.54 ($29,741.33)
EP CD  05/06/2016 Long, Alan $841.83 ($30,583.18)
EP CD  05/06/2016 Parker, Peter $329.23 ($30,912.41)
EP CD  05/06/2016 Smith, Sue 51,042.46 ($31,954.87)
$0.00 §2.985.08

100 %




6. A window browser will then appear, select Save

B Export report as

&« v A » ThisPC » Desktop » Bank v O Search Bank P
Organize « MNew folder =z - o
En MName Date modified Type Size
Mo items match your search.
[
-
|
EV
File name: | Bank Register.tet "
Save as type: | Comma Delimited File (*.td) ~

» Hide Folders Cancel

Your Balance Sheet

1. Select Reports menu (at the top of the AccountRight window) and select Index to Reports

m Clearwater_Premier_AU.myox - MYOB AccountRight - [Command Centre]

AR File Edit Lists Command Centres Setup | Reports | Window  Services  Help - 8 X
| Index to Reports  Ctrl+| |

Lo @ o Hy &

Clearwater Pty Ltd

5 im

D

w
& Hiﬂ‘
1]
] 1

Accounts Banking Time Billing Purchases Payroll Inventory Card File
Accounts =
Send to Accountant = @)——— Accounts List —0 Prepare BAS/IAS
Transfer Money Record Journal Entry —o Company Data Auditor
©  Transaction Journal
To Do List - Find Transactions |~ Reports - Sent Emails Business Insights |-

Press F1 to get Help.

1 Local My Library)

14



2. Select Accounts on the left hand side and select Balance Sheet under Balance Sheet

AR Clearwater Pty Ltd - Index to Reports

Reports

o Help for this windowr

Accounts Select Report
~ Accounts
Banking
Accounts List [Summary]
GST [ Sales Tax Accounts List [Detail]
Account Transactions [Accrual]
Sales
Account History
Time Billing General Ledger [Summary]
General Ledger [Detail]
Purchases Trial Balance
Payroll Linked Accounts
~ Balance Sheet
[venoy
Balance Sheet 4
Card Balance Sheet [Multi-Period]
Balance Sheet [Multi-Period Budget]
Ly (T B Balance Sheet [Last Year Analysis]

Balance Sheet [Budget Analysis]

~ Profit & Loss
Profit & Loss Statement
Profit & Loss [Multi-Period]
Profit & Loss [Multi-Period Budget]

Profit & Loss [With Year to Date]

Profit & Loss [With Last Year]

Balance Sheet

Displays the balance of your Asset, Liability and Equity accounts as of the end of the
selected period.

Filter Report

As of: | 08/05/2017  [35]

Advanced Filters Export to Excel

Display Report

Close

3. Ensure the “As of” date is today’s date and the “Financial year” is the current financial year

4. Select Display Report and the file will appear

15



5. Make sure the “Report Level” is set at Level 4

| ) & | Clearwater Pey Ltd - Balance Sheet report

E Filters
Q
Run

Report

Print Preview Insert/Modify

As of: | 08/0

7 |15

Financial Year: | This Year (FY 2017} ~

Created: 08/05/2017 12:52 PM

Balance Sheet
As of 08/05/2017

neral Chegue Account 1
neral Chegue Account 2
arwater Provision Account

wom

m

b

G
G
E
P

Report Level: | Level4 M [] Include Zero Balances

Display Transactions: | Al . ["] Round to Whole Dollar

Clearwater Pty Ltd

25 Spa

ABN: 80 000 000 001
clearwater.com.au

Email: i

§560.00

$316548.34

yroll Liabilit

y
Creditors

$10,238.12

Net Asssts

100 %

Reset
Filters

16



6. Select the blue dropdown box on the top left hand side. Go to Export and select CSV

@\ H & | Clearwater Pty Ltd - Balance Sheet report

3

=y 1| PDF
< Portable Document format

-blg Excel

Microsoft Excel format

=¥ XPS
'J Open XML Paper Specification format

rt Level: |Level4

sactions: | All

| Print o GV
Comma Separated Values format
8 it =51 T]Y .
Assets

Current Assels
General Chegue Account 1
General Chegue Account 2
Clearwater Provision Account
Clearwater Investment Account
Electronic Clearing Account
Chegue Account

[] Include Zero Balances
["] Round to Whole Dollar

Clea rwater Pty Ltd

ABN: 80 000 000 001
Email: info@clearwater.com.au

Total Current Assels

531473954

Withholding Credits
Voluntary Withholding Credits

§560.00

Total Withh

Furniture &
F&F - At Cost

Total Furniture 8

$1.250.00

Total Assets $316548.34
Lizbilities
Current Liabilities
Payroll Liabilit;

PAYG Withholdings Payable
Superannuation Payable

Total Payroll Liabilities

Trade Creditors

Total Current Liabilities

GST Liabilities
GST Collected
GST

ales Tax Payable

$10,238.12

Total Liabilities

Net Asssts

Equity
Retained Eamings
Current Eamings
Histerical Balancing Account

Total Equity

100 %

17



7. A window browser will appear, select Save

B Export report as

&« v A » ThisPC » Desktop » Bank v O Search Bank P

Organize « MNew folder -

~ MName Date modified Type Size

Mo items match your search.

o om WD

File name: | Balance Sheet.txt "

Save as type: | Comma Delimited File (*.td) ~

» Hide Folders Cancel

Your Profit and Loss

1. Select Reports menu (at the top of the AccountRight window) and select Index to Reports

m Clearwater_Premier_AU.myox - MYOB AccountRight - [Command Centre]

AR File Edit Lists Command Centres Setup | Reports | Window  Services  Help - 8 X
| Index to Reports  Ctrl+| |

Clearwater Pty Ltd

: - O A =y
| MIm P i_; @ AL r
= = \L =
Accounts Banking Sales Time Billing Purchases Payroll Inventory Card File
Accounts <
Send to Accountant o— Accounts List —o Prepare BAS/IAS
Transfer Money Record Journal Entry —o Company Data Auditor
©  Transaction Journal
To Do List - Find Transactions |~ Reports - Sent Emails Business Insights |-
Press F1 to get Help. 1 Local My Library)

18



2. Select Accounts on the left hand side and select Profit & Loss Statement under Profit & Loss

AR Clearwater Pty Ltd - Index to Reports

Reports ©) Helo for this vindow
Accounts Select Report X
Profit & Loss Statement
Banking v s Using an accrual accounting method calculates income, cost of sales, expenses, other
Accounts List [Summary] income and other expense values for the selected period(s).

GST [ Sales Tax Accounts List [Detail]
Account Transactions [Accrual]
Sales
Account History
Time Billing General Ledger [Summary]
General Ledger [Detail]
Purchases Trial Balance

Linked Accounts

Filter Report

Dated From: | 01/07/2016 [G5] | To:

Payroll

~ Balance Sheet
Balance Sheet
Card Balance Sheet [Multi-Period]
Balance Sheet [Multi-Period Budget]
Ly (T B Balance Sheet [Last Year Analysis]
Balance Sheet [Budget Analysis]

= Profit & Loss

Profit & Loss Statement 4

Profit & Loss [Multi-Period] o
Display Report
Profit & Loss [Multi-Period Budget]

Profit & Loss [With Year to Date]
Advanced Filters Export to Excel

Profit & Loss [With Last Year]

Close

3. MYOB will produce the report using the 30 June financial year cut-off, which means you may need to generate
two reports

4. Ensure the “From” date is set at 01/07/YYYY (most recent year of 1 July) and “To” is today’s date. For example if
today is 13 March 2017, the date should be set at “From” 01/07/2016 “To” 13/03/2017

5. Select Display Report and the file will appear



6. Make sure the “Report Level” is set at Level 4

| Bl ) | Clearwater Pty Ltd - Profit & Loss Statement report
E Filters Print Preview Insert/Modify

@';'ﬁ. Dated From: | 01/07/2016 [75] | To:|08/05/2017 [75]

15

RE\:SH Financial Year: |This Year (FY 2017) =

Created 08/05/2017 1255 PM

Profit & Loss Statement
01/07/2016 To 08/05/2017

Report Level: |Level4 - [] Include Zere Balances

Display Transactions: |l . [] Round ta Whole Dollar
ay Trans ;|

ABN: 80 000 000 001
Email: info@dearwater.com.au

w
]

100 %

ol x|

Ra
Reset
Filters

20



7. Select the blue dropdown box on the top left hand side. Go to Export and select CSV

| Bl ) | Clearwater Pty Ltd - Profit & Loss Statement report

-

[
|_» Export

A

4

K
53 Send » ]
el savess "J
= Print '°|_1

o

Exit -

PDF Report Level: |Level4

Portable Document format | .
Display Transactions: | All

Excel

Microsoft Excel format

XPS

Open XML Paper Specification format

sV

Comma Separated Values format

TRV

A [] Include Zere Balances
[] Round ta Whole Dollar

ABN: 80 000 000 001
Email: info@dearwater.com.au

w
]

100 %

-lel x|

Ra
Reset
Filters

21



8. A window browser will then appear, select Save to your preferred location

ﬂ | =] =) | Cleanwater Pty Ltd - Profit & Loss Statement report

-lal x|
— |
k. =¥ PDF I Report Level: |Level4 M [] Include Zero Balances Sas
| » Export ¥ |27 portable Document format ! F [] Round ta Whele Dollar i
Display Transactions: | All M Reset

Filters

£ send » -Dlg Excel

Microsoft Excel format Refinements

E] Save as ) LU - .

— ~/ Open XML Paper Specification format

Print e =
= Comma Separated Values format
Clearwater
a - TRW s

Exit

-

ABN: 80 000 000 001
Email: info@dearwater.com.au

Income
Sales Income
Sales - Witer Cooler $61

§61.77

§45.435

§16.32

§10.91

§10.91

§541

$0.00

$0.00
Net Profit/{Loss] 541

100 %

9. Repeat step 1-6 to generate a second report, setting the “From” date to be 365 days prior to today and the
“To” date to be 30/06/YYYY (date of the last financial year). For example if today is 13 March 2017, the date
should be set at “From” 14/03/2017 “To” 30/06/2016

If you've rolled over your transactions to this financial year, generate last year’s transactions report by
following these steps

1. Close the MYOB AccountRight software and then reopen it

2. Select Open your company file and your document browser will appear

3. This time, select on the last year’s file for the business that is applying for the loan
4. Enter in your User ID and Password and select OK

5. The Command Centre page will appear

6. Select Reports on the top of the page and select Index to Reports

7. Select Bank Register under the Cheques and Deposit section

22



8. Select Customise on the middle bottom of the window. The Report Customisation — Bank Register will then appear
9. Select the Accounts dropdown box and untick the blue tick box
10. Select all business trading accounts, including the ones used to make ATO payments. Select OK

11. Set the “Dated from” to be 365 days prior to today and the “To” date to be 30/06/YYYY (date of the last financial
year). For example if today is 13 March 2017, the date should be set at “From” 14/03/2016 “To” 30/06/2016

12. Select Display on the right bottom window and the file will then appear
13. Select Send to and choose Comma Separated Text File. The file will then open.

14. Select Save to your preferred location

How do | generate my financial reports with the MYOB AccountRight V19 desktop version?

1. Open your MYOB AccountRight accounting package

& Welcome to AccountRight Plus

—| Open
your company file

Create

a new company file
-] Explore
the sample company

) What's New AccountRight Plus v19.12

in this version

S X106 I 1
|

- Exit
AccountRight Plus MYOB
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2. Select Open your company file and your document browser will appear

“- v A » ThisPC » Local Disk (C:) » Plus19 »

Organize MNew folder

Ll

BASlink

Businessinsights
Custom

Forms

S
2
.
2
S
2
1
Help 2
ImportAssist 2 0
Letters 2
S
2
S
2
S
2
S
2
.
2

ODBCDirect10
OutlookSync

i m H B

Spredsht

ToolsMenu

Tutorial

D clearwtr.myo

MName Date modified

16 3:58 PM
16 3:58 PM

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
MYQ File

Size

4,064 KB

v O

Search Plus19

Bz -

File name: | testinv.myo

3. Select on the file for the business that is applying for the loan

4. Enter in your User ID and Password and select OK

Enter your User ID and Password

[f thiz i the first time vau are opening your file since upgrading, please type
“Audrminiztratar in the Lzer 1D field and enter your master pagzword if you

have ane.

zer 1D:

Paszward:

?(,. Change Pazzword

Cancel

Help F1

5. The Command Centre page will appear

o @

v| | AccountRight Data (*MYO)

Cancel

»

e
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Your business trading accounts

1. Select Reports on the top of the page and select Index to Reports

b AccountRight Plus - [Clearwater Pty Ltd - Command Centre]

gFiIe Edit Lists Command Centres Setup  Reports  Window  Services  Help

m Index to Reports Ctrl+ [ )

Report Batches |
1 | Ge= | 4 ) e
o (WS OR | W e
Accounts Banking Sales Time Billing Purchazes Pagrall

: Cards L|st

Frint ailing Labels

&
Create Personalised Letters

ToDoList - Find Transactions w Feports w Analysis w

Listz every report available in AccountRight. clearwtr. myo

2. Select Banking, then Bank Register under Cheques and Deposit section

I

glndm{tuﬁepurts | = ” =] ||&|

Banking 5 a?eSsTfJax il EIJH:E Purchases Fayroll Iryventany a Cughom

Mame Digplays every cheque, withdrawal, and depozit for the
Cheques and Deposits zelected cheque account within a date range. &
running balance is provided.

B arik Depozit Slip
IIndepozited Funds
Electronic Payments Reagister
Unproceszed Electronic Payments
Recanciliation Repart
Staternent of Cazh Flow
Cazh Flow Analysis
MY0B M-Powered bank statements
Banl. Staternents
Account Balances
Tranzaction Er1|:|uirj,I

"'- Wiew Sample Customize

7. .-
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3. Select Customise on the middle bottom of the window. The Report Customisation — Bank Register will appear

& Report Customisation - Bank Register

Accounts: @ = |

Advanced Filters T Beport Fields T Firizhing l

Diated From: | 01/05/2017 To: | 08/05/2017

7 || o | € o]
‘./... H ;‘4 = Cancel | Dizplay

Help F1 Print Send To Format

4. Select the Accounts dropdown box and untick the blue tick box

2 Select from List

Select anly:

]

1-1110  General Cheque Account 1
11120 General Chegue Account 2
11140 Petty Cazh

11180 Cleamwater Provizion Account
1-1160  Cleanwater Investment Account
1-1180  Undeposited Funds

11190 Electronic Clearing Account
11200 Payroll Cheque Account

L A

7 T

Help F1 Cancel |




5. Select all business trading accounts, including the ones you use to make ATO payments by selecting on the most
left hand side of the cell. Select OK

6. If you haven’t rolled over your transactions for this financial year, set the “Dated from” to be 365 days from today.
For example if today is 13 May 2016, the date should be set at “From” 14/05/2015 “To” 13/05/2016

If you’ve rolled over your transactions for this financial year, set the “Dated from” to be 01/07/YYYY (most recent
year for 1 July) and “To” is today’s date. For example if today is 13 May 2016, the date should be set at “From”
01/07/2015 “To” 13/05/2016. See below for more instructions

& Report Customisation - Bank Register

Accounts: | Selected. ..

Advanced Filters T Beport Fields T Firizhirig l

Diated From: | 09/05/2015 To: | 08/05/2017

2 & Y |
J‘. H ;J o Cancel | Dizplay |

Help F1 Print Send To Faormat
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7. Select Display on the right bottom window and the file will appear

& AccountRight Plus - [Report Display] — O *
gFiIe Edit Lists Command Centres  Setup Reperts  Window  Services  Help

To: | 08A05/2017 Redisplay Wiew: |F'rint Preview 1]

[Drated From:

Clearwater Pty Ltd :‘
25 Spring Street
Blackburn
VIC, 3130

Bank Register

09/05/2016 To 08/05/2017

0810512017 Page 1
1:24:10 PM
1D# Src Date Memo/Payee Deposit Withdrawal Balance

11110 General Cheque Account 1
16 CD  11/07/2016 Metropolitan Electricity $250.35 ($250.35)
19 CD  11/07/2016 Telstra §167.50 (3417.85)
24 CD  14/07/2016 WLJ Real Estate 5465.00 (5832.85)
92 CD  15/07/2016 Clear & Bright Filters for 00 585475 (31,737.60)
a3 CD  15/07/2016 Clear & Bright Filters for 00 51,464.99 ($3,202.59)
43 CD  17/07/2016 RACV Ltd §89.75 ($3,292.34)
102 CD  18/07/2016 Mojo Advertising for 00000 §350.00 (33,642.34)
79 CD  18/07/2016 Cash Purchases for 00000 $187.00 ($3,829.34)
25 CD  19/07/2016 WLJ Real Estate 5465.00 (54,294.34)
94 CD  19/07/2016 Underwater Springs Pty Ltd §7,450.95 (511,745.29)
36 CD  21/07/2016 Underwater Springs Pty Ltd §250.00 ($11,995.29)
a7 CD  23/07/2016 Mountain Spring for 00000 $1,480.88 (313 476.17)
37 CD  30/07/2016 Ultra Tune §375.00 ($13,851.17)
53 CD  30/07/2016 J & J Jones $345.00 (514196.17)
30 CD  30/07/2016 Cash Purchases for 00000 §63.20 ($14,259.37)
SC300701 CD 30/07/2016 Bank Charges $37.00 (514,296.37)
IE300701 CR  30/07/2016 Interest for the month $14.35 (514,2582.02)
a5 CD  31/07/2016 Mountain Spring for 00000 570.13 (514,352.15)
96 CD  01/08/2016 Clear & Bright Filters for 00 548965 (514,841.80)
a7 CD  01/08/2016 Underwater Springs Pty Ltd $7,329.25 (522,171.05)
CRO000O01 CR  01/08/2016 The Motor Company for 00 $350.00 ($21,821.05)
26 CD  02/08/2016 WLJ Real Estate 5465.00 ($22,286.05)
CASHSALE CR 07/08/2016 Cash Sales $10,000.00 ($12,286.05) -

'/} [=
ar=

Help F1 Print Send To

Press F1 to get help. clearwtr.mya



8. Select Send and choose Comma Separated Text File and the file will be opened. Select Save to your
preferred location

& AccountRight Plus - [Report Display] = O X
g File Edit Lists Command Centres Setup Reports Window Services  Help - 8 X

Dated From: [09/05/2016 | Ter |08/05/2017 Fiedisplay View: |Print Preview |

Clearwater Pty Ltd :‘
25 Spring Street
Blackburn
VIC, 3130

Bank Register

09/05/2016 To 08/05/2017

080512017 Page 1
1:24:10 PM
10# Src Date Memol/Payee Deposit Withdrawal Balance
1-1110 General Cheque Account 1
16 CD 11/07/2016 Metropalitan Electricity $250.35 ($250.35)
19 CD 110712016 Telstra $167.50 (5417.85)
24 CD  14/07/2016 WLJ Real Estate $465.00 ($882.85)
92 CD 15/07/2016 Clear & Bright Filters for 00 $854.75 ($1,737.60)
93 CD 15/07/2016 Clear & Bright Filters for 00 51,464.99 ($3,202.59)
43 CD 1710712016 RACY Ltd $89.75 ($3,292.34)
102 CD 18/07/2016 Mojo Advertising for 00000 $350.00 (53,642.34)
79 CD 18/07/2016 Cash Purchases for 00000 §187.00 ($3,829.34)
25 CD  19/07/2016 WLJ Real Estate $465.00 (54,294 34)
94 CD 19/07/2016 Underwater Springs Pty Ltd $7,450.95 (511,745.29)
86 CD 21/07/2016 Underwater Springs Pty Ltd $250.00 ($11,995.29)
a7 CD  23/07/2016 Mountain Spring for 00000 51,480.88 (513 476.17)
37 CD  30/07/2016 Ultra Tune $375.00 ($13,851.17)
53 CD 30/07/2016 J &J Jones $345.00 (514,196.17)
80 CD 30/07/2016 Cash Purchases for 00000 $63.20 ($14,259.37)
3C300701 CD  30/07/2016 Bank Charges $37.00 ($14,296.37) |
IE300701 CR  30/07/2016 Interest for the month 514.35 (514,282.02) |
95 CD 31/07/2016 Mountain Spring for 00000 $70.13 ($14,352.15) |
96 CD 01/08/2016 Clear & Bright Filters for 00 $480.65 (514,841.80)
97 CD 01/08/2016 Underwater Springs Pty Ltd $7,329.25 ($22,171.058) |
CRO00D001 CR  01/08/2016 The Motor Company for 00 $350.00 ($21,821.05) |
26 CD  02/08/2016 WLJ Real Estate §465.00 ($22,286.05)
CASHSALE CR 07/08/2016 Cash Sales $10,000.00 ($12,286.05)

ki
7. = B
Help F1 Print

Presz F1 to get help. Ernail... cleanwtr.myo
Fax...
o e—— FOF...
HTHL...

Tab-Delimited Text File:
ated Te

=
Simple Text File...

Ui » ThisPC » Local Disk (C:) » Plus19 » v | D Search Plus19 o
Organize MNew folder SEEE 0
~ MName Date modified Type Size ~
i BASlink File folder
Businessinsights File folder
P Custom File folder
Forms File folder
] Help File folder
[ ] ImportAssist File folder
i Letters File folder
4 ODBCDirect10 File folder
QutlockSync File folder
B Spredsht File folder
= ToolsMenu File folder
E Tutorial File folder
3 =| BASlink.tt Text Document 6 KB
_ | ManiFX Disahle.td Text Nacument 1 KR v
File name: -
Save as type: | Text Files (*.TXT) ~

» Hide Folders Cancel

Note: If you find the file is automatically saved as .TXT (text files) even after you choose CSV, don’t worry.
For MYOB AccountRight, you can upload TXT format for the assessment.




Your Balance Sheet

1. Ensure the MYOB business account is in the current financial year

2. Select Reports on the top of the page and select Index to Reports

& AccountRight Plus - [Clearwater Pty Ltd - Command Centre]

gFile Edit Lists Command Centres Setup  Reports Window  Services  Help

m Index to Reports Ctrl+! f
Report Batches |
i i ez | @aw | o4
R 1 | | eg Q - ) - e
Accounts Barking Sales Time Billing Purchazes Payrall
Cards L|st
Print Mailing Labels
Create Personalised Letters
ToDoList - Find Transactions w FReports w Analysis w
Ligtz every report available in AccountRight. cleanwutr. myo

3. Select Accounts, then Standard Balance Sheet under the Balance Sheet section

i

E Index to Reports

Accounts || Banking

GST/ Time
Salez Tay - Billing

BN Eol =5

Purchazes Fagroll Iryventary

M ame

Accounts
Accounts Ligt Summary
Accounts List Detail
Account Tranzactions [Aocrual]
Account Higtary [Officelink]
General Ledger [Summany]
General Ledger [Detail]
Trial Balance
Linked Accounts

Balance Sheet
Standard Balance Sheet
bulti-Period Spreadshest
Multi-Penod Eudget Spreadsheet

d

Digplays the balance of wour Aszet, Liability and Equity
accounts az of the end of the selected penod.

"\ Wiew Sample Cuzstomize

AL

Help F1 F'rlnt Send To

Dizplay

Cloze
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4. Select Customise on the middle bottom of the window. The Report Customisation — Standard Balance Sheet will
then appear

5. The “As of” date should be set to today and the “Financial Year” should be set to the current financial year

6. Make sure the “Report Level” is set at Level 4

& Report Customisation - Standard Balance Sheet

Advanced Filters I Report Figlds I Finishing I

Selected F'ericn:l:l bl 2y b
LR 08/05/2017

Feport Leseel: |Level 4
Financial v'ear: | Thiz Year [Fy 2017)

| =

Ar=1 sik: |
5{‘. H ;J 2 Cancel | Dizplay

Help F1 Print SendTo Format

7. Select Display on the right bottom window and the Balance Sheet will then appear



8. Select Send and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location

'j Report Display

=)

As ol |08/05/2017 Redisplay Wiews: | Print Preview -
Clearwater Pty Ltd :‘
25 Spring Street
Blackburn
VIC, 3130
Balance Sheet
As of 08/05/2017
081052017
1:31:46 PM
Assets
Current Assets
General Cheque Account 1 $88,073.34
General Cheque Account 2 $150,000.00
Clearwater Provision Account $64,217.19
Clearwater Investment Account $20,000.00
Electronic Clearing Account ($31,057.10)
Payroll Cheque Account (515,620.71)
Inventory $22,042.37
Trade Debtors $7,599.24
Total Current Assets 05,254.33
Withholding Credits
Voluntary Withholding Credits $560.00
Total Withholding Credits $560.00
Furniture & Fittings
F&F -AtCost $1,250.00
Total Furniture & Fittings $1,250.00
Total Assets $307,064.33
Liabilities
Current Liabilities
FPayraoll Liabilities
PAYG Withholdings Payable 517 646.00
Superannuation Payable $9,308.44
Total Payroll Liabilities $26,954.44
Trade Creditors $31,408.75
Bank Loans ($10,000.00)

Help F1

Frint
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Your Profit and Loss

1. Make sure the MYOB business account is in the current financial year

2. Select Reports at the top of the page and select Index to Reports

2 AccountRight Plus - [Clearwater Pty Ltd - Command Centre]

gFiIe Edit Lists Command Centres  Setup  Reports  Window  Services  Help

(MYOB

Index to Reports Ctrl+| F <)
Report Batches

| —

IDIESsS 0B | W L 5o

Accounts Banking Sales Time Billing Purchases Pagproll Inventany
w
Print Mailing Labels
w
Create Personalised Letters
To Do List - Find Transactions w Repors w Analysis w
Listz every report available in AccountRight. clearwtr. myo

3. Select Accounts, then Profit & Loss (Accrual) under the Profit & Loss section

i

E Index to Reports

G5T/ Tirme

Accounts | Banking § o " | =l Billing

=] 5]

Purchazes FPayrall |Fpventony

M ame

General Ledger [Detail]
Trial Balance
Linked Accounts

Balance Sheet
Standard B alance Sheet
Multi-Peniod Spreadzhest
Multi-Perod Budget Spreadsheet
Last Year Analysis
Budget Analyziz

Profit & Luss

Multl Perind Spreadsheet
b lti-Period Budget Spreadszheet

IJzing an accrual accounting method calculates
income, cogt of sales, expenses, other income and
other expenze values for the selected peniod(z).

"\ Wiew 5ample Customise

ACIL:

HeI|:| F'I F'nnt SendTo

Dizplay

Cloze

4. Select Customise on the middle bottom of the window. The Report Customisation — Profit & Loss (Accrual) will

then appear.

5. MYOB produces the report using the 30 June financial year cut-off, which means you may need to generate two reports
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6. Make sure the “Dated From” date is set at 01/07/YYYY (the most recent year for 1st of July) and the “To” is
today’s date. For example if today’s date is 13 March 2017, the date should be set at “From” 01/07/2016 “To”
13/03/2017

7. Ensure the “Financial Year” is set to the current financial year

8. Set the “Report Level” at Level 4

B Report Customisation - Profit & Loss [Accrual]

Advanced Filters I Report Fields T Finishing ]

Diated Fn:nrn:l.JuI_l.J | To: | May -l
| 01/07/2016 To: | 31/05/2017

Report Level: | Level 4
Financial “'ear. | Thiz Year [FY 2017)

1

:}- EJ !’;‘,{ _\:-_:';ﬂ‘ Cancel | Display |

Help F1 Erint Send To Farmat

9. Select Display on the right bottom window and then the file will appear

10. Select Send to and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location

3 Report Dispey (oo
Dated Fram: ‘DUD?!2D1E To: | 31/05/20M7 Redizplay Wiew: | Print Presview hl
Clearwater Pty Ltd :‘
25 Spring Street
Blackburn
VIC, 3130

Profit & Loss Statement

July 2016 through May 2017

081052017
1:33:44 PM
Income
Sales Income
Sales - Spring Water $7,578.52
Sales - Carbonated Water $6,173.26
Sales - Water Cooler 538,058 49
Sales - Crock 5570910
Sales - Stands $133454
Sales - Other Equip $9.49273
Service Income
Senice - Coolers $1,628.90
Semnice - Other Income 5189044
Time Billing Income
Travelling Time $312.94
Total Income $721758.92
Cost Of Sales
Furchases
Equipment $31,274.64
Total Cost Of Sales 53127464
Gross Profit $40,904.28 -
T = »

e -
7. | =
Help F1 FPrint

Lo 1=
Simple Text Fi




& Save As

A » ThisPC » Local Disk (C:) » Plus1d w | @ Search Plus13 o
Organize « Mew folder EEER 4 o
~ MName Date medified Type Size ~
e BASlink 26/00/2016 3:58 PM  File folder
Businesslnsights 26/08/2016 3:58 PM  File folder
P Custom 26/00/2016 3:57 PM  File folder
Forms 14/11/201612:21 ... File folder
4 Help 26/09/2016 3:58 PM  File folder
] ImportAssist 26/00/2016 3:38 PM  File folder
E Letters 26/09/2016 3:58 PM  File folder
N CODBCDirect10 26/00/2016 3:58 PM  File folder
OutlookSync 26/09/2016 3:57 PM  File folder
‘ Spredsht 26/00/2016 3:58 PM  File folder
= ToolsMenu 26/09/2016 3:58 PM  File folder
E W Tutorial 26/00/2016 3:58 PM  File folder v
File name: | Profit & Loss [Accrual].bd v |
Save as type: |Text Files (*.TXT) ~ |

Save Cancel

# Hide Folders

11. Repeat steps 1-9 to generate a second report, setting the “From” date 365 days prior to today and the “To” date
to be 30/06/YYYY (date of the last financial year). For example, if today’s date is 13 March 2017, the date should
be set at “From” 14/03/20176 “To” 30/06/2016
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MYOB ACCOUNTEDGE
How do | generate my financial reports from MYOB AccountEdge?

1. Open your MYOB AccountEdge accounting package

®C Welcome to AccountEdge Pro

Open

test ac

Browse

Find and open your
company file

Sample Company
Explore our Clearwater
company file

®© L W

4% » Support
k ’} FAQ's, discussions, videos,
What's New in Version 16 - guides, and email suppart
In this version, you can add merge fields to your email templates, email customer
receipts, add payment notes, and lots more. See what’s new in this release.
pis, ane pay ' ' Go Mohile

@ Get the free AccountEdge

Mobile app for i0S.
L Read More

o o e MYOB Company File Maintenance
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2. Select Browse and then your document browser will appear

Fawvorites

E All My Files
¢ iCloud Drive
¥2: Applications
[0n Desktop
@ Documents
0 Downloads
E Movies
n Music
B0 Pictures
Devices
Q AccountEdge Pro v16
Q AccountEdge Basic v5
Q AccountEdge NE v16

Shared

Tags
® Red
) Orange

oo
oo
Il
g
<

(2

12

Open

[0 AccountEdge Pro viB AU 2 Q, Search

Choose a company file

7 BASlink >
[ custom Forms
[ custom Reports
[0 Graphics

[P Letters

[ officeLink

[ spreadsheets

Clearwater.myo

8.6 MB
Created 22 April 2017 at 2:45 AM
Modified 4 May 2017 at 10:55 AM
Last opened 4 May 2017 at 10:55 AM
Add Tags...

4

3. Select on the file for the business that’s applying for the loan

4. Enter your User ID and Password and then select OK

Enter your User ID and Password

User ID Administrator

Sign-on

Password |

Change Password Cancel

5. The Command Centre page will then appear
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Your business trading accounts
1. Select Reports on the top of the page and select Index to Reports

@ AccountEdgePro File Edit Lists Command Centres Setup Window Help
[ NON ] AccountEdge

T

Index to Reports
Report Batches

Balance Sheet - Multi-Year Spreadsheet
Lead - Lead Quote Summary
Leads - Lead Conversion

Leads - Lead Source

Profit & Loss - Multi-Year Spreadsheet List
—————————— ————— Profit Analysis - Customer Sales Summary ayment Summaries
Profit Analysis - Item Sales Summary sformation
T Mileage Rates

¥ Favourites

Enter Sales

. o Spend Money
Prepare Electronic Payments s Pay Liabilities
Cards List
Process Payroll

AccountEdge Help

. o Pay Bills
Print Paycheques Pay Superannuation .
Analyse Profit & Loss
¥ Help Centre

Learning Centre
Print/Email Pay Slips Transaction Journal Search Support Notes

Community Forum

[To Dolist | - J LFind | = J [Ilepons | = J [Analysis | = J [Sync | J [Ijsts | J

2. Select Banking, then Bank Register under the Cheques and Deposit section

— M
[ NON ) Index to Reports
-M GST/Sales Tax  Sales  Time Billing Purchases Payroll  Inventory  Card File  Custom
NAME

Displays every cheque, withdrawal, and deposit for the selected
Cheques and Deposits cheque account within a date range. A running balance is provided.

Bank Register
Bank Deposit Slip
Undeposited Funds
Electronic Payments Register
Unprocessed Electronic Payments
Reconciliation Report
Statement of Cash Flow
Cash Flow Analysis
Transaction Journals
Cash Disbursements
Cash Receipts
Recurring Transactions

Wiew Sample Customise

? Print Send Close Display

A
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3. Select Customise on the middle bottom of the window. The Report Customisation — Bank Register will appear

r Report Customisation - Bank Register 1

|
Accounts Selected... [ 3

CUVEGICLRRICGUE  Report Fields  Finishing  Variations

Dated From 2/05/2018 To |8/05/2017

? Print Send 5 Format Cancel Display

4. Select the Accounts dropdown box and untick the blue tick box

Select from List

Select only |
+ 1-1110 General Cheque Account 1 Asset
v 1-1120 General Cheque Account 2 Asset
+ 1-1140 Petty Cash Asset
» 1-1150 Clearwater Provision Account Asset
' 1-1160 Clearwater Investment Accou Asset
v 1-1180 Undeposited Funds Asset
~/ 1-1190 Electronic Clearing Account Asset
' 1-1200 Payroll Chegue Account Asset
+ 1-1210 Escrow Account Asset
' 1-1220 Trust Account Asset




5. Select all business trading accounts, including the ones used to make ATO payments. Select OK

6. If you haven’t rolled over your transactions for this financial year, set the “Dated from” to 365 days prior to today.
For example if today’s date is 13 March 2017, the date should be set at “From” 14/03/2015 “To” 13/05/2016

7. 1f you’ve rolled over your transactions for this financial year, set the “Dated from” to be 01/07/YYYY (most recent
year for 1st of July) and “To” as today’s date. For example if today’s date is 13 March 2017, the date should be set
at “From” 01/07/2016 “To” 13/03/2017. See below for more detail

e
i Report Customisation - Bank Register 1
Accounts 5elected... >
|
|
|
w Report Fields Finishing  Variations
Dated From 2/05/201& To |B/05/2017
|
? Print send | Format Cancel | [E-EVY

8. Select Display on the right bottom window and the file will then appear
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9. Select Send and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location

Report Display

! Dated From |(3/05/2016 To 8/05,2017 Redisplay View = Print Preview 2]

! Clearwater Pty Ltd B
25 Spring Street
Elackburn
WIC, 3130

Bank Register

9/05/2016 To §/05/2017

G06/2017 Fagel
1575
IDF Src Date Memao/Payes Deposit Whithdrawmal PBalance
1-1110 General Cheque Account 1
104 CD  &/07/2016 Voided; [CK]INO.104 f0.00 f0.00
16 CD 1170772016 Metropolitan Electricity $250.55 -$250,35
1% CD 11/07/20016 Telstra $167 50 -$417.85
oA " AAMPNE WWT TRAAT Fedndn PACE QN Do ac
? Print Send . Customise Save As | Close |
Excel...

Email...
PDF... L
HTML... Screen Shot 2017-04-26 at

Tab-Delimited Text File... 3.17.31PM
Comma-Separated Text File... -
Simple Text File...

Backup

Save
Save As: Bank Register ~
Tags:
Where: Desktop K

Cance
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If you've rolled over your transactions to this financial year, generate last year’s transactions report by
following these steps

1. Close the MYOB AccountEdge software and then reopen it

2. Select Open. Your company file and your document browser will then appear

3. This time, select on the last year’s file for the business that’s applying for the loan

4. Enter in your User ID and Password and select OK

5. The Command Centre page will then appear

6. Select Reports on the top of the page and select Index to Reports

7. Select Bank Register under the Cheques and Deposit section

8. Select Customise on the middle bottom of the window. The Report Customisation — Bank Register will then appear
9. Select the Accounts dropdown box and untick the blue tick box

10. Select all business trading accounts, including the ones used to make ATO payments. Select OK

11. Set the “Dated from” to 365 days prior to today’s date and the “To” date to 30/06/YYYY (date of the last financial
year). For example if today is 13 March 2017, the date should be set at “From” 14/03/2016 “To” 30/06/2016

12. Select Display on the right bottom window and the file will appear

13. Select Send to and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location
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Your Balance Sheet
1. Ensure the MYOB business account is in the current financial year
2. Select Reports on the top of the page and select Index to Reports

@ AccountEdgePro File Edit Lists Command Centres Setup Window Help
[ NON ] AccountEdge

KOTR -

Index to Reports
Report Batches

Balance Sheet - Multi-Year Spreadsheet
Lead - Lead Quote Summary
Leads - Lead Conversion

Leads - Lead Source

Profit & Loss - Multi-Year Spreadsheet List
— — Profit Analysis - Customer Sales Summary ayment Summaries
Payroll Categories Enter Timesheet Profit Analysis - Iltem Sales Summary wformation

I Mileage Rates
¥ Favourites

Enter Sales

- o Spend Money
Prepare Electronic Payments A Pay Liabilities )
Cards List
Process Payroll .

: Pay Bills
Pay Superannuation

Analyse Profit & Loss
¥ Help Centre

AccountEdge Help

Print Paycheques
Learning Centre
Print/Email Pay Slips Transaction Journal Search Suppert Notes

Community Forum

[To Do List vJ LFind | vJ [Kepons | vJ [Analysis | vJ [S\mc | vJ [Ijsts | vJ

3. Select Accounts, then Standard Balance Sheet under the Balance Sheet section

[ NON | Index to Reports

Banking  G5T/Sales Tax  Sales  Time Billing Purchases Payroll Inventory  Card File ~ Custom

NAME Displays the balance of your Asset, Liability and Equity accounts as
Accounts of the end of the selected period.

Accounts List Summary
Accounts List Detail

Account Transactions [Accrual]
Account History [OfficeLink]
General Ledger [Summary)]
General Ledger [Detail]

1
Trial Balance | A
Linked Accounts St

Balance Sheet
Standard Balance Sheet
Multi-Period Spreadsheet
Multi-Year Spreadshest

View Sample Customise

? Print Send Close Display

A
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4. Select Customise on the middle bottom of the window. The Report Customisation — Standard Balance Sheet will
then appear

| Report Customisation - Standard Balance Sheet

Finishing

Selected Period May [~ |
As of |B/05,/2017

Report Level Level 4

Financial Year This Year (FY 2017)

(] <

Print Send , | Format Cancel | Display |

5. The “As of” date should be set to today’s date and the “Financial Year” should be set to the current financial year
6. Set the “Report Level” to Level 4
7. Select Display on the right bottom window and the Balance Sheet will then appear

Report Display

| As of |B/05/2017 Redisplay View Print Preview | %]

Clearwater Pty Ltd
25 Spring Street
Elackburn
VIC, 3130

Balance Sheet

As of 5/05/2017

L
145945
Pussets
Cuzxrent Assets
General Cheque Account 1 $65,120,65
General Cheque Account 2 $102,098.35
M Amnarn tau Pasrm cdoe Memmaned deA 917 10
Print Send . Customise Save As | Close |
Excel...
Email...
PDF... i
HTML... Screen Shot 2017-04-2
Tab-Delimited Text File... 31731 PM
Comma-Separated Text File...
Backu i .
) Simple Text File... -
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8. Select Send and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location

Save
Save As: |St:andard Balance Sheet | ~
Tags:
Where: [ Desktop

Your Profit and Loss

1. Make sure the MYOB business account is in the current financial year

2. Select Reports at the top of the page and select Index to Reports

@ AccountEdgePro File Edit Lists Command Centres Setup Window Help
[ NON ] AccountEdge

Index to Reports
Report Batches

Balance Sheet - Multi-Year Spreadsheet
Lead - Lead Quote Summary
Leads - Lead Conversion

Leads - Lead Source

Profit & Loss - Multi-Year Spreadsheet List
= e Profit Analysis - Customer Sales Summary ayment Summaries
Profit Analysis - Iltem Sales Summary sformation
T Mileage Rates

¥ Favourites

Enter Sales

. o Spend Money
Prepare Electronic Payments e Pay Liabilities
Cards List
Process Payroll X
| . o Pay Bills
Print Paychecues Pay Superannuation 3
Analyse Profit & Loss

¥ Help Centre
Learning Centre
Print/Email Pay Slips Transaction Journal Search Support Notes

Community Forum

AccountEdge Help

[To Do List vJ LFind | vJ [Kepons | vJ [Analysis | vJ [Sync | vJ [Ijsts | vJ
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3. Select Accounts, then Profit & Loss (Accrual) under the Profit & Loss section

-

@] @] Index to Reports

W Banking GS5T/5ales Tax Sales Time Billing Purchases Payroll Inventory Card File Custom

NAME
Balance Sheet
Standard Balance Sheet

Using an accrual accounting method calculates income, cost of
sales, expenses, other income and other expense values for the
selected period(s).

Multi-Period Spreadsheet
Multi-Year Spreadsheet
Multi-Period Budget Spreadsheet
Last Year Analysis

Budget Analysis

Profit & Loss i H
Profit & Loss [Accruall 419
Multi-Period Spreadsheet
Multi-Period Budget Spreadshest
Year to Date
Last Year
View Sample Customise
? Print Send o Close Display

&

4. Select Customise on the middle bottom of the window. The Report Customisation — Profit & Loss (Accrual) will
then appear. MYOB produces the report using the 30 June financial year cut-off, which means you may need to
generate two reports

Report Customisation - Profit & Loss [Accruall |

Report Fields | Finishing = Variations

Dated From | July aTu May a
1/07/2016 To 2170572017

Report Level Level 4
Financial Year This Year (FY 2017)

? Print Send , Format Cancel Display

5. Make sure the “Dated From” date is set at 01/07/YYYY (most recent year for 1st of July) and the “To” is today’s
date. For example if today’s date is 13 March 2017, the date should be set at “From” 01/07/2016 “To” 13/03/2017

6. Ensure the “Financial Year” is set correctly to the current financial year
7. Set the “Report Level” at Level 4

8. Select Display on the right bottom window and then the file will appear
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9. Select Send to and choose Comma Separated Text File. The file will then open. Select Save to your
preferred location

Report Display

Dated From |1/07/201% To 31/05/2017 Redisplay View | Print Preview B

Clearwater Pty Ltd
25 Spring Street
Elackburn
WVIC, 3130

Profit & Loss Statement

July 2016 through May 2017

B0/ A017
| 2:00:39 Fm
Tncorne
Sales Incame
Sales - Spring Water 6,544,653
Sales - Carbonated Water $6,173.28
= DR Y N dn AER 19
7 Print Send Customise Save As | Close |
Excel...
Email...
PDF... i
HTML... Screen Shot 2017-04-24
Tab-Delimited Text File... 3.17.31PM

Comma-Separated Text File...
Simple Text File...

10. Repeat steps 1-9 to generate the second report, setting the “From” date 365 days prior to today and the
“To” date to 30/06/YYYY (date of last financial year). For example, if today’s date is 13 March 2017, the date
should be set at “From” 14/03/2017 “To” 30/06/2016
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