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Online Banking-Reconciliations

ÅDone by importing bank statements from 
internet banking

ÅMYOB will then be able to perform the bank 
reconciliation for you



üStep 1

- Log onto internet banking and select the appropriate 
ŀŎŎƻǳƴǘΦ  Dƻ ƛƴǘƻ ǘǊŀƴǎŀŎǘƛƻƴǎ ƳŜƴǳ ŀƴŘ ŜƴǎǳǊŜ ΨƘƛŘŜ 
transactions icon is not selected.  Put in relevant date range 
ŀƴŘ ŎƘƻƻǎŜ Ψŀƭƭ ǘǊŀƴǎŀŎǘƛƻƴǎΩ ǘƘŜƴ ŎƭƛŎƪ ǎŜŀǊŎƘ



üStep 2
- Save file as a QXF file so that MYOB will be able to open it



üStep 3
-{ŜƭŜŎǘ ǘƘŜ Ψ!ŎǘƛƻƴΩ ƛŎƻƴ ƛƴ ǘƘŜ a¸h. ōŀƴƪ ǊŜŎƻƴŎƛƭƛŀǘƛƻƴ ǇŀƎŜ 
and select Get Statement 

üStep 4
- Click on the Action icon and select Match Transactions
- If any transactions have not been entered click on the Action 
icon and select Add Transaction to put it in



Job Numbers

ÅCommonly used by not-for-profit organisations

ÅCan be used to track both costs & income for a particular job 
or project

ÅJob numbers help with:

- Costing jobs

- Billing customers for expenses incurred

- Tracking job profitability

- Tracking projects/departments



üSetting up Job Numbers in MYOB

ÅThere are two types of jobs, header and detail
- Header jobs total associated detail jobs (including detail sub-

jobs). You cannot assign transactions to header jobs 
- Detail jobs are assigned to transactions to track income, costs 

and expenses
ÅNote that sub-jobs can be either a detail or header type job
üTo Set up a Header Job in MYOB:
1. Go to the Lists menu and choose Jobs. The Jobs List window 

appears.
2. Click New. The New Job window appears
3. Select Header Job and enter a job number, name and 

description
4. If you want to create this job as a sub-job of another header 

job, type or make a selection from the Sub-job Of field
5. Click OK. The header job appears in the Jobs List window



üTo setup a detail job in MYOB

1. Go to the Lists menu and choose Jobs. The Jobs List window 
appears

2. Click New. The New Job window appears. Select Detail Job
3. Type a code for the job in the Job Number field and press Tab
4. Enter additional information about the job, such as a job 

name, description and start date
5. If you are creating a sub-job, type or select a header job in 

the Sub-job Of field. Note, you can only assign detail jobs to 
header jobs, not to other detail jobs.

6. If you want to link the job to a customer, type or select a 
customer in the Linked Customer field. This is useful if you 
intend to seek reimbursement for goods and services 
ǇǳǊŎƘŀǎŜŘ ƻƴ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ōŜƘŀƭŦΦ
You can view details of all jobs linked to a customer in the 
Wƻōǎ ǾƛŜǿ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŎŀǊŘΦ

7. Click OK. The Jobs List window reappears. 



üTo enter budgets for Jobs 
1. Go to the Lists menu and choose Jobs. The Jobs List window 

appears
2. Select the detail job for which you want to enter budgets. 
3. Click Budgets. The Job Budgets by Account window appears, 

with the number of the job you selected in the Job Number 
field.

4. Lƴ ǘƘŜ .ǳŘƎŜǘǎ ŎƻƭǳƳƴΣ ǘȅǇŜ ǘƘŜ ŀƳƻǳƴǘǎ ȅƻǳΩǾŜ ōǳŘƎŜǘŜŘ 
for specific accounts for this job and then click OK



üTo Setup Job Number Reminder

1. Choose setup menu and select preferences option

2. Tick Warn if jobs are not assigned option 

3. Select Ok



üBill the customer for the Job
1. Go into Enter Sales
2. ¢ȅǇŜ ƻǊ ǎŜƭŜŎǘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƴŀƳŜ ŀƴŘ ǇǊŜǎǎ ¢ŀō
3. Click Reimburse. The Customer Reimbursable Expenses 

window appears. 
4. The To Be Reimbursed tab lists all expenses that have yet to 

be billed to this customer



5. Click in the select column for each expense you want to bill 

6. If you want to change the amounts that will be billed, you can 
edit the amounts in the Reimbursable column

7. f you want to mark up all selected expenses by a certain 
amount or percentage, click Mark-up and complete the Mark-
up Information window



8.  Select markup criteria & choose either markup all 
items or markup x items

9. Click reimburse



10. The invoice is then displayed with the marked up 
figures



üTo Print Job Reports

ÅGo to reports menu and scroll down to Jobs section

ÅSelect the report you want to view and view like a normal report



Categories

ÅAllows departmental (profit centre) accounting
ÅEnables you to record and track transactions for all departments, 
branches, divisions etc rather than resorting to a complex chart of 
accounts
ÅCategory tracking preference can be set as either an optional or 
mandatory task
ÅMakes it possible to produce P&L and B/S reports for each separate 
category
ÅYou cannot allocate a category to these transactions: Pay Bills, 
Receive Payments, Prepare Bank Deposit, Settle Returns and 
Credits/Debits and Pay/Receive Refunds
ÅA software program called Calxa has to be used to enter budgets for 
categories



üEnabling Categories

ÅGo to the Setup menu and choose Preferences

ÅClick the System tab

ÅSelect the Turn on Category Tracking option

ÅIf you want to make the selection of a category mandatory for 
all transactions, choose Required from the list

ÅIf you choose to turn off category tracking, any categories you 
have created and their transaction history will be deleted from 
your company file. You should make a backup of your company 
file before you do this so that you can access this information if 
required.



üSetting up Categories

ÅGo to the Lists menu and choose Categories. The Categories 
List window appears

ÅClick New. The Edit Category window appears

ÅIn the Category ID field, type a code that will be used to 
identify the category and press Tab

ÅIn the Category Name field, type the name of the category

ÅIn the Description field, type a description of the category or 
notes relating to the category

ÅClick OK



üTo Print Category Reports

ÅGo to reports menu and scroll down to category section

ÅSelect the report you want to view and view like a normal 
report



BASlink

Å! a¸h. ǘƻƻƭ ǳǎŜŘ ǘƻ ŎƻƳǇƭŜǘŜ .!{Ωǎ ϧ L!{Ωǎ



üSetting up BASlink
ÅGo to the Accountscommand centre and click BASlink. The BASlink 
window appears.
ÅClick BAS info. The BAS Information window appears.
ÅSpecify your activity statement information. You need to specify:
ÅGST information (such as your accounting basis, reporting frequency 
and calculation method), if registered
ÅPAYG Instalments information, if registered
ÅPAYG Withholdings information, if registered
ÅClick OK



üTo Prepare your Activity Statement
ÅGo to the Accounts command centre and click BASlink. The 
BASlink window appears. 
ÅSelect the last month of your reporting period.   Click Prepare 
Statement. The MYOB BASlink window appears.
ÅAssign tax codes, accounts and payroll categories to activity 
statement reporting fields. 
ÅIf you are registered for GST, review the GST calculations in the 
GST Worksheet for BAS tab.


