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Overview

MYOB Accountant Enterprise (AE) — also known as Practice Manager (PM) — and
MYOB Accountants Office (AO) are powerful yet easy to use systems for managing
professional service businesses. MYOB AE/AO has all the functions of a
comprehensive practice management system, plus additional tools to automate and
improve productivity.

MYOB AE/AOQ offers a personalised experience for every user. Whether you are a
partner wanting to see WIP and debtors or an accountant working on compliance
services, MYOB AE/AO delivers information that is relevant to you.

For important information about your MYOB AE/AOQ software, see:
e (AE) “About Practice Manager” (see page 16)
e (AO) “About MYOB AQ” (see page 15)

Related topics

Using Practice Manager
About the Page tabs
Clients and contacts

About MYOB AO

Accountants Office only

MYOB AO provides the common tools you need in a powerful client and contact
management system. It provides all the functionality of a contact system, plus
additional productivity tools to manage the client relationship and other vital practice
data, e.g., employee and reporting information. These features are designed to help
manage client and contact information, organise CRM tasks and manage practice
resources.

For Australian users, MYOB AO also provides the ability to prepare and submit tax
returns for your clients.

The main features of MYOB AO are its ability to:

e Create and maintain central contact and client information.
e Store multiple addresses such as Postal, Business and Home.
e Maintain contact history for CRM purposes.

e Maintain employee permissions and security.

e Manage contact and client relationships with one another.

Related topics

Using Practice Manager
Clients and Contacts
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About Practice Manager

Accountants Enterprise only

Practice Manager is a powerful and easy to use professional service automation
system. It provides all the functionality of a comprehensive practice management
system, plus additional productivity tools such as resource scheduling and
monitoring, document management and practice workflow automation. All these
features are designed to boost the productivity and profitability of your practice,
improve your cash collections and help you schedule client work and manage
resources. It is designed to suit the individual needs of all levels of employees in the
practice.

Practice Manager’s main features are:

The homepage gives instant access to key performance indicators, contact and
client details, including WIP and debtor balances and tasks that need completing
or require attention. The graphical presentation of real time information makes
it easy to keep on top of the practice’s performance. From here it is possible to
drill down into individual clients, assignments, timesheets, bills and employees.
See “Using Practice Manager” on page 31 for more information.

Timesheets provide fast and flexible time and expense(s) recording for all
practice members. It enables data entry to be adapted to the needs of the
practice and to individual preferences so that chargeable time is captured easily.
See “Timesheets and Disbursements” on page 186 for more information.

Contact and client relationship management is made easy with quick access to
detailed information. As well as the standard contact details, including multiple
addresses and phone numbers, there is the ability to capture interactions with
clients, record relationships between clients and contacts and store many forms
of documentation within a client’s profile. See “Using the Client and Contact
pages” on page 267 for more information.

A streamlined billing system which enables a fast turnaround of WIP into bills
making it easier for you to keep on top of your practice’s exposure. See “Billing”
on page 460 for more information.

Improved and flexible reporting engine from which you can monitor where and
how the practice is making money. Selected information can be extracted to
Microsoft Excel for extended analysis and the AE Reporting functionality delivers
timely, relevant and comprehensive information on all aspects of the practice’s
performance. See the Reports help topics for more information.

Assignment and task management means you have control over the workflow
and can manage project milestones to ensure things stay on track. See
“Assignments” on page 332 for more information.

Resource planning and management — track actual time versus budget and
report on the profitability of each task. Project steps to be completed can be

MYOB AO, NZPM
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easily viewed and employees selected for them based on their skills and ability.
See “Job management” on page 660 for more information.

Related topics

Using Practice Manager

About the Page tabs

Creating new clients, contacts and suppliers
Clients and contacts
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Logging into MYOB AE/AQ

When your practice has adopted MYOB Logins your employees will only need a single
user name and password to access all MYOB products available to your practice, such
as:

e AE/AO Live

e AccountRight

e Essentials

e my.MYOB

e MYOB online tools

e MYOB product downloads
e Knowledge Base

e Community Forums.

The person who has administrator or superuser privileges will be able to set up MYOB
Logins for your practice. See “Getting ready for the next generation of MYOB
software” on page 19 and “Setting up MYOB Logins for your practice” on page 20.

Employees without administrator or superuser privileges will continue to login as
usual. Once MYOB Logins have been established the login screen will identify each
employee by their email address.

Currently there are 2 ways to log into MYOB AE/AQ:
Using your user name and password

1. Double-click the MYOB AE/AOQ icon on your desktop.
The MYOB AE/AO Login window opens.

2. Enter your User name.
3. Enter your Password.

4. Ensure that the correct MYOB AE/AO database is selected from the Database
drop-down.

5. Click Login.

You are logged into MYOB AE/AO and the Practice Manager (AE) / Find Clients
(AO) page appears.

Using your MYOB Login details

1. Double-click the MYOB AE/AQ icon on your desktop.
The MYOB AE/AO Login window opens.

2. Enter your MYOB Login details.

This is an email address after the practice adopts the new MYOB logins.
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3. Enter your MYOB Login Password.

4. Ensure that the correct MYOB AE/AO database is selected from the Database
drop-down.

5. Click Login.

You are logged into MYOB AE/AO and the Practice Manager (AE) / Find Clients
(AO) page appears.

Related topics

Getting ready for the next generation of MYOB software
Setting up MYOB Logins for your practice

Login scenarios

Disabling employees from entering their own MYOB Logins

Getting ready for the next generation of MYOB software

To prepare for new services and to simplify accessing MYOB AE/AQ, the number of
passwords now required can be reduced to one MYOB Login.

Once MYOB Logins are activated for your practice, your employees will be identified
for login by their email address and password. The process cannot be reversed.

Note: You need to have internet access so that your MYOB Logins can be validated.

What is a valid MYOB Login?

When logging in, you use a single user name and password, known as an MYOB Login,
for accessing MYOB solutions such as AccountRight, Essentials, my.MYOB and
Accountants Enterprise/Accountants Office. This MYOB Login will be the same details
that you use to access my.MYOB.

To prepare your practice in five steps

1. Configure your Practice MYOB Logins.
See “Practice MYOB settings” on page 811.

2. Identify which employees have an MYOB Login.
To do this:

a. Access the Find Employees page.

b. Right-click on the table and select the my.MYOB login option from the Field
Chooser.
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c. Dragand drop the option onto your column heading row.
d. You are now able to print this list of employees.
e. Edit your employee MYOB details.

See “Editing my.MYOB details” on page 309.

3. Review your Task Permissions.

At this stage, it may be an idea to check the task permissions associated with
your employees. See “Disabling employees from entering their own MYOB
Logins” on page 28.

We also advise that you review your employees details in my.MYOB using the
Maintain User option and reconcile the employee login in MYOB AE/AQ. See
Knowledge Base article 36703 for information on how to update your employees
rights/permissions to the my.MYOB website.

4. Notify all your employees that there is a change in how they will access MYOB
AE/AO.

5. Activate MYOB Logins for your practice.
See “Setting up MYOB Logins for your practice” on page 20.

Related topics

Logging into MYOB AE/AO

Setting up MYOB Logins for your practice

Login scenarios

Disabling employees from entering their own MYOB Logins

Setting up MYOB Logins for your practice

See “Getting ready for the next generation of MYOB software” on page 19 for advice
regarding MYOB Logins.

Note: The following information is relevant only if you have the following or later
installed:

MYOB AE 5.4.7
MYOB AO 2014.1a (Australia)
MYOB AO 2014.2a (New Zealand)

If you are using MYOB AE 5.4.6, AO 2014.1 (Australia), or AO 2014.2 (New
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Zealand), please see the Knowledge Base article 36720 for details on setting
up MYOB Logins for your practice.

If you are using MYOB AE 5.4.5, AO 2014.0 (Australia), or AO 2014.1 (New
Zealand), please see the Knowledge Base article 36702 for details on setting
up MYOB Logins for your practice.

I am a new MYOB AO user (AO)

1. Open MYOB AO.
The MYOB Login window displays.

MYOB Accountants Office
MYOE Login fpcimin A
Password
Database Accountants Cffice on WINSENTE4\MYOBACCT W
| forgot my password Login Cancel

2. Enter your username and password and click Login.
The Practice my.MYOB Settings window opens.

Practice my.MYOB Settings

This action cannot be performed because my. MYOE administrator details have

not been specified for your practice. Specify these details below and select OK to
continue.

MYOE Login | ~

Password N
MYQE client code M)
Coe

See “Practice MYOB settings” on page 811 for more information.

3. Click OK.
The Edit my.MYOB details window opens.

See “Editing my.MYOB details” on page 169 for more information.

To activate MYOB Logins for your practice

Note: You will have the opportunity to enable MYOB Logins for your practice if you
have superuser or administrator privileges. You will only need to set your
practice up once.
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Note: Your practice administrator or superuser is prompted to implement MYOB

Logins every time they log in. The 