MYOB Advanced Quick Guide
Bank Transaction Process

Cloud Solutions
For Bigger Business




Page 2

Table of Contents

TADIE OF CONTENES ..ottt ettt b e bt e bt e st e s bt e s bt e b e et e s abesbeesbe e bt e bt saeesaee eenbeenseeneeeneenbeentens 2
INEFOTUCTION ..ot b e s bt e b e e e e s ot s ae e s bt e et e ae e s st e sr e e st es saneeseesme e r e e reearesenennnereen 3
Y T (T D Fo ) - I o [T =4 PSPPSR 3
FINGNCE GENEIAI LEAGEI ettt ettt st e st e s at e e bt e bt e e bt e s bt e eabeesabeesaseesabeesaeeeabeeens sabeesnneenas 3
FINANCE Cash Man@ZemIENt......ccueiiiiieieeiieeeee sttt st sa e st e s st e s a e e e bt e e bt e e bt e sabeeeabeesabeesateesnseenneesns saneesas 3
FiNance ACCOUNES RECEIVADIES ......co.viiiiiiiieeee ettt ettt e s et e sab e e saeeenneeenn e 7
Uploading Bank TranSaCHiONS ........cueeeeiiiieceiieeeciiee e ettt e eectte e e sitteeeetteeeeateeesssaeeassteeesassseesassasasastssesanssesessssaeansses breeennes 8
IMIQECIING PIrOCESS .....vvveeeeiiieeeiiee e cittee e ettt e e ettt e e e taee e e tteeeeaataeeeaabaeeeaatasaaansseeeaasaaaesasseseanssasessssaeassbesaans seansaeesansanesssanaann 10
Y Y o 1T gV OU I oY g Y=Yl o= 1Yo =T o USSR 10
Matching Customer Payments and Writing off a Remaining Balance .......ccccccuvvivciieecciie e 12

a
ED_AB_QG7_201509 m Advanced



Page 3

Introduction

This quick guide discusses how bank transactions can be processed within MYOB Advanced Business. The
document will discuss all the master data required as well as how to import and processing bank transactions.

The document will also discuss how to match payments made and received to invoices outstanding as well as how
to create payments for outstanding invoices and how to write off any balances if required.

Master Data Settings

This section will now discuss all the master data required to work successfully with importing and processing bank
transactions.

Finance General Ledger

Before you start you will need to have a general ledger account defined in your chart of accounts to report on cash
movements in the business, general ledger accounts are created in menu path [Finance \ General Ledger \
Configuration \ Manage \ Chart of Accounts].

£ Main ~ Chart Of Accounts

C P + 7 ¥ View Restriction Groups |+ Y Y
B o *Account T Account Class Type Active Description | Currency
’ [ 10030 CASHASSET Asset Demo NAB Banking l AUD

Note: For a general ledger account to be linked to a cash account it is required to specify

the currency that the cash will be held in.

Finance Cash Management

Cash Accounts

After the general ledger account has been created you can create a cash account and link the general ledger code
to it, the cash account does have a number of mandatory fields and if you wish to do a bank reconciliation of the
cash account a numbering sequence will need to be defined and linked.

Cash accounts are created in menu path [Finance \ Cash Management \ Work Area \ Manage \ Cash Accounts].

Fiive
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* Cash Account 10030 - Demo NAE Banking
Account 10030 - Demo NAB Banking
* Subaccount 0 - General
* Branch MAIN - Main
Currency AUD
Curr. Rate Type SPOT
" External Ref. Number Demo

Description Demo NAB Banking

Payment Methods
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Account

nciliation

¥ Restrict Wisibility with Branch
Reconciliation Numbering Sequ...
Bank ID

Statement Import Service PX.0Objects. CA.OF X Statemel

Now that the cash account is defined you need to specify modes of how money can come in and out of the cash
account, these could be methods such as cash received or cheque payments received or written. You may wish to
create an ABA file to pay your suppliers and upload the ABA file into an online account from your banking provider.

Payment methods are created in menu path [Finance \ Cash Management \ Configuration \ Setup \ Payment

Methods].

In this screen you can create your payment method and choose to make visible to AP only, AR only or both AP and
AR. Also the payment method can be linked to which cash accounts that are authorized to use it.

x Use in AP
Payment Method 1D CASH Bl Use in AP
¥ Active ¢ Use in AR

[ers ol Ermenl Cash/Cheque Require Remittance Information for Cash Account

Cash Payment

Allowed Cash Accounts = Settings for Use in AR Settings for Use in AP

c + X [+
*Cash T Description Branch Use in AP AP - AP Last Batch Last Use in
Account AP Defaul Suggest Reference Reference AR
Next Mumber Number
Mumber
’ 10030 Dema NAB Banking  MAIN | [
Entry Types

Payment methods define how money is moved in or out of the cash account but entry types determine the
purpose of the move, was it a receipt of cash or a disbharment of cash and what drove this occurrence a payment to

a supplier or was it interest received.

Entry types are created in menu path [Finance \ Cash Management \ Configuration \ Setup \ Entry Types].

£ Main - Entry Types
& = 4+ X
*Entry Type ID Disb./Receipt *Entry Type Description
? CHARGE Disbursement Bank Charges
INTEREST Receipt Deposit Interest
PAYMENT Receipt Customer Payment

ED_AB_QG7_201509

Module Default Offset Default Offset
Account Subaccount

CA 60000 3

CA 42010 0

CA 10200 0
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Bank Transaction Rules
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In order to create financial documents when processing bank transactions that are non-existing in the database
you will need to create bank transaction rules.

Bank Transaction Rules are created in menu path [Finance \ Cash Management \ Configuration \ Setup \ Bank

Transaction Rules]

Below is a bank transaction rule to create customer payments from importing a bank statement. In the screen the
bank transaction rule is linked to the cash account 10030 and the entry type Payment.

(|

=~ Main Bank Transaction Rules

Lo K < > 2l
* Rule | I | @ Active
Description Payment
Matching Criteria Qutput
D ebit/C redit Receipt Action Create Document

Cash Account

Currency
Tran. Code
Description

Amount Matching Mode

ED_AB_QG7_201509

10030 - Demo NAB E
AUD
PAY

" Resulting Entry Type PAYMENT - Customer Paym

Paymnet
Match Case
Use Wildcards

MNone
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Bank Statement Setting

Within menu path [Finance \ Cash Management \ Configuration \ Setup \ Cash management preferences] the tab
Bank statements is where you can specify receipt and disbursement date matching days. Also the date range
relevance and the relevance weights calculations can also be set.

The only statement import service available is the OFXStatementReader, if you wish to import Excel based files
then this is also possible.

e

General Settings  Bank Statement Settings

Disbursement Date Matching

Days before bank transaction date E
Days after bank transaction date 2
Receipt Date Matching
Days before bank transaction date 5
Days after bank transaction date 2
Weights for Relevance Calculation
Ref. Nbr. Weight 70.00 % 70.00
Doc. Date Weight 20.00 % 20.00
Doc. Payee Weight 10.00 oy 10.00
Date Range for Relevance Calculation
Payment Clearing Average Delay 0.00
Estimated Deviation (days) 5.00
Import Settings
gnore Currency Check on Bank Statement Import
# Import Bank Statement to single Cash Account
Statement Import Service PX.Objects. CA OFX5StatementReader o)

Fiive
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Finance Accounts Receivables

If you would like to write off any customer balances during the processing of bank transactions a reason code is
required for the balance write off. Reason codes can be created in menu path [Finance \ Accounts Receivable \
Configuration \ Setup \ Reason Codes].

£ Main ~ Reason Codes

" Reason Code RITEOFF s

Description WWrite Off

Usage Balance Write-Off -
" Combine Sub from R

Account 60011 - Custormner Balance W ©

Subaccount 0 - General D

The final step is to identify and mark those customers who you are willing to allow write offs and specify the write
off limit amount.

£ Main - Customers

[ e F~ W 1€ < > >l Actions = Inguiries ~  Reports ~

* Customer ID 20153W0 o] Status Active r Balance 0.00
" Customer Name 2015 Write Off Example Prepayments Balance: 0.00

General Info = Billing Settings = Delivery Settings Locations Payment Methods  Contacts  Salespersons  Attributes  GL Accounts | Mailing Settings

Main Contact Financial Settings
Company Name 2015 Write Off Example " Customer Class CUSTDFT - Customer Default o £
Attention Terms CASHONLY - Cash Only o &£
Email carl.brooks@myob.com | * Statement Cycle ID EOTM ol £
Web E | Auto-Apply Payments
Phone 1 | Apply Overdue Charges
Phone 2 #| Enable Write-Offs
Fax Write-Off Limit 10.00
Account Ref # DI T " e

D
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Uploading Bank Transactions

Bank Transactions contained in a MS Excel file can be uploaded into MYOB Advanced through menu path [Finance
\ Cash Management \ Work Area \ Enter \ Import Transactions].

In this screen you need to select the cash account that you are importing transactions for and enter the statement
credentials such as start and end date as well as starting and closing balance.

Using the highlighted upload button below will allow an upload from a MS Excel file.

£ Main - Import Bank Transactions

B -~ + - W K < > > UploadFie

ccount 10030 - Demo NAB Banking © " Statement Date 29/09/2015  ~ " Start Balance Date: 3092015 ~ Beginning Balance 1.535.00

Reference Nbr 000012 p * End Balance Date: = 4/09/2015 r Ending Balance: 2.965.00
Calculated Balance 1,535.00

& * "
=1 Proces Hidder Ext Tran. ID Ret-Nbr *Tran. Date Tran. Desc Receipt Disbursement Invoice Nbr. Applied Rule

When selecting the upload button the file needs to be selected using the Choose File option.

File Upload »

File path Choose File | Mo file chosen

Upload

The end user is then required to locate the file, select the file and press the option open.

© » L » ThisPC » Hard Disk (C) » uploads
Organize » MNew folder
-
X Eavori 2 Mame Date modified Type Size
[ Favorites =
B Desktep !@ Import Bank Transactions 20150929 20/09/2015 2:38 PM  Microsoft Excel W... 9 KB
& Downloads

51 Recent places

And then finally select the option upload.

File Upload »

File path Choose File | Import Bank Transactions 20150929 xlsx

Fiive
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Once this option is selected the common settings need to be applied.

Mull Value
Culture

Mode

English (United Kingdom)

Update Existing

OK

Cancel
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The final step is to map the columns from the MS Excel file to that of the bank import transactions screen and

press OK.

Choose correspending item properties

Column Mame
Processed
Hidden

Ext. Tran. ID
Ext. Ref. Mbr.
Tran. Date
Tran. Desc
Receipt
Disbursement
Invoice Mbr.

Applied Rule

Property Mame

Processed

Ext. Tran. ID
Ext. Ref. Nbr.
Tran. Date
Tran. Desc
Receipt
Disbursement

Invoice Nbr.

OK

Cancel

And once the records been imported the record then needs to be saved to be given a reference number.

2 New York ~ Import Bank Transactions

~ + [~ @ I < » > UploadFie
* Cash Account: 10030 - Demo NAB Banking 2 * Statement Date
* Reference Nbr 000004 0
c + X Unhide Transaction |+~ Y]
B 0D Proces  Hidder  Ext Tran. ID Ext Ref Nbr
s o O A 1

0111072015 ~

*Tran Date

01/10/2015

* Start Balance Date:  01/10/2015 ~

" End Balance Date: | 01/10/2015

Tran. Desc

Payment from Artcages

[} Notes Files Customisation

Beginning Balance 0.00
Ending Balance 1,430.00
Calculated Balance 1.430.00

Disbursement Invoice Nbr

0.00

Receipt
1,430.00

The next step in the process is now that the records have been imported they need to be matched to the

documents that they are paying.

ED_AB_QG7_201509
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Matching Process

This document will show you 2 matching processes, one whereby a customer is paying their outstanding invoice in
full and a second whereby the customer is partially paying their invoice and the remaining balance will be written
off.

Matching Customer Payments

In this example the data that was imported previously will be matched to its accompanying outstanding invoice.

Menu path [Finance \ Cash Management \ Work Area \ Enter \ Process Bank Transactions] is how to start the
process of matching imported bank transactions in MYOB Advanced.

In this screen the end user is firstly required to select the cash account that they would like to process bank
transactions for.

To do this select the magnifying glass and search for the cash account or simply type the correct value directly into
the field.

£ Main Process Bank Transactions

Ca Auto Match Process Matched Lines Match Settings Upload File

Cash Account

c |
Select - Cash Account 0O X

Mat

Select c [+ Y | | '0|
Cash Tt Account Description Currenc Subaccount Branch
Account
’ 10030 10030 Demo NAB Banking AUD 0 MAIN

Once the cash account has been selected on the left hand side of the screen you will see all the unmatched
transactions.

& New York - Process Bank Transactions
8 =
10030 - Damo NAB Banking

Bank Transactions to Match ts  Match to Invoices

c M

o 1 LG LT 1.430.00 0.00 Payment from Ancages

0000000 AR Inwvoice 001051 002015 143000 ARTCAGES Ancages Co.

a
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In the screen above MYOB Advanced shows a zero value for the column match relevance which means the
imported transaction did not meet any of the criteria from the weight settings of reference number (70%
weighting), Document date (20% weighting) and Document Payee (10% weight) defined in the Bank Statement
Settings within the Cash Management Preferences.

In this case the dollar value is used to return possible values to be considered and to be matched.

£ Mew York = Process Bank Transactions Customisation Help =

B = AuvioMaich Frocess MaichedLines  Maich Settings ~ Upload Flle

* Cash Account 10030 - Demna NAR Bariking

Bank Transactions 1o Match Match to Paymants  Match to Invoices | Create Payment

C I Clear Match  Clear Al Maiches  Hide Transaction ARTCAGES - Anicages Co
F Malched  Ext Ref Nbe,  Tran Dale Receipl|  Disbuisement Tran Dete MAIN - Primary Location
2 Ed 1 01102015 1,430 00 000 Paymant from Ancages CASH - Cash Payment =]
Malch Module | Typs "Retrence  *Doc Daw Businezs Nams
Adlevance NEe
i 001050 12015 1.430.00 ABCSTUDI Studic
G I 0000000 AR Iwcica 001051 MAGRME 143000 ARTCAGES  Afcages Co

In this case the imported transaction description gives a clear indication whom this payment is received from. In
this case the end user just needs to select the correct transaction and place a tick into the matched column in the
Match to Invoices tab.

Note: If this payment of $1430 referred to one or more invoices then the tab Create

Payment would be used, this will be discussed in the next example.

This will result in a tick appearing in the column Matched on the right hand side. To complete the process the end
user needs to select the option Process Matched Lines.

"

a T Auto Match Process Matched Lines Match Settings Upload File

Once the operation has been completed successfully a green tick will appear in the header and also next to the
imported transaction line.

o + Process Bank Transactions

T esermes e [2]

" Cash Account: 10030 - Demo NAB Banking

Bank Transactions to Match

C || Clear Match Clear All Matches Hide Transaction

=] Matched Ext. Ref Nbr. Tran. Date Receipt Disbursement Tran. Desc
A
o it 1 01/10/2015 1,430.00 0.00 Payment from Aricages

Fiive
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The processing of the bank transaction has created the payment document and also applied the amount to close

off the outstanding invoice.

£ New York -~ Payments and Applications [}
e + 7~ 1< < > >l Void  Inquiiies ~ Reports =

Payment Customer ARTCAGES - Artcages Co &  Payment Amo
Reference Nbr. 000494 b=} Location MAIN - Primary Location
Status Closed Payment Meth .~ CASH - Cash Payment

Hold Card/Account

Application Date: 01/10/2015 Cash Account 10030 - Demo NAB Banking

09-2015 Currency AUD 141 + View base Finance Charg
Payment Ref 1

Description

Documents to Apply = Application History

& Fd View Batch
H Batch Type
Number
> 1 00004591  Invoice

Orders to Apply Financial Details = Finance Charges

Reverse Application View Application Document [+
*Reference Amount Prompt Balance Applicati Date
Mbr Paid Payment Write-Off | Period
Disc.
Taken
001051 1,430.00 0.00 0.00 092015 0171072015

MNotes Activities Files
1.430.00
0.00
0.00
0.00
0.00
0.00
0.00
Due Date Prompt
Payment
Disc. Date
30/12/2015 01/10/2015

Notifications

Balance

0.00

Matching Customer Payments and Writing off a Remaining Balance

In this example the following invoice for $110 will be partially paid and the remaining $5 balance will be written off
during the processing of the bank transaction.

£ WMain ~ Invoices and Memos
— e -
Reference MNbr- | 000157 £
Status Cpen
Hold
Date 29/09/2015
Post Period 03-2016

Customer Order

Description

Document Details Financial Details

1€ < > >l Actions ~
Customer 20153W0 - 2015 Write Off Example
Location MAIN - Primary Location
Currency AUD 1.00
Terms CASHONLY - Cash Only
" Due Date 29/09/2015 -
" Prompt Paym .. | 29/09/2015 -

Project X - Non-Project Code.

Billing Address | Tax Details Salesperson Commission

& P4 View Schedule [+
B o *Branch Inventory ID Transaction Descr. Quantity UON
4 O MAIN Credit Write Off Example 1.00

ED_AB_QG7_201509

Inquiries ~

#

View base

Discount Details

Unit Price

100.00

Reports ~

Detail Total
Discount Total
GST

Taxable

GS

Exempt
Tax Total
Balance
Rounding Diff
Amount

Prompt Paym

Applications

Ext Price

100.00

100.00
0.00
100.00
0.00
10.00
110.00
0.00
110.00
0.00

Amount

100.00

(37D Advanced®
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The payment has similarly been entered through a bank import as shown below.

2 Main Import Bank Transactions
- + - W £ < 3 3| Upload File
* Cash Account 10030 - Demo NAB Banking © * Statement Date
ce Mbr 000013
5] + b 4 Unhide Transaction J=| ] @
B o Proces  Hidder  Ext Tran.ID Ext Ref Nbr
*Fa [l 0 3 3

29/09/2015 * Start Balance Date: | 4/09/2015  ~ Beginning Balance 2,965.00
" End Balance Date: | 5/09/2015 3,070.00
Calculated Balance 3,070.00
*Tran. Date Tran. Desc Receipt Disbursement Invoice Nbr
29/09/2015  Payment 105.00 0.00

As the imported transaction has not met any of the matching criteria and did not meet the total of any outstanding
invoices it would return no value as shown below.

Match to Payments = Match to Invoices

Business Account

|+

&

Matched Match Module

Felevance

Type

Create Payment

“Reference
Mbr.

*Doc. Amount | Business Name

Date

To create the payment record the end user would click on the tab Create Payment.

Match to Payments

Match to Invoices

Create Payment

Create

The next step is to select the option Create.

ED_AB_QG7_201509
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When selecting the option create the end user is prompted to choose the module that this transaction belongs to.
By selecting AP or AR you are also required to provide a business account.

Match to Payments

Match to Invoices = Create Payment

|« Create
Applied Rule: Total Amount: 105.00
Create Rule Application Amount: 0.00
Module: AR v Unapplied Balance: 105.00
Business Account: | 20153WOf o Write-Off Amount: 0.00
Location: MAIN - Primary Location 0
Payment Method: CASH - Cash Payment jol
Invoice Mbr
Tran. Desc: Payment
-
c -+ Load Documents |+
B Document *Reference Amount Paid Balance Balance Write-Off Date
Type Mbr. Write-Off gszznn

Note:

If the end user is unsure of where the money came from the best option is to use

the module CA and choose an entry type that allows reclassification of payments.

The option Load Documents will populate the Grid below with all the outstanding documents on the account
whereas the Plus option will allow the end user to search for the relevant document to apply the payment to.

Total Amount: 105.00
Application Amount: 0.00
Unapplied Balance: 105.00
Write-Off Amount: 0.00

|#| Create
Applied Rule:
Create Rule
Module: AR -
Business Account: | 20153WO) o
Location: MAIN - Primary Location 0
Payment Method: CASH - Cash Payment 2
Invoice Mbr.:
Tran. Desc: Payment
C -+ Load Documents | |+
& Document *Reference Amount Paid
Type Mbr.

ED_AB_QG7_201509

Balance

Balano Write-Off
Write- Reason
Off Code

Date Curre
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In the screen below the invoice amount was $110 but the payment received was $105. MYOB Advanced allows the
end user to either leave the $5 as an outstanding balance or at this point in time the S5 balance can be written off.

Match Settings

Hide Transaction

Disburse: | Tra

£ Main - Process Bank Transactions
[ ol Auto Match Process Matched Lines
ccount 10030 - Demo NAB Banking
{ &) =l Clear Match  Clear All Matches
Matc Receip!
>

23109/201! 105.00

0.00 Payment

Upload File

< Create Payment

Creats Rule
AR

20153W0 - 2015 Write Off Exan

105.00
105.00
0.00
5.00

MAIN - Primary Locatien

CASH - Cash Payment e
Payment
C + X |LoadDocuments |~ [x]
£ Document Type Reference Nor. Amount Paid Off | ¥ Off Reason
> Inveice 000157 105.00 0.00 500 WRITEOFF

To complete the process the option processed matched lines in the header needs to be selected.

& Main - Process Bank Transactions
- :
Match to Payments | Match to Invoices = Create Payment
* Cash Account: 10030 - Dema NAB Banking
7
de T :
(& |~  ClearMatch  Clear All Matches Hide Transaction Aot 105.00
Matc Ext Ref Tran Receipt Disburser Tran. Desc A ation Amount 105.00
Nbr. Date
Module: AR Jalance 0.00
m 20/09/2011  105.00 0.00 Payment Mcshh Hii
Busin 20153W0 - 2015 Write Off Exan 5.00

MAIN - Primary Location
CASH - Cash Payment

Tran Desc

Payment

= Load Documents |+

B Document Type *Reference Nbr. Amount Paid Balance Balance Write-Off

When returning to the invoice, the status has now changed to closed and reference to the payment can be found
on the applications tab.

& Main ~ Invoices and Memos

[ o + 5~ 4 < > >l Actions =  Inguiries ~ Reports =
Type Invaice Customer 20153W0 - 2015 Write Off Example #  Detail Total 100 00
Reference Nbr.. | 000157 L Location MAIN - Primary Location Discount Total 0.00
Status Closed Currency AUD 1.00 - View base GST Taxable 100.00
Hold Terms CASHONLY - Cash Only Exempt 0.00
29/09/2015 Due Date 29/09/2015 Tax Total 10.00
03-2016 Prompt Paym . 29/09/2015 Balance 0.00
Customer Project X - Non-Project Code Rounding Diff 000
Description Amount 110.00
Prompt Paym 0.00

Document Details = Financial Details = Billing Address = Tax Details | Salesperson Commission | Discount Detalls = Applications

(& 7 View Payment e [
Doc. Type Reference Customer Amount Paid Payment Balance Description Curn | Paymen
Nbr Date Period
% b 1 Payment 000010 20153W0 105.00 29/09/2015 0.00 Payment AUD 032016

ED_AB_QG7_201509
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