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Take your business to the next level

MYOB Advanced: Edit Menu Functions (Part 2)

Overview

Screen changes can be useful to make business processes run better for admin staff, tidy up and reduce
“noise” and enable the business language to be incorporated into MYOB Advanced.

Enter “Edit Menu” Mode

To change a screen, you will need to be in that screen.
Collapse to Top

In the bottom left-hand corner of the screen, click on the three dots. .
Edit Menu

Then Click on Edit Menu.

Add Workspace ‘

The modules on the left hand pane (Payroll, Finance etc) are workspaces. Creating a new workspace can
be used for those employees who have a specific role or where a menu could be created for that person.

Once you have entered the “Edit Menu “mode”, there are three options on the top left hand of the screen.
The first of these are “+Add Workspace”.

. Workspace Parameters
A pop-up box with Workspace Parameters appears.

L . . Icon: v
Use the down arrow in icon to select an appropriate icon. |
. Area: v
Select the Area using the down arrow.
Title:

Type in an appropriate title.
oK CANCEL

Using the selections and calling the Workspace “Assistant Accountant” a new blank area is created.

Cb Production Orders i
Assistant Accountant

@ Assistant Accountant Select the items to be added to the quick menu.

E’ Material Requirem...

You may need to refresh or log in and back out for changes to be seen.

The information contained in this document is intended to be a guide for using your software. It is not accounting, bookkeeping or payroll
advice. You should seek advice or clarification from your professional advisor in respect of these matters.
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Add Menu It \

The “+ Add Menu Item” can items to a new works space or an existing workspace.

Clicking on the “Add Menu ltems “, pops up all the Menu Items available.

Select Forms

[ Unreleased Supplier Documents

J Income and Expenses

@ Data Views
Inquiries Inquiries Dashboards
0 Rejected Customer Refunds 0 Unreconciled Transactions [J MSS_Migrate I
[ Customers on Credit Hold [ Supplier Documents to Pay [ Tasks and Approvals
[ Unsent Customer Documents [ Supplier Details [ Time & Expenses
0 Unsent Customer Statements [ Supplier Summary 0 New User Guide
[ Suppliers on Payment Hold O Customer Details ([ Support Dashboard
[ Supplier Documents to Approve O Customer Summary [ Controller Dashboard
[ Supplier Payments to Approve [J Open Sales Orders [ Sales Manager Dashboard
[ Rejected Supplier Payments J Open Purchase Orders ([ Shipping & Inventory
[ Supplier Payments to Process 0 Income and Expenses Current Y. [ Sales Tasks
(O Supplier Cash Discount to Take [ Income and Expenses with Perio..

[ Sales Profitability Analysis

0 cash Summary

O Cash on Hand

[ Storage Details

[ Storage Details By Item Wareho...
UJ AR Invoices BI

"1 Nisassemblv

ADD ADD & CLOSE CLOSE

These can be selected and then added and closed.

The items will appear in the workspace.

Assistant Accountant

Select the items to be added to the quick menu.

Transactions Inquiries Financial Statements Dashboards Other
Summary

() Balance Sheet

[ Transactions [ Reconciliation Statement History ([ Tasks and Approvals [ Organisation Structure

[ Journal Transactions [ Bank Transactions History ) Bolonce Sheet- Cammparatie Financial Statements Detail (] Submit a Leave Request
[J Cashbook Vouchers Reports [0 Balance Sheet Detail [J Unposted GL Documents
O] Trial Bal 1 Piofté Loes O General Ledger Detail
T O Trial Balance Summary [ Balance Sheet Comparative Detail SOV Loger L
0 Profit & Loss by Range Summary ac Destboard
Profiles ( Trial Balance Detailed ([ Profit & Loss by Range Detail ompany Leshosalcs
(0J Profit & Loss - Quarterly
([ Cash Accounts [ Transactions for Period O Profit & Loss view by Subaccount
O Profit & Loss 12 Month Summary
[J cash Flow

(NB the items can be renamed or moved ticked as instructed in part one)
You may need to refresh or log in and back out for changes to be seen.

The information contained in this document is intended to be a guide for using your software. It is not accounting, bookkeeping or payroll
advice. You should seek advice or clarification from your professional advisor in respect of these matters.
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The “+ Add Tile” can items to a new works space or an existing workspace. This lets you land on a form or
report at the click of a button to speed up the process and can be prepopulated with information.

s 12 Month Summarv

Tile Parameters
Icon: | v
Title:
Form: v

Add optional URL parameters to apply to the selected form (see
examples)

Parameters:

OK CANCEL

—— r rwr e vawar m) e

In the workspace you would like to tick on click on
“+ Add Tile”.

Use the down arrow in icon to select an appropriate
icon.

Enter a Title.

On the Form select the name of the form (see
below).

This can be saved and when you click on the tile
out of edit mode, it will take you to a blank form.

However, to get to a form that is already prepopulated — Click on the Parameters.

The details required need to be entered using the data from the system. It is a good idea to gather the
information whilst out of edit mode, prior to setting up the tile.

The table below shows how to obtain the information.

The information to be entered into the tile parameters looks like this.

This section is Identifying the form.

Form The form reference is found on the url from the form that you

want to be in and marked as the “Screen ID”
https://x.myobadvanced.com/(W(1))/Main?Company|D=Test&Screenld=CA301000&TransferNbr=CTF000001

&TransferNbr Is also taken from the URL from the form
https://x.myobadvanced.com/(W(1))/Main?CompanylD=Test&Screenld=CA3010008iransterNbi=CTF000001

=<NEW> In the url this is marked as the transaction type , however as
in this case a blank document is required, then the blank
document reference is entered

&OutAccountID SOURCE ACCOUNT

E

Click on the account and then select CTRL ALT and click on the cell.

The information contained in this document is intended to be a guide for using your software. It is not accounting, bookkeeping or payroll
advice. You should seek advice or clarification from your professional advisor in respect of these matters.
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Element Properties

Segment Mask
CATransfer

OutAccountiD

Transfer

ogic:  CashTransferEntry

A pop-up box appears with the element details. The Data Field is the
information required and the “&” is stating that is the field that should be

populated

=11115 This is the information that needs to be entered. In this case this is the
GL Account code

&I nAccountID Element Properties

Segment Mask
CATransfer

Transfer

gic:  CashTransferEntry

CUSTOMIZE ACTIONS ¥ CANCEL

To populate more information, select the Data Field and add with a &
and then with the data. Note that this must be done in order of
population.

=10010 The data field is followed by the information to be populated.

The end pop up box will look like this

Icon: S account_balance v
Title: Daily Transfer
Form: CA301000 - Funds Transfers v

Add optional URL parameters to apply to the selected form (see
examples)
Parameters:  &TransferNbr=<NEW>&O0OutAccountID=1

OK CANCEL

And the parameter reads like this:
&TransferNbr=<NEW>&OutAccountlD=11115&InAccountiID=10010

Click on Ok and Exit Menu Editing.
You may need to refresh or log in and back out for changes to be seen.

Once logged back in the tile will be available.

The information contained in this document is intended to be a guide for using your software. It is not accounting, bookkeeping or payroll
advice. You should seek advice or clarification from your professional advisor in respect of these matters.
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Assistant Accountant

S ‘[[)?a”r?sfer
Transactions Inquiries Financial Statements Dashbc
Transactions Reconciliation Statement History Summary Tasks an
Journal Transactions Bank Transactions History Balance Sheet Financi
Cashbook Vouchers Balance Sheet - Comparative
Reports Balance
Trial Balance . Profit & Loss
Trial Balance Summary Profit & Loss by Range Summary Balance
Profiles Trial Balance Detailed Profit & Loss - Quarterly Profit & L
Pank Ammnrinia Temnnn binmn far Dadiad Penfis 0 1
And when clicked on — the information entered is automatically populated.
Funds Transfers
New Record
O O+ @ 0 K > > REMOVEHOLD ACTIONS ~
Transfer Numb...| B[S jo Description:
Status: On Hold RGOL 0.00
SOURCE ACCOUNT
= Account 11115 _ 0 Batch Number.
= Transfer Date 17/09/2021 ~ Cleared Clear Date
* Document Ref. GL Balance: 0.00
Currency AUD 1.00 v VIEW BASE Available Balance 0.00
Amount: 0.00 Base Currency Amount: 0.00
DESTINATION ACCOUNT
= Account 10010 -_,0 Batch Number.
= Receipt Date: 17/00/2021 ~ O cCleared Clear Date
* Document Ref GL Balance:
Currency AUD 1.00 v VIEW BASE Available Balance
Amount 0.00 Base Currency Amount 0.00
o + I~
B © D *cashAccount *Entry Type Description Amount Tax Amour

The information contained in this document is intended to be a guide for using your software. It is not accounting, bookkeeping or payroll
advice. You should seek advice or clarification from your professional advisor in respect of these matters.




