ACT o

(FOR MYOB ACCOUNTRIGHT)
Version 7 & 8

Link the following Act!® software:
o Act! & Act! Pro 2008-2017 (v10.2-19.0)

e Act! Premium 2008-2017 (v10.2-19.0)
(referred to as “Act!” in this guide)

to the following MYOB® software:

e MYOB AccountRight v18.0-19.13

e MYOB AccountRight Plus v18.0-19.13

e MYOB AccountRight Premier v18.0-19.13
e MYOB Enterprisev6.0-19.13

including Standard, Plus, Premier & Enterprise
(referred to as “MYOB?” in this guide)

Note for users of MYOB AccountRight Live 2014-2016:
e Please use version 9 of Act! Link for MYOB instead

USER GUIDE

Developed for the official Act! product line by

red enion _

Act!® and Act! Link™ are registered trademarks of Swiftpage since they purchased the Act! product line from
Sage Group plc in March 2013. MYoB® is a registered trademark of MYOB Technology Pty Ltd
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Conditions of Use
The software described in this document is furnished under a license agreement and may be used
only in accordance with the terms of the agreement.

Copyright Notice
This publication copyright © 2017 redonion software. All Rights Reserved.

Every effort has been made to ensure the accuracy of this manual. However, redonion software makes
no warranties with respect to this documentation and disclaims any implied warranties of
merchantability and fitness for a particular purpose. redonion software shall not be liable for any
errors or for incidental or consequential damages in connection with the furnishing, performance, or
use of this manual or the examples herein. The information in this document is subject to change
without notice.

License and Warranty

redonion software licenses the enclosed software to you only upon the condition that you accept all of
the terms contained in this license agreement. Please read the terms carefully before attempting to
install this software, as attempting to install the software will indicate your assent to them. If you do
not agree to these terms, then redonion software is unwilling to license the software to you, in which
event you should not install or register the software, and you should not purchase a serial number for
the software. Payment for a serial number is non-refundable.

The software which accompanies this license (the “Software”) is the property of redonion software and
is protected by copyright law. While redonion software continues to own the Software, you will have
certain rights to use the Software after your acceptance of this license and payment for a serial
number. Except as may be modified by a license addendum which accompanies this license, your
rights and obligations with respect to the use of this Software are as follows:

While unregistered, you may use this software only for the purpose of evaluation, and only until the
trial period expires, otherwise you must purchase a serial number and register the software. When
registered, you may use this software on one computer per serial number purchased. Thus if you have
purchased only one serial number, then you may use this software on only one computer. You may
not reverse engineer, decompile, disassemble, modify, translate, make any attempt to discover the
source code of the Software, or create derivative works from the Software.

redonion software makes no warranties with respect to the Software and disclaims any implied
warranties of noninfringement, merchantability and fitness for a particular purpose.

redonion software does not warrant that the Software will meet your requirements or that operation of
the Software will be uninterrupted or that the Software will be error-free.

Disclaimer of Damages

Regardless of whether any remedy set forth herein fails of its essential purpose, in no event will
redonion software be liable to you for any special, consequential, indirect or similar damages, including
any lost profits or lost data arising out of the use or inability to use the Software even if redonion
software has been advised of the possibility of such damages. The above limitation or exclusion may
not apply to you if not permitted by statutory law. In no case shall redonion software's liability exceed
the purchase price for the serial number. The disclaimers and limitations set forth above will apply
regardless of whether you accept the Software.

This Agreement will be governed by the laws of the state of Western Australia. This Agreement may
only be modified by a license addendum which accompanies this license or by written document
which has been signed by both you and redonion software. Should you have any questions concerning
this Agreement, or if you wish to contact redonion software for any reason, please write: redonion
software, 45 Ventnor Avenue, West Perth WA 6005, Australia; or actlink@redonionsoftware.com
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Getting Started

Terminology
The following abbreviations will be used for the remainder of this guide:

AFM Act! Link for MYOB AccountRight v7 & 8
Act! Act! contact management software (versions listed on the front page of this guide)
MYOB MYOB AccountRight software (versions listed on the front page of this guide)

What is Act! Link for MYOB AccountRight?

New tab in the Contact Detail View:
Act! users will know that the Act! Contact Detail View gives you a tab for Notes, History, Activities,
Opportunities, and much more. AFM adds a new tab to this view which provides the following...

Up-to-the-minute data NOT copied to Act! (read from MYOB, and displayed read-only):
List MYOB quotes/orders/invoices for a Customer/Supplier, status, date range, item/keyword.
See the total quoted, ordered/invoiced, paid & outstanding for the above list.
See 30/60/90-day aged receivables at a glance for MYOB Customers & Suppliers.
View MYOB Credit Limit, Account Balance & Credit Hold flag for Customers & Suppliers.
View, Print or export to Excel the MYOB quotes/orders/invoices for any Customer.
View MYOB Inventory, stock on hand or committed, and sell price.
View Charts for MYOB Customers & Suppliers showing:
o Bar Chart of Total Invoiced for each of the Last 12 Months;
0 Pie Chart of Total Invoiced for each of the Top 5 Items.
e Lookup all Act! contacts linked to a Customer with quotes/orders/invoices that do or don’t:
o Contain a specific inventory item or keyword (for a date range);
o Total more/less than a specific amount invoiced (for a date range);
o Total more/less than a specific amount outstanding (for a date range);
0 Have a specific Invoice Number.
¢ Note that you can choose which features each Act! user has access to.

The Act! Link for MYOB tab also allows you to:

Link Act! contacts to MYOB Customer & Supplier cards (separately or in bulk).

Import MYOB Customer & Supplier cards into Act! (separately or in bulk).

Add/Update MYOB Customer & Supplier cards from Act! (separately or in bulk).

Link Act! Contacts to matching Act! Company records & create them if they don’t exist.
Import MYOB Products into the Act! Opportunity Product List.

Create MYOB Quotes, Orders & Invoices from an Act! Opportunity or from scratch.
Create Act! Opportunities from MYOB Quotes, Orders & Invoices.

Automated Processes:
In addition to the new tab above, AFM also provides a background service which can:

e Store a summary of the MYOB Customer Sales data in Act! contact fields for better viewing,
searches, mail merge, reports, Dynamic Groups & Smart Tasks in Act!, as well as for e-
marketing (eg. via www.swiftpage.com); synchronising to mobile devices (eg. via
www.handheldcontact.com); or text messaging (eg. via www.sms4act.com). Summary Info
Field updates* can be scheduled as often as every minute or once a day, or something in
between. This data can include First/Last Sale date; First/Last Salesperson; the total Invoiced,
Paid & Outstanding for various periods (eg by month, quarter, financial year, or grand total).

e Link Act! contacts to matching MYOB Customers & Suppliers.

e Import any unlinked MYOB Customers & Suppliers.

e Link Act! Contacts to matching Act! Company records & create them if they don’t exist.
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What's New in this Version?

This version adds the following new features:
e Support for the latest Act! version
¢ Note that v8 is for Act! 2013 (v15) or newer; v7 is for previous Act! versions
¢ Want more? Request a feature on actlink@redonionsoftware.com

Where can | find more information?

Product updates, news & support are available on our website: www.redonionsoftware.com

How many licenses do | need, and do | need to renew them every year?

You will need a license for each Act! username that needs to use the link. You can reassign a license
from one user to another at any time. You do NOT need to purchase a license for the server
component. A license is a 12-month subscription. The software will prompt you 30 days before expiry
to purchase a new 12-month subscription. The subscription includes:

- Use of the Act! Link for MYOB tab and the automated server processes to sync Act! & MYOB;

- Maintain compatibility with ongoing upgrades from Act! & MYOB;

- Benefit from improvements in future versions (usually released every 3 months);

- Free telephone support & remote assistance.

Understanding the Installation Process & System Requirements
(see separate Setup Guide)

This version of AFM has two components:
e AFM Client must be installed on each computer on which you wish to use AFM functionality.
e AFM Server* must be installed on the same computer that holds your MYOB data file.
* This can be EITHER the Desktop Server OR the Enterprise Server. Do NOT install both.
If the computer holding the MYOB data file is an unattended server, then you should use the
AFM Enterprise Server (windows service). Otherwise it is a computer used by someone as their
workstation, in which case, you should use the AFM Desktop Server (system tray icon).
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Starting Act! Link for MYOB AccountRight

The Trial Period

During the installation procedure above, you can activate a 30-day trial in the AFM Server. Each time
you click Connect, the AFM Client will let you know how many days you have left of the trial. Once it
expires, you must then add at least one user license to the AFM Server to continue using the link.

There is a link to the Sage on-line store at www.redonionsoftware.com

Connecting to the Server
The first time you use the link, you must let AFM Client know where to connect to. You may see this:

' % ™

Initial Setup and Connect

‘Welcome to ACT! Link for MYOB Accounting!
To get started we need to connect to the AFM Service and then link to as many MYOB cards as possible.
Please enter the server name and port below and click Connect:

Server name or IP address:  localhost Server port: 63200 Connect

Cance

If you don’t see the above prompt, Click the Menu button in the Act! Link for MYOB tab, and choose
Options:

Migrate & Link Matching Cards... Options
Batch ﬁdd;u pdate... Aged receivables ageing method: @) Calculate number of days since invoice date
Calculate days overdue using invoice terms

Default country code: 61
Edit Mapping...

Server name: ocalhost
Cptions.., % Server part; 65200

MYOB cache: Refresh Server Cache
Help.. Client log file: Save client log as..
About... Appiy Cancel

Next to “Server name”, enter the name or IP address of the computer where AFM Server is installed.
If you have installed the AFM Client & AFM Server on the same computer, you may enter “localhost”
as the Server name. If you're in the Options window, click Apply.

Click Connect to start your session & access the MYOB data stored in the Server Cache. To reduce the
load on your server & MYOB data file, and therefore increase the performance of your server & MYOB
application, AFM Server retrieves data from MYOB periodically & stores the data in memory for the
AFM Client to access (even while the MYOB administrator has the data file locked for certain tasks).
You can also force the server to refresh at any time from here by clicking “Refresh Server Cache”.
You can also change the MYOB cache refresh interval in the AFM Server Administrator window to suit
your hardware, data file size, and how up-to-date you want the AFM Client to be.

Each time you click connect, you may see a window like this. Use the password you entered in the
Server Administrator window & press ENTER or click OK:

R Logon to the AFM Server

Login Details

Enter the AFM Server password:
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Link Matching Cards

You should use this feature to complete the setup. If you don’t see it when you connect, click the
Menu button on the Act! Link for MYOB tab, and choose Migrate & Link Matching Cards:

N
Migrate and Link Matching Customer/Supplier Cards

Clicking Start will perform the following:

1. Migrate any existing inked ACT! contacts to use MYOB card record [Ds.

2. Create new links between all existing ACT! contacts and existing MYOB customer and
supplier cards on company name or contact name.

3.|Met link any ACT! contacts to existing companies

Mote: This operation may take several minutes.
You can continue to use ACT! while this operation is running.
[E] Always show this dislog after connecting to the server Start [}

Cancel

Click Start to firstly migrate any links created by a previous version of the software; and then link
each Act! Contact to a MYOB customer* card with the same Company name or Contact name. This
process may take several minutes. *..and Suppliers if you have permission in AFM Server
Administrator. Now you are ready to use Act! Link for MYOB AccountRight. It should look like this:

| Activities | opportunities [ History | Notes | Documents [ Groups/Companies | secondary Contacts | Relationships | web Info | ACT! Link for MYOB [Markeu‘ng Results |

ACT!

1 Dicconnect | S8 , 2 oducts | I -
5 Disconnect | & Lookup u Inventory |, Import Products | (25 Menu
FOR MYOR ACCOUNTRIGHT
Status filter Date filter D Keyword/item filter -I ] " = ol
Customer - - E=E - o Ey,
{Linked) [Smw Al =z ] [A” dates v] M Change Link Update Card Quote  3ale Import Cards
Date Invoice Number PO Number Quoted Amount Paid Qutstanding Status Salesperscn Jobs
CL;:::S” 5/03/2011 00000010 5000 §2378.25 §134065 $437.60  Open
4/12/2010 00000061 §0.00 $708.75 $708.75 §0.00 Closed Long, Alan 115,125
5 30/11/2010 00000034 §0.00 $175.50 $175.50 §0.00 Closed Long, Alan ur
Supplier
{Not linked) Quoted: $0.00 | Amaunt: $6,014.60 | Paid: 45,752.50 | Outstanding: $26210
Selected Saie Details Aged Receivables
7x Cooler Medium - 1 Month Rent s115.50 * | 9o $0.00
(=] $0.00
7% Cooler Large - 1 Month Rent $141.75 [T o
50,00
10x Cooler Small - 1 Mth Rent $110.00 §262.10
Ev_Conlerlarna . 1 Manth Bent 171 50
Credit limit: - |Accc~rt balance: -| Not on credit hold

Linked to Customer 'My Town Reality'

Request feature v7.1 © 2011 redonion software &J

How does it know which MYOB card to show?

When you link a MYOB Card to an Act! Contact, the Record ID of the MYOB Card is stored on the Act!
Contact record. It is stored in the MYOB Customer Card ID for Customers, and the MYOB Supplier
Card ID for Suppliers. Therefore for any Act! Contact, the Link will display the information from the
MYOB Customer identified by the MYOB Customer Card ID field on that Act! Contact record, and the

information from the MYOB Supplier identified by the MYOB Supplier Card ID on that Act!
Contact record.

Link an Act! Contact to MYOB (as a Customer or Supplier)

In either the Customer tab or the Supplier tab, if the current Act! Contact is not linked to a MYOB

card of that type, click Create Link, otherwise click Change Link. Then select the appropriate MYOB
card to create or change the link.



ACT!om act!’

(FOR MYOB ACCOUNTRIGHT)

| Activities I Opportunities I History | Motes I Documents | Groups/Companies | Secondary Contacts | Relationships | Web Info | ACT! Link for MYOB IMarketing Results |

S— Vi -~ =
ACT! Link A Disconnect ‘ :f Leckup u Inventory | ¥ Import Products | e Menu
FOR MTOR ACCOUNTRIGHT

Status filter Date filter D Keyword/item filter 1_. [ = Lt

Customer ] =5 - o Sy
(Linked) [5"0"“ Al '1 [A” dates '] = Ghangs Link Update Card Quote  Ssle  Import Cards
Date Inveice Number PO Number Quoted Amount Paid Outstanding Status g@?&spe'&oh Jobs S
Sustomer ||| 17052011 00000011 50.00 52025 50.00 $2025  Open E

.
¥ Link ACT! Contact to MYOB Customer Cardr ]

fmmy  Curtis. A (My Town Reality) is currenty linked to the follawing MYOE customer card:
Card Record ID: 9
Change Existing Link
Search ¥ Go @ Clear | (@ Refresh
Card Record ID Card ID Name

l 4 CUS000009 Chelsea Mosset
il 5 CUs000004 Davis, Chris

6 CUs000003 Footloose Dance Studio
| [ CUS000006 Island Way Motel I

] CUS000007 Leisure Landscape Nursery 15 |
.8 CUS000008 My Town Reality |

10 CUS000010 The Motor Company 7|

Selected MYOB Card Details

Address: Currently linked to: I
63 Causeway Drive My Town Reality, Mrs A Curtis |
Australia
| Create fipk || Break Link H Cancel ‘ |
V\L

Add an Act! Contact to MYOB (as a Customer or Supplier)

In either the Customer tab or the Supplier tab, if the current Act! Contact is not linked to a MYOB
card of that type, then the Create Link and Add Card buttons are displayed. If you do not wish to link
the Act! Contact to an existing MYOB card, click the Add Card button to use the current Act!
Contact’s details to create a new MYOB card, and link them. You will be prompted to continue. This is
ideal when a prospect becomes a customer, as you avoid retyping the details into MYOB.

Update the linked MYOB card

In either the Customer tab or the Supplier tab, if the current Act! Contact is already linked to a MYOB
card of that type, then the Change Link and Update Card buttons are displayed. If the Act! Contact’s
details are more complete & correct than the MYOB card, click the Update Card button to use the
current Act! Contact’s details to update the linked MYOB card. You will prompted to continue. If you
receive an error message, refer to the Troubleshooting Guide at the end of this document.

This is ideal when a contact changes address, as you avoid retyping the details into MYOB. Note that
if an Act! phone number is blank, the corresponding field in MYOB will NOT be changed. However if
an Act! Address field is blank the corresponding field in MYOB will be deleted. This is a limitation of
MYOB.

Batch Add/Update of Customer Cards

IMPORTANT: PLEASE BACKUP YOUR MYOB DATAFILE BEFORE YOU USE THIS FEATURE.

Click the Menu button on the top right-hand corner of the Act! Link for MYOB tab to view the Link
menu, select Batch Add/Update...
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Batch Add/Update Batch Add/Update
Clicking Start will perform the following: Clicking Start will perform the following:
©@ Add unlinked cards and update linked cards in MYOB. This is the batch run, @ Add unlinked cards and update linked cards in MYOB, This is the batch run,
Only add unlinked cards in MYOS Only add unlinked cards in MYOB
Only update linked cards in MYOB Only update linked cards in MYOB
Migrate & Link Matching Cards... On all the ACT! contacts: On all the ACT! contacts:

Batch Add/Update... % ® Where the field: [ID/Status | [ Equals = | Customer ® Where the field: [ID/Status | [Equals = | customer

i they have been added/modified in ACT! since last batch Oy add or update cards if they have been added/modified in ACT! since last batch

Edit Mapping... The last batch was run at 7/05/2010 9:50:58 AM

Opticns... In the current lookup {221 CONTacts) In the current I0OKUP (221 CONTACTS)

Ll Note: This operation may take several minutes Start Note: This operation may take several minutes Start
elp..

About... Close Close

This function allows you to perform the Add and/or Update process described above on multiple
contacts. You can select which contacts to Add/Update by a field value (eg. ID/Status = Customer)
just use the current lookup. If you have already run the first option, then you may re-run it as as you
like (eg. Daily) on ONLY the contacts that have been added or updated since the last ran it. This
creates an almost automatic one-way sync from Act! to MYOB.

Importing MYOB Customers & Suppliers into Act!
Always run “Migrate & Link Matching Cards” from the Menu button before using this function. Click
the Import Cards button on the Customer or Supplier tabs:

el
&0\

Imnport Cards

p - — n
Choose MYOB Customer Cards To Import
\&) Retrieve latest unlinked MYCB cards 1 44 Clear selection
Card Name Card Type Card Identification

Cash Sales Customer  CUS000003

Chelsea Mosset Customer  CUS000009

Island Way Motel Customer  CUS000006 fl
My Town Reality Customer  CUS000008

The Motor Company Customer  CUS000010

Import Options
The current field mapping will be used to create the ACT! contacts View/edit field mapping
Retreive Latest Cards Fro ! ! Field overrides {Qptional) ————————————

Set: ID/Status v| to Customer

Set: (None) vl to:

ACT! Company Options —————

Click Mo to use the current cache of MYOB cards. Do not link new contacts to companies or create new companies
) Link new confacts to existing companies but do not create any new companies
@ Link new contacts to existing companies and create new companies where required
Yes Mo
Impart ) Cancel

Click “No” to use the current cache. Select the MYOB cards that you wish to import. You can choose
to set two Act! fields to a specific value (eg. ID/Status = Customer). All other fields are determined
by the field mapping (above). Under Act! Company Options, you can choose to link imported contacts
to matching Company records and/or create Company records that do not exist. Click Import to
complete the process. Please note that some MYOB customer cards will not be shown if they are
already linked to Act! contacts. Imported contacts will NOT overwrite existing contacts.
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act!

Importing MYOB Items into the Act! Product List

IMPORTANT: PLEASE BACKUP YOUR Act! DATABASE BEFORE YOU USE THIS FEATURE.

If you plan to create MYOB Quotes, Orders or Invoices from Act! Opportunities, then you may wish
to import your MYOB Item list into the Act! Product List, so that the items match. Click Import
Products button on the top right-hand corner of the Act! Link for MYOB tab:

=7

= Disconnect :Lr Lockup u Inventory

[,

= Import Products
u_F

hMenu

k]
&} Tmport MYOB Products =HIClC X
Choose MYOB Products to Import
&) Retrieve all MYOB products % Select all products  # Clear selection
Ttem Mumber Item Mame Sell Price |« |
O Camment $0.00
[T reimburse reimburse £500.00 =
100 Cooler Large $520.00
[ 110 Cooler Large - 1 Month Rent $20.25
120 Cooler Filter Large §67.95
122 Filter Kit No 1 Large §700.00
@ 200 Cooler Medium $430.00
[ 210 Cooler Medium - 1 Month Rent $15.00
[E 220 Cooler Filter Medium $43.00
[£] 300 Cooler Small §178.00
[ 310 Coaler Small - 1 Mth Rent $10.00
[ 320 Cooler Filter Small $20.00 -
Import Cancel

iR

Understanding Act! Link for MYOB AccountRight

List window

This is a list of all quotes/orders/invoices (unless filtered or searched) for the selected contact,
ordered by date, starting with the latest quote/order/invoice at the top of the window. Tip: Hover
over the Jobs column to see the Job Names linked to each sale, instead of just the Job Numbers.

‘ Activities I Opporturnities I History I Notes | Documents I Groups/Companies I Secondary Contacts | Relationships | Weh Info | ACT! Link for MYOB | Marketing Results

S ~ =
A(T! Link _;'; Disconnect z Lookup u Inventary , Import Praducts | 3 Menu
FOR MYOB ACCOUNTRIGHT e -
Status filter Date filter |:| Keyword,/item filter -:_. " = 4 ol
Customer e =5 -+ Sy
{Linked) [Srnw Al '1 IA” dates '] 7| Change Link Update Card Quote  Sale  Import Cards
Date Invoice Number PO Number Quoted Amount Paid Qutstanding Status Salesperson Joos i
- omer 5/03/2011 00000010 $0.00 237823 1 $437.60  Open &
Charts
4/12/2010 00000061 50.00 $708.75 $0.00 Closed Long, Alan 15 125
E iniser 010 00000034 $0.00 $175.50 $0.00 Closed Long, Alan
115 ( i < GM)
ot linked) 1/2010 00000073 50.00 517550 50,00 -$17550 Credit  Long, Alan i ClpplckCook GM)
i 125 (Supply of Coolers FH}
Totals Quoted: $0.00 | Amount: $6,014.60 | Paic: 45,7525 - :
Selected Sawe Details Aged Receivables
Tx Cooler Medium - 1 Month Rent s11550 © | O30 $0.00
7% Cooler Large - 1 Month Rent s14175 | o
§0.00
10 % Cooler Small - 1 Mth Rent $110.00 £262.10
Ev Cnnlerlzma 1 Manth Bent c1zisn
Credit limit: - | Account balance: -| Mot on credit hoid
Linked to Customer 'My Town Reality’ Request feature v7.1 © 2011 redonion software &l

Totals Bar

This bar calculates (for the quotes/orders/invoices shown) the total amount quoted, ordered
and/or invoiced, as well as the total amount paid, and the total amount outstanding for the
selected contact. To see only the total amount in quotes for that contact, change the Filter to
Only Quotes. Or to see the total amount on order, change the Filter to Only Orders.

10



ACT e act!’

(FOR MYOB ACCOUNTRIGHT)

Aged Receivables

This area displays the Aged Receivables Summary for the current contact as per the Aged
Receivables Report in MYOB. Since the MYOB report allows you to choose between two
methods of ageing, you have the same choice in the Options Window.

Status Filter

This allows you to change the list window to show only quotes, orders, credits, open sales or
closed sales. Or it can show all, or only those that are not closed. To apply one of these filters,
simply choose the desired filter from the menu, and it will be applied.

‘ Activities I Opportunities I History I Notes | Documents I Groups/Companies I Secondary Contacts | Relationships | Web Info | ACT! Link for MYOB | Marketing Results

e -~ =
ACT! Link ;; Disconnect | :'J Lockup H Inventory _ 3] Import Products = Menu
FOR MY ACCOUNTRIGHT
Status filter Date filter D Keyword/fitem filter 1 § [ = ol o
Customer - @ = -] o,
{Linked) All dates = T Change Link Update Card Quote  Szle  Impart Cards
Show All ice Number PO Number Quoted Amount Paid Outstanding Status Salesperson Jobs =
C?::::’ Oniy Credits 010 50.00 $2,378.25 $1,340.65 $437.60  Open 1
gn ¥ g'USEC bos1 $0.00 $708.75 $708.75 $0.00 Closed  Long, Alan 115, 135
n'y en
s Onj Orpdﬂs po34 $0.00 $175.50 $175.50 $0.00 Closed Long, Alan 17
[Not linkeg) | | Oniy Quotes po7s $0.00 -$175.50 50,00 -$17550  Credit  Long, Alan 17 ad
Totals Quoted: $0.00 | Amount: $6,014.60 | Paid: $5,752.50 | Outstanding: $262.10

Date Filter

This allows you to limit the list of sales displayed to only those occurring within the selected
date range. Select from a list of useful date ranges.

‘ Activities I Opportunities I History I Notes | Documents I Groups/Companies I Secondary Contacts | Relationships | Web Info | ACT! Link for MYOB | Marketing Results

ACT! Link 1 ;\; Disconnect | :{, Lockup H Inventory _’:' Import Products = Menu

FOR MYOR ACCOUNTRIGHT

Status filter Date filter |:| Keyword/item filter -z ¥ " = o ol
Customer - @ =3 = <,
{Linked) [5"0“‘ Al '] Al dates = T | Change Link Update Card Quote  Szle Import Cards
= All dates = Z o - = -
B Date e o 30 days MNumber Quoted Amount Paid QOutstanding Status Salesperson Jobs |:|
Charts 5/03/2011 0000Q Over &0 days $0.00 $2378.25 §1,940.65 $43760 Open
4/12/2010 0000 '3!'! 2 $0.00 $708.75 £708.75 $0.00 Closed Long, Alan 115, 125
01190 q s ays 5.5 5.5 I 1
Supplier 30/11/2010 00000 Last 60 days $0.00 $175.50 $175.50 $0.00 Closed Long, Alan 117
[Not linked) 30/11/2010 00000 Last 90 days $0.00 -$175.50 $0.00 -$17550  Credit Long, Alan 117 ¥
Totals Last 160 days Quoted: 50.00| Amaunt: $6,014.60 | Paic: $5,75250 | Outstanding: 526210
o Last 365 days 3 ; : A T ¥ 7

Filter by Item

Select an inventory item, and click Search (or press ENTER). The list window will change to show only
the quotes/orders/invoices with detail containing that item (for the selected contact). Click the check
box again to remove the tick & cancel the search.

Activities | Opportunities | History | MNotes I Documents I Groups/Companies | Secondary Contacts | Relationships I Web Info | ACT! Link for MYOB | Marketing Results

. q ? o —1
ACT! Link =_:‘; Disconnect | :5’ Lockup H Inventory ) Import Products = Menu
FOR MYOR ACCOUNTRIGHT —a v
Status filter Date filter D Keyword/item filter -: ] [ o = o ol
Customer - @ £ = o<,
{Linked) [Sh""‘ All '] [A” dates 'l | 7| Change Link Update Card Quote  Sale Import Cards
= {\c i(Comment) -
Date Invoice Number PO \reimburse {reimburse} —| Salesperson lobs =
Customer A2 1 NN ] D
 harts 5/03/2011 00000010 100 {Cooler Large) k
4/12/2010 00000061 110 (Coocler Large - 1 Month Rent) g, Alan 115, 125
e e 120 (Cocler Filter Large) 7 i1
Supplier Q050 000000 123 (Filter Kt No 1 Large) g, Alan 1
{Not linkeq) || 3%/11/2010 00000075 200 (Cooler Medium) g, Alan 1u7 -
- 210 (Cooler Medium - 1 Month Rent} " "
ota : - Paid: 5,752.50 | Outstanding: 262,10
g 220 (Cooler Filter Medium) 3 |7 $5,75250 | Outstanding $262.
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ACT! o

(FOR MYOB ACCOUNTRIGHT)

act!

Filter by Keyword

Type a keyword or phrase into the Search box and click Search (or press ENTER). The list window will
change to show only the quotes/orders/invoices with detail containing that keyword or phrase (for the
selected contact). Click the check box again to remove the tick & cancel the search.

‘ Activities I Opportunities | History I Notes I Documents I Groups/Companies | Secondary Contacts I Relationships I Web Info | ACT! Link for MYOB | Marketing Results

ACT e

FOR MYSD ACCOUNTRIGHT

._:-,'r Lockup u Inventory

-~
Import Products
—a

=1 S == .
B Disconnect e Menu

Status filter Date filter Keyword/item filter -: [ " = & o
Customer s - =] £3 - L ¥
(Linked) [5"0"' Al - ["‘” galcs v [ instattion 7| thange Link Update Card Quote  Sale  Import Cards
Date Inveice Number PO Number Quoted Amount Paid Qutstanding Status Salesperson Jobs
C?::r"":r 29/09/2010 00000074 $0.00 $369.60 $360.60 $0.00 Cosed Long, Alan 115, 125
Supplier
[Not linked)
Totals Quoted: $0.00 | Amount: $369.60 | Paid: $369.60 \ Outstanding: $0.00

Selected Saie Details Aged Receivables

3x Labour for Installation

3x Labour for Instaliation

5184.80 $0.00
£184.80 o
' 50.00

Detail window

This shows you the detail & price for each line of the quote/order/invoice selected in the List

window. As you select different quotes/orders/invoices in the List window, the detail window

changes to show the detail of the newly selected sale. You can copy and paste this detail into
another area of Act! or another application if you wish.

Viewing the Entire Sale

View each quote/order/invoice in a separate form in a similar format to what users see in MYOB.
Just double-click a quote/order/invoice or right-click on it & choose Open.

‘ Activities | Opportunities | Histary | Notes | Documents I Groups/Companies | Secondary Contacts | Relationships I Web Info | ACT! Link for MYOB | Marketing Results

- a —
A(T! Link ﬁ" Disconnect Z Lookup [g Inventory | % Import Products = Menu
PGB MR ACCOUNTRIGHT
Status filter Date filter |:| Keyword/ftem filter .: N " (= 4 ot
Customer - Py = = &,
{Linked) [5"0"" Al = I [A” dates 'I ¥ | Change Link Update Card Quote  Sale  Import Cards
Date Invoice Number PO Number Quoted Amount Paid Outstanding Status Salesperson Jobs =
1
CLg::::r 5/03/2011 00000010 $0.00 $2,37825 $1,940.65 $437.60  Open | L3
4/12/2010  0000DOEL 50,00 $708.75 $708.75 $0.00  Closed Open the selected sale.. I |
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ACT! o

[FOR MYOB ACCOUNTRIGHT)

&} Viewing Item Invoice

T ]

(S0 S

=

Viewing: ltem Invoice for. A-Z Stationery Supplies

Viewing Item Invoice

Ship to: A-Z Stationery Supplies Tnvoice 2
22 Smith Street

Carlingford NSW 2056

00000011 Terms of payment:

17/05/2010 (351 | On a Day of the Manth After the End

of the Month

Date:
Customer PO#:

Discount

0.00

Description

Cooler Large - 1 Mon 20.25

Ciear | Subtotal: $2025 (|

GST |

0.00 Freight tax code: | GS

Salesperson:

Comment: We appreciate your business. Freight:
5000

$20.25

s
s
Ship via: Freight Ciear | Tax: s
Promised date: Total amount:  §

Journal mema  Sale: A-Z Stationery Supplies

Referral source:

M| Delivery status: | To be Printed

Print ” Can_za\ }

Print / E-mail / Export the Sale

act!

For Item sales, you can also click “Print” on the above form to export the sale to a pre-defined
Microsoft Excel template (requires Microsoft Excel 2003/2007/2010 installed), which you can then

Print or E-mail from Excel. If you need to use non-ltem sales, please check

www.redonionsoftware.com to see if an update has been released yet to support other types.

Editing the Template for Print /7 E-mail / Export

To use the above function in your business you must first edit the template to match your existing

or desired quote/order/invoice format. Please note that this process may take some time:

1. Browse to the folder: C:\Program Files\Common Files\redonion software
2. Right-click on ItemInvoice.xIt and select Open (don”“t double-click)
3. Replace the company logo and contact details with your own
4. Where you see a field name in square brackets, eg. [Salesperson], please note that the
value in the cell is irrelevant. The link actually uses the Name of the cell to merge datato
it. Therefore when editing the template you must change the cell names.
5. To rename a cell:
a. Select a cell that you wish to name
b. Click the Name box at the left end of the formula bar:
| - ]|
d. Type the name that you want to use (these are the same field names as the MYOB
invoice templates use)
e. Press ENTER
6. The following section works differently. The merge process will insert as many rows as
there are sales lines, immediately under these headings, because the heading cells have
been named appropriately:
ary | ITEM DESCRIFTION FRICE | UNIT | DISC3% TOTAL | TAX
Invento ry

Click the Inventory button to see a list of MYOB Items, stock level & Sell Price:
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FOR MYOE ACCOUNTING

Lookup

™
CICEEPE . e S
Inventory

Item Number
‘e
‘reimburse
I 100

AN

Name
Comment
reimburse
Cooler Large
Cooler Large - 1 Month Rent
Cooler Filter Large
Filter Kit No 1 Large
Cooler Medium
Cooler Medium - 1 Month Rent
Cooler Filter Medium
Cooler Small
Cooler Small - 1 Mth Rent
Cooler Filter Small

Pattery Crock
lzce Crarl

On Hand Committed Sell Price Sell Price Tax Incl.
0 0 $0.00 False

0 0 §500.00 False

6 0 §520.00 True

0 0 $20.25 True
133 0 $67.95 True
0 0 §700.00 True

0 0 §430.00 False

0 0 $15.00 False
22 0 $43.00 True
10 0 §178.00 True
0 0 $10.00 False
18 1] $20.00 False
il 0 §100.00 True

7 n €774 00 Trie

35 active items (out of 35 total items)

Refresh ‘ | Close

act!

Click the Lookup button to create a lookup in Act! of all contacts that have MYOB Quotes, Orders or
Invoices that match certain criteria. Optionally, filter the search by date range:

& Create Lookup

=)

Sales Details Search

@ Where the item:

includes '”::L.QQ.K.».‘?.Q!QLL@.[Q@J

Invoice Balance Search

) Where the description: | includes

© Total outstanding is: | greater than 3

© Total paid is: greater than 3
Invoice Number Search

) Find invoice number:

Data Range Filter

[ Filter by date: from [F] to

L

Lookup

Cancel

Creating Quotes, Orders & Invoices

Click the Quote or Sale button to send a new Quote, Order or Invoice to MYOB. You can then either
start with an empty form, or copy one of the current contact’s opportunities:

& Create New Quote

l=lE |

) Create a new, empty quote for this customer card

Create New Quote

@ Create a new quote for this customer card using the selected oppertunity

Status Name Stage Total Record Manager  Estimate Close Date  Actual Close Date
Open YIBikes-Texas Operations  Negotiation §4,000.00 Chris Huffman 30/3/2010
Open YJBikes-Nevada Plant Sales Fulfillment $12,000.00 Chris Huffman 19/3/2010
Cpen ¥)Bikes-New Mexico Fac.. Negotiation $12,000.00 Chris Huffman 18/12/2009
Closed - Won 'Y)Bikes-California Plant Commitment to Buy $24,000.00 Chris Huffman 1/11/2009 30/11/2009
Open YJBikes-Upgrade to Cali...  Negotiation §2500.00 Chris Huffman 16/10/2009
0K Cancel

14



 [Tink ) .
ACT ez aclt!

Crestenew:  [ltem ~|[Quote ] for My Town Reality Tax inclusive
Create new Item Quote
Ship to: E] My Town Reality Invoice #: Terms of payment:
e Date: 18/08/2011 On 2 Day of the Month Aéter the End of the Month
Australia Customer PO#:
W Add Row | [ Move s Un & Move Selected Row Down [l Remove Selected Row |
Order Ship Item Number Description Price Discount Toral Job TaxCode

0 1 100 (Cooler Largs) = Caoler Large 52000 000 swooof  ~fest o~

Slesperson [ <] cear | Subtotal: 5 $520.00

Comment: Freight: | 0.00 Freight tax code:
Ship via: = Gesr | Tax: s sa7.27

Promised date: \ 18/08/2011 Total amount:  § $520.00

Memao

Referral source: = cear |

Delivery status: [To be Printed V]

[ View this after it has been saved in MYOB

Creating an Opportunity from a MYOB Quote, Order or Invoice

Right-click a quote, order or invoice to copy the details to a new Act! Opportunity. This would help if
your team enters quotes directly in MYOB, and then want to manage them in Act! as opportunities;
or if you want to create a Closed/Won Opportunity from a MYOB invoice.

| Activities I Opportunities I History | Motes I Documents | Groups/Companies | Secondary Contacts I Relationships I Web Info ‘ ACT! Link for MYOB | Marketing Results

ACT'. %“' Disconnect ‘z Lookup ﬂ Inventory -.-:-' Import Products ‘: Menu

FOR BYOR ACCOUNTRIGHT]

Status filter Date filter D Keyword/tem filter %. " = & o
Customer € - - {
{Linked) [5“‘3“‘ Al '] [A” dates '] Change Link Updstz Card Quote  Szlz Import Cards

Date Invoice Number PO Number Quoted Amount Paid QOutstanding Status Salesperson Jobs =
tht::;r 5/03/2011  DO0ODILO 50,00 $2378.25 §1,940.65 $43760  Open [l
4/12/2010  D0O00D0O61 $0.00 $708.75 $708.75 $0.00 Closed Cpen the selected sale...
. 30/11/2010 00000034 50.00 $175.50 $175.50 5000  Closed Create new opportunity from sale..
s 30/11/2010  00DOOOTS $0.00 -$175.50 50,00 $17550  Credit -

Charts

Click the Customer Charts (if linked to a Customer) or Supplier Charts (if linked to a Supplier), and
hover & click on parts of the charts for more information:

| Activities I Opportunities I History I Motes I Documents | Groups/Companies I Secondary Contacts | Relationships I Web Info | ACT! Link for MYOB | Marketing Results

ACT'. %‘L Disconnect | g Lookup ﬂ Inventory _:’ Import Products : Menu
Fon wvon sccounTRIGHT
Customer ey
(Linked) =
e
- Customer \
Charts A
\
5 | 120 (Cooler Filter Largs) $2378.25
Supplier |
{Nat linked) | 210 (Cooler Medium - 1 Month Rent)  $759.00
! |
/ .-"‘ [ 110 {Cooler Large - 1 Month Rent) $729.00
110 (Cooler Large - 1 Month 310 (Cooler Small - 1 Mth Rent) $473.00
Rent)
Invoice Totals - October 2010 to September 2011
Wl tiarch 2021 5237825 Item Sales - October 2010 to September 2011
Linked to Customer "My Town Reality' Request feature v7.1 © 2011 redonion software
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FOR MYOE ACCOUNTING

Making the most of Act! Link for MYOB AccountRight

If you are not already working with an Act! Certified Consultant, we recommend that you contact one
today to find out how they can make both Act! Link for MYOB AccountRight and the rest of your Act!

Solution far more effective. Find a local consultant here:

http://acc.swiftpage.com

Troubleshooting

(see separate Setup Guide)
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