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Accounting Software for small businesses

An introduction to MyBusiness

MyBusiness is exceptionally easy to set up and use. The software is designed to be flexible enough
to suit the way you work, and it is also designed to avoid accounting complexities and terms.

As well as being so easy to use the software is also unique because it can integrate all of the key
functions of a small business. This means that it can help you manage your marketing, sales and
projects, as well as your finances.

This guide will give you a quick overview of the core functions and show you how to get the best out
of the software. There is a range of further more detailed guides.

This guide will cover:

¢ Finding your way around the software

¢ MyBusiness home page

* Bookkeeping and accounting

e Contact Management

¢ Diary and Tasks

® Project Management

¢ Professional Mailings

¢ Networking and Multi Company Options
¢ Other Free User Guides

Making Changes and Corrections:

If you make a mistake or put in the wrong data - Don’t Worry!

You can make changes and deletions at any time. An audit of all changes is held in the Transaction
and Change Logs.
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Finding your way around

The software is very easy to navigate around. Use the key functional selectors on the left hand side

to go to the main areas of the software, as shown below you have the options of Accounts, Diary &
Tasks, Contacts, Jobs & Projects and Templates

1)

ool

Jobs & Prjects (B

Templates

Use the Home button to go back to the main Home Page.
Use back button on the browser, except when you are using
a wizard — use the wizard “Previous” buttons when you are
in a wizard.

MyBusiness Home Button:

Browser Back & Forward buttons (depending on browser):

Qe «

On many pages you can select the information, which you want to appear by using the left hand side

View Selection Options. Example for Accounts and Accounts Options pages:

Accounts

Accounts Area:

Cashbook.. -

Account:
Business .. -

@
@
View Transactions:
All - 8
Date From:
24072012 0]
Date To:

@

24/07/2013

Choose what area you want to view — cashbook, customer
invoices, stock, return to Accounts Main Menu. Make your choice
and click “Go”.

Choose which of your accounts you want to view. Make your
choice and click “Go”.

Choose which transactions you want to view — in this case you
have the option of All, Reconciled

or Un-reconciled (other choices might be paid or unpaid). Make
your choice and click “Go”.

Choose what period of data you want to view. Make your choice
and click “Go”.




Search for
invoices,
credit notes
and much
more.
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The Home Page

The MyBusiness Home Page is where you can perform all of the functions that you need to run in
order to keep up to date with your accounts, ranging from creating invoices to exporting your
accounts preparation.

MNAC business

Live messaging ¥~ Email

*~counting software for small business Call 0845 226 3319

H Search Preferences Help Log out Thursday 24 Jan 2013

ome
My Options

Create

supplier and
customer

vIONEY

— MER SUPPLIER

Jobs & Projects ‘E
| Createa \'

Templates ’ | 0:::3;':' |
Need Assistance? F ww Y
Let an expert help you Createa
set up your business. | Quote |
Call - 0845 226 3319 ‘ -

Updates or Upgrade? @ I PHT:"";:‘:M | View ail Paya | [ view an Makea | Pay

Regular updates are . Sy Invoices: | Supplier e ‘ Payment | Meney In

provided free as part of F . Invoice . y L y

most initial licenses more h
Accounts |
Preparaf

What am | i b b [ |
| CRM I | I What do | VAT Retum
F = ‘m ‘ -

’ y - 4

[ cCreatea
‘ Supplier
Contact

4 - - . a . o
Issua an Issue a Enteran Entera Eciit an View
Invoice: Credit Note Invoice Cradit Nota Account Cash Book

S

”

A fully functioning CRM View all of your customer Export an accounts

system. invoices in one place. preparation with ease.

¢ The Search Function

The search function is a great way to find activities and items in the software.

Select the category that you want to now type in the word or even part of a (in this case “Garden”).
You will be given a list of all of the invoices with “Garden” in the description.

e Setting Preferences

You can change the way your software works by going to preferences. Here you can set your
wizards allowing you to enter data faster (Expert mode) and you can change the details you have
entered for your letterhead, invoices and financial details. For instance this allows you to change
your VAT set up and credit terms. You can also set up templates in Preferences.

¢ Backing Up your data

It is important to regularly back up your data. You can do this by going to Home Page, Preferences,
Select Admin and the Back Up Data. Data can be saved onto the hard drive, USB, CD or sent to our
Support team for safekeeping.
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The Accounts Home Page

From here you can manage your accounts and company finances. You can raise invoices, raise
payments, purchases, manage your VAT, set up your accounts, and produce reports. The system
does not use complicated accounting jargon but will provide powerful reporting and financial
information.

Select which
feature you'd
like to use.

My Options m Main Menu Home €~ Help @  Preferences §)
Making Money Spending Money I
Accounts @ Set up new customer details.. Set up new supplier details..
Goto
Main Menu a quote for a job.. a supplier invoice..
preferences to
My Cashbook . tock h
a customer invoice.. a stock purchase.. R
Quotes change credit
Purchase Orders Receive cash into an account.. Pay cash out.. terms, set
Customer Invoices | H H
payment for an invoice.. a supplier invoice.. invoice start
Supplier Invoices b
numpers
Stock List a supplier credit note.. Issue ™= 3 customer credit note.. ’
Income & Expense Change VAT
Categories Receive ™= 3 VAT payment from HMRC.. Pay === VAT to HMRC..
methods.
Reports
My Accounts
VAT Codes Money-n @ | | [ Money-out @ |
How's My Business Doing? For My Accountant
What am [ owed? [Accounts Preparation
What do I owe? Export Transactions
How much money have I got? Manage your
What have I spent my money on? Make 2 Journal Ent
What's the breakdown of my income? View Journal Entries VAT and
Setup AP Codes
i View Transaction Change Log F prOdUCe
How much money did I make... View Transaction History Log automated VAT
- @ Calculate VAT return returns.
Reprint existing VAT 100 forms

e Set up your accounts

To create new virtual Accounts, either for your cashbook or to track activities such as accruals and
opening balances, Go to Accounts on the left hand side. To set up Income and Expense or Balance
Sheet Categories, Go To Income and Expense Categories on the left hand side.

e Reports

You can find a wide range of reports by date including:

- Aged Debtor and Creditor - Trading Profit and Loss

- Stock history and values - Vat details and summaries
- Category reports - Trial Balance

e Stock

To manage your Stock in MyBusiness, go to Stock List to enter new stock items and values.
The system can automatically add or detriment your stock whenever you raise an invoice.

¢ Sorting Columns

Where you see a list of items, such as Customer or Supplier invoices, or Stock, you can click on
underlined headers to resort that column alphabetically or numerically. Where the header is not
underlined the column cannot be sorted.
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Contact Management

In MyBusiness you can manage the activities and details for all of your contacts. You can create as
many different types or groups of contacts you want and each contact can belong to more than one
group. Using Professional Mailings these contacts can also be mailed as groups.

Upon selecting a customer from your list of contacts it will display the details of that contact so you
can see how much they owe you, what activities are outstanding and create or view invoices,
quotes, statements and contact notes.

My Options View address book contacts Home € « Help @ « Prefersnces @

Select the contact you want to view:

Accounts @ O_Z

Diary & Tasks Alex Marshall
Anthony Kuther
Bell, Matthew
Contacts Bob Temple
Christopher Bradshaw
Add A Contact Customer Contact

Merge Contacts Henry Peters .
View Contacts HM Custom and Excise

Preview Contacts Jodie Randall Under 0 —Z you can view
T Kevin Metcalfe
Cunent @ Kiera Andrews all of your contacts,

Laura Smith

Exucm&m;@ Mike Baxter including Inland revenue.
Add, Merge, PAY TO INLAND REVENUE
. Amend Type: PAY TO MY EMPLOYEES
View or Contact PAY TO OTHER PAYROLL COSTS
. e Ridge Clothing Ltd
Preview your Number Sarah Johnson
tact Email Sean Hudson
contacts. Supplier Contact
ABC DEF GHI JKL MNO POR STU VWXYZ 0-9 ALL
Viewing a customer:
Contacts View Single Contact Help @
Title: [T - Last Name: Kuther
First Name: Anthony Display Name: Anthony Kuther Change, Add
Organisation Name: Atlas Realty Position: or Edit the
Website:
Click Save after amending the above details contacts
A view of billing
our contacts
v i Address Billing Address. Add new address.
details such 7 Trehafod Road BUCKDEN BD23 30D @ Crdelate @ edit Mail

as address,

number and Number Add new
email 0845 226 3319 Sidelete @) edit
address.

Type Email Add new
Business 1 Anthonv@atlas.co.uk Srdelete @ edit E-Mail

Comments

A view of the

Contact Tvne
Customer
contacts Balance of invoices & credit notes outstanding: £185.00

Keep in my Current ~ Address Bool

Outstanding Credit Limit: 0.00

invoicesand %
their credit
limit.
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Contact Management

MyBusiness has a very powerful diary and time management module. You can have a separate diary
for any contact classified as an “Employee”. You can link appointments to projects and jobs and use
the diary as a reservations and booking diary. You can track chargeable time to be reminded in your
diary. All activites can be colour coded by using the View options on the left hand side.

Diary & Tasks Weekly diary Home @ | Help @ | Preferences @

My Options

Change the N 0@
perIOd Of Accounts Monday 21 January Tuesday 22 January Wednesday 23 January Thursday 24 January
view. 09:00 11:15 Mr Jackso.. Mr Thomps..
11:25 Mrs Riley
Diary & Tasks 1700 17:30 Hrs Baxte.. A preview of
Add a New Task your
Switch To: 1
7 oe appointments,
Colour Code by: bookings,
Job - =] .
Show Employee: meetings etc.
Al - =]
Show Job Category:
Al - =]
View User Diary:
Al - =]
A A Add a new
Change your booking, a
. 4
views soyou meeting etc
can view .
with ease.
your past,
previous and
current
appointment
etc. Contacts fFE
Add Add Add
—
e Linking activities & charging for time
You can click on the Task or appointment within the diary and it will take you to the Task summary
page, from here click on the activity that you want to link. To charge for time it will need to be set up
in your Stock Price list first, then when you are selecting a service as a link this allocated to
chargeable time. When you raise an invoice you will be able to add time to the invoice. You will need
to include a duration for the task for example two hours.
Subject: Mr Thompsan
Change the Description: :
time or Category: Appointment A
[Time: Add a
duration of Start Date: Feb ~ 4 = 2013 - Time:~ 09 : 00 v
End Date: Feb » 4 = 2013 ~ Time: ~ 12 ; 30 recurrence,
an s Or Duration: Minute(s) - Update End Date reminder, job,
H inked to:
appointment invoice, quote,

etc.

el

service or a
contact.

Reminder

-
=3

Invoice

l
Quote Service Contact/Employee

I Recurrence
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Jobs & Project Management

Please Note: In MyBusiness Jobs & Projects are the same, in this section you can link invoices,

contacts and tasks to Jobs & Projects, helping you track your business activities. This section can also

be used to manage items which you want to track in a diary for example research, design and
develop new products.

My Options Jobs & Projects

View jobs and projects

Date 1d j Contact

Design new products
Research new products
Test new designs

Build prototvpe product

02/08/2013 1
Accounts 07/08/2013 2
06/08/2013 3
25/01/2013 4
Diary & Tasks
Contacts fFE

Jobs & Projects

Add 3 New Job

Bell, Matthew
Bell, Matthew
Bell, Matthew
Bell, Matthew

Not Started
Not Started
Not Started
Started

Home €

Links

Help @

Profit

Preferences @

Srdelete
O delete
O delete

O delete

"

Shows you
clearly what the
status of the Job
or Project is.

View Job Chart
Allows you Iob Budget
Category Budget
to createa View Jobs:
. -
new job, For
) All Contacts - &
view your Status
Al - @
Job Chart, Category
Al - @
Job Budgets
and
category e Setting up aJob (or Project)
budgets. Go to Jobs & Projects, Add a New job. You will be prompted to add a description, some notes and a

Category. This Category allows you to view only these grouped projects when it is selected in the
diary or Job Chart. You might want this to relate to a type of Project, a group of products such as
prototypes. Next you can select a start and finish (actual or projected) for the project. You will be
reminded of overdue project start dates and these dates will appear in your Job Chart.

e Linking activities & invoices to Jobs
Whenever you raise an invoice or set up a new diary activity you are given the option to link it to a
job. You can also got to the Job detail page (click on an underlined job in the job list) and create or
view tasks, invoices, quotes, or purchase orders, which will automatically be linked to the selected
job.

® Tracking Jobs in the diary
By linking tasks to Jobs and then selecting specific views on your diary you can track jobs or groups
of jobs very easily. In this case the selection is to Colour Code by: “Job”; Show Job Category for
example: “Website”. There are activities for two Jobs in the week on view.

e TheJob Chart
Go to Jobs and Projects and select View Job Chart to see an outline of Project workloads for any
period selected.
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Professional Mailings

In Templates (Professional Mailings) you can create letters and invoice templates and send mail
shots by post or by email. The Templates will pull the information which you entered for your
Company Details. If you want to change these simply go to the Home Page, Preferences, User
Settings and then Company Profile.

My Options Templates Main Menu Home @ Help @  Preferences @

Mail Shots and Printing Email Shots and Communication

Accounts
Mail shot -E Create Correspondence Send Email Shot Set Up Email Settings
Diary & Tasks Send Correspondence Create Correspondence

Communicate t

Envelopes Send Email Shot
Contacts ‘FE Print  — Envelopes
Set Up Email Settings

=i
Jobs & Projects ‘é send Email
Templates . Create and send
Main Menu correspondences
Create Templates with ease.
Mail Shot
E-Mail Shot
View Log
Create Stationery Create Stationery View History of All Mailings
Contacts From here you can create templates and styles, Mail Log
invoices, letters and documents. Stationery Sent
Accounts
Contacts

Accounts
Stock

Create stationery for your Contacts,

View your Mail Log and
your sent items.

Accounts and your Stock.

Set up your
email and send
designed
emails to your
contacts
directly from
MyBusiness.
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e Setting up your default invoices & letter heads
To set up your default invoices and letter heads simply click Accounts under the option of Accounts,
here you can select your default templates for invoices, quotes, purchase orders and much more.

Templates Create Stationery - Accounts
Please select the default header options to use for all templates:
If you are using your own headed paper:
Header Space to leave at top of page: 0 mm.
Header Option : None A ® @
Select your Please select the default templates to use: Preview Edit
header and Accounts - Invoice : Invoice With Address - ® ®
(Cover Letter) MyBusiness Invoice Template -
your header v ? © ©
. Accounts - Quote : Quote With Address v ® ®
spacing. (Cover Letter) Quote Template (Formal) - D) ®
Accounts - Purchase Order : P.0O. With Address - ® @
(Cover Letter) P.O. Template (Formal) - ® ®
Accounts - Customer Invoice / Reminders : Reminder Template - ® ®
(Cover Letter) Reminder Template (Formal) - ® ®
Accounts - Customer Credit Mote : Credit Note Template A ® ®
(Cover Letter) Credit Note Template (Formal) - ® @
Accounts - Statement : Simple Statement - (5]
(Cover Letter) Statement (Informal) - [G)
[Note:
s If you use a cover letter for an invoice or reminder it will automatically enter the details for them.
Use the drop down menus to select your default Preview the Edit the template
templates for invoices, quotes, purchase orders, template selected. selected.
reminders, credit notes and statements.

To edit your templates you will notice a “P” button this to preview the selected template and an “E”
button this to edit the selected template, for example shown below you can edit it by entering your
company logo, enter a background image such as a watermark and also change the font.

Template Editor Screen Help @ [l
Remember to change the description before saving

Description: Invoice Template (Foma) Backaround Image: (Select frem MyImages) 3

Sackaround Red: 255 ¥ Green: 255~ plue; 255 ¥ Colour ['ILandscape

[ S)) Cancel € Amend & save @ ‘t

Cancel, Amend and

[Contact Name]

! [Contactomitianc] bu S]ness [Todays Date]!

— [Invoice Address]

m

2 [Invoice Postcode]

Accounting Software for small businesses Save your Changes.
3 (4
: Dear Sir, .
: Insert images such as
Please find enclosed an invoice for items ordered on [Transaction Date].
5 - Kindly note that this is due for payment on [Due Date]. your company Iogo.

Thank you for your valued custom.

L 5 Click To Edit

ours faithfully

[Company Name]

1

Brings information from your Company Change your content,
Profile and inserts it automatically. font size, font and colour.
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Networking Options

It is very easy to network MyBusiness. You will need a multi user license, this can be obtained by
purchasing it from our website and choosing Complete Manager if five users. You can also contact
our support team. The network can be worked across two PC’s or Mac and PC easily by using one of
the machines as a server.

By networking them together you can allow your team to share diaries, view contacts and project
information and raise activities. A range of access and user rights can be created so that some diaries
can be shared and others remain private.

Networking can be managed across the Internet using a VPN, which means that you can network
between the home and office or between two offices across the country.

Other MyBusiness User Guides

We have a wide range of more detailed guides, which are available to help you get the best from the
software and your business. You can obtain these guides by visiting our website or by contacting our
support team by telephone or email.

Telephone: 0845 226 3319
Email: support@mybiz.co.uk




