YOUGROW

TRAINING NOTES
Cleaning up MYOB Accounting Database

Applies to: [X] Premier Version 9 and above [X] Accounting Version 15 and above
<] Accounting Plus Version 15 and above [X] Enterprise V3 and above

Issue:

Prior to commencing communication with clients, most businesses will need to clean up their
existing MYOB data to ensure information is entered in correctly. As youGROW Business
maps information from specific fields in the MYOB Accounting database into specific fields in
Outlook and then uses those fields for customer communication, it is essential that the correct
information is entered in the right places.

Resolution:

The easiest way to clean up a database is in Microsoft Excel. In Excel, you can easily see all
of your customer information at once, in columns. The way in which we handle this is to export
our Accounting database into Excel, clean it up accordingly, and re-import back into MYOB
Accounting.

Instructions:

Exporting the Customer file from MYOB Accounting

1. Open MYOB Accounting.

2. Go to File | Export Data | Cards | Customer Cards. Select the following options:

wr Fl A
o~ )
|| Export File

First Record is: | Header Record |

Identifiers: |

Posteode:
Custorn List #1: | E—l
Custom List #2: | B
Custom List #3: | E—l

-
:J?/' Cancel | Continue I
Help F1

3. Click [Continue].

© You Grow Pty Ltd 2007 - ABN: 52 113 967 436. No parts of this document may be reproduced copied or shared
without the express consent of You Grow Pty Ltd.
Page 1 of 15



YOUGROW
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4. As per the screen dump below, click [Match All].

& Export Data.

| Click the MvOB Fields in the order that you wish to export them,

MYOB Fields Expart Order

LA ot Mame - Co./Last Name: LR T -
FastName First Name: SRS
Ll "~ CadID S 7
Lt i Card Status TS
At 7L I Addr 1 -Line 1: SRS
-Liwe i -Line 2: ARl E
-dine 7 - Line 3 L=
dine o - Line 4 FRUTE
-G = - City: o =]

1 [* = Required Field for an MY0B Impart]
[ = Conditional Field: Must have one or bath figlds for an MY0E Import]
7
5w
Heln F1

5. Click [Export].
6. Choose a folder to save your customer data file — you can leave the name as CUST.TXT.

Cancel I Unmatch &1 Export I

7. Click [Save], and your customer file will be exported.
Opening up the file in Excel.
1. Open Excel.

2. Go to File | Open — under Files of Type, select Text Files and then find the location and the
file name of the customer file you just exported from MYOB Accounting.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour daka is Delimited,
If this is carrect, choose Mext, or choose the data bvpe that best describes vour data,

Original data type

[_hioose The Tile Tvpg that best describes wour data:
] i | - Characters such as commas or tabs separate each Field.

@D

{_) Fixed width - Fields are aligned in colurnns with spaces bebween each Field.

Stark import at row: File arigin; 437 : OEM United States A

Preview of file Ci\Premier LZVITEM, TXT.

lIten NumberOItenm NameOBuyOSellOInventorylhisset AcctOIncome AcctOExpenszes]™
lEIjrouGREIIU’ Beseller TrainingdO0SO00041000000Two day Beseller Training for
ZDSeminar room Hire - 50%00200041000000000000000000000%0. 0000G2TOO00100
EDYDuGREIIU' Licence for MYOBRMOOSO0041000000Licence, installation and tra
4I:Il3utlook Sec-up & l=st TrainingOO5000410000004 heours initial Outlook tr{sw

| mext> | [ Fnish

Excel Text Import Wizard - Screen 1 of 3

3. Choose Delimited as the File type which best describes your data.
4. Click [Next].
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5. Select Tab, as the Delimiter Type.

This screen lets you set the delimiters your data contains, ¥ou can see how vour text is affected in the preview
below.
Delirniters
[ semicclon [ Treat consecutive delimiters as one
[ Comma N
Text gualifier: v
|:| Space
[ other:
Daka preview
tem Number Ttem MName uy ell Inventory fsset Acct -~
1 cuGROW Reseller Training
=4 eminar room Hire - EO%
2 cuGROW Licence for MYOBRM
4 utlock Set-up & lst Training e
hd ¥
’ Cancel ] ’ < Back ] [ Mext > | ’ Finish ]

Excel Text Import Wizrd - Step 2 of 3

Click [Nex{].

6. Step 3 of the Import Wizard has some important settings you need to change. Scroll across
to the Postcode field, select it and change the format to Text (If you don't do this you'll lose
any leading zeroes). Do the same for your telephone/fax fields and repeat the process for
any phone number fields in addresses 2 - 3 if you have used them.

) Date:

() Do nat import: column (skip)

2
Dry

This screen lets ywou select each column and set the Data Format.

Column data Format

remaining values to kext,
A

Data preview

‘General' converts numeric walues to numbers, date values to dates, and all

[ cancel | [ <Back |

Ceperal Ceperal
= Country = Phone # 1 T
bralia Oz 9452 1235 0z 2457 12
ns 223143930 N4 16203966
bralia 02 9546 Z465 03 9523 25
b
< >

Excel Text Import Wizard - Step 3 of 3

7. Click [Finish] on the next menu. Your customer list will now open in Excel.
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8. In order to make it easier to ensure the correct information is in the correct fields, or
columns, highlight Row 2, and go to Window | Split. This will keep the field/column
headings at the top of the screen as you scroll through.

9. Do not delete or change any of the field headings in Excel which you have exported — most
of the time you will just work on the name and address fields. See our explanation of
each field heading on the following page.
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Important

Please read carefully through the Explanation of MYOB Accounting Customer Fields in
Excel and take special note of the following fields. It is important that you get this step correct
to make importing your files back to MYOB Accounting easy.

Explanation of MYOB Accounting Customer Fields in Excel

Field

Information required, format

Comments for youGROW

ACo./Last Name

This should be Company Name if billing to a
company, Last name, if billing to an
individual. (NB: You must use the
Designation of Individual in the MYOB
Customer Card file if an individual

Y OB Accounting - [Card Infermation]

e Edit Lists Command Centres Setup Reports  Window  Help

uﬁlel Card Details ' Seling Details ' Payment Details 'ContactL

nith, John

Card ID: | *Mone

Lacation: | Address 1: Bil To -

Address:

Phone#:
Fhonett2:

City: Phone#t3:
State: Postcode:

Fax:

Country: Eniell:

‘wWebsite:
S alutation:
Contact:

If a company name (no first name), 50
characters, alphanumeric. If a last name, 30
characters, alphanumeric.

Card Type: | Custorner =] 6esignation: Individual - ‘
A5 riith \ First Mame: Jonv

Do not change the information in this field
unless you are using the manual Card ID’s in
MYOB Accounting. Otherwise you will not
be able to update your records when you
import back into MYOB! If the information
for particular records needs to be changed in
this field, then make a note of the record and
change after you have imported back into

First Name Use this field only if you are selling to an
individual customer — not to a company.
See our notes within these instructions for
20 characters, alphanumeric guidelines on entering customer names.
ACard ID 15 characters, alphanumeric. Must be a Only this field or the Co/First Name field are

unique ID. If you try to import an ID that
already exists, the ID "*None" will be
assigned.

used to update existing customer records
when importing back into MYOB. Do not
change this field.
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Field

Information required, format

Comments for youGROW

Card Status

If the field is blank or the letter N appears in
the field, the card will have active status.

If the field contains a Y or any non-blank
character (other than N), the card will have
an inactive status.

Inactive records are not synchronised to
youGROW. |[f you have any old customers
which you do not deal with anymore - e.g.
the company has gone out of business, do
not delete the customer record, but rather
mark it inactive either in Excel, by Typing Y
in this field, or in MYOB individually on the
customer card.

It is good business practice to ensure that
whenever you are aware of a client
becoming inactive, to immediately mark the
customer inactive in MYOB.

B Accounting - [Card Information]

dit Lists Command Centres Setup Reports Window Help

N copesis | seingomss | pomenoesic || comseriog | obe | Hisow
John Jy:n

Card Type: | Customer =]

ast Name: | ST

Location: | Address 1: Bill To =

Address: Phane#l

Phonstz
City: Phenett?

State: Posteode: Fax

Country: Email

‘Website:
Salutation:

Contact;

Adds to Salutation fields are provided for each of the five addresses allowed per card entry. youGROW Maps
the first 3 addresses —use the first address fields as your correspondence address — the second and

subsequent as shipping/delivery addresses.

Address 1 (2-3-4-
5)

Only use these fields for the street address —
do not use for suburb, state, postcode or

- Line 1 country!
- Line 2
- Line 3 Total Address field (lines 1 to 4) cannot
-Line 4 exceed 255 characters, alphanumeric
- City Always enter the Suburb in CAPS
- State Cannot exceed 255 characters, Always enter the state as SA, NSW, VIC,
alphanumeric (each field) QLD, etc.
- Postcode 10 characters, alphanumeric
- Country You can leave this blank if in Australia — one
less field to worry about filling in. Only enter
if you are dealing with customers outside
255 characters, alphanumeric Australia.
- Phone #1 To obtain consistency, use:
- Phone #2 Phone 1 - Business Phone
- Phone #3 21 characters, alphanumeric (each field) Phone 2 — Home or other business phone
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Field Information required, format Comments for youGROW
Phone 3 — Mobile Phone
-Fax # Self explanatory
- Email
- WWW - website (21 characters, alphanumeric (each field)

- Contact Name

25 characters, alphanumeric

This and the next field are only ever used
where the client is a Company. Enter the
last name only in the Contact Name field
**Do Not Enter if a Individual**

- Salutation Enter the first name only, for the company
contact, in this field.
15 characters, alphanumeric **Do Not Enter if an Individual**
Picture File name of the graphic. 255 characters,  |youGROW does not map pictures or photos.
alphanumeric.
Notes youGROW synchronises the Notes field —
you can filter and find customers based on
255 characters, alphanumeric any of the information in this field.
Identifiers 10 characters, alpha only youGROW synchronises this information.
Custom List 1 youGROW synchronises this information.
Custom List 2
Custom List 3 30 characters, alphanumeric (each field)
Custom Field 1 youGROW synchronises this information.
Custom Field 2
Custom Field 3 |30 characters, alphanumeric (each field)

NB: youGROW Does not synchronise the following information — you probably won't wish to change any of

the following fields in Excel — just leave as they are.

Billing Rate
Terms

Tax Code

Credit Limit

Tax ID No.
Volume Discount
%
Sales/Purchase
Layout

Payment method
Payment Notes
Notes on Card
Card Number
Expiry Date

BSB

N

A\
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Field

Information required, format

Comments for youGROW

Account Number
Account Name

ABN

ABN Branch
Account

\

Salesperson

Each Salesperson should have a separate
Card in MYOB. Ensure you put the first
name in the first name field, and the
surname in the last name field. Make any
corrections / addition to this in the Customer
Card file in MYOB.

By having both first name and last name
entered correctly here for the salesperson or
the Account Manager - you will be able to
send personalised emails or letters from that

salesperson.

youGROW does not synchronise any additional information in your MYOB export — leave these fields and
columns as is.

Importing back to MYOB

1.

When you have finished cleaning up your file, click File | Save As, change the Save as
Type to CSV (Comma-delimited) and type a new filename (e.g. NewCust). Note that you
could use the tab-delimited format but that can give you problems if you have commas in
your customer names or addresses (e.g. Smith, Smith and Smith) - they will import with
double quotes around them. Save your file in a location you will remember. (Excel will ask
if you want to save as a .csv and that if you do, you will lose some of the features of Excel

— just click [OK] through these prompts.)

Backup your MYOB database first — so that you have a copy to restore if anything

goes amiss.

Now go back to MYOB and File | Import Data | Cards | Customer Cards.

Change the Import File Format to comma-separated, leave the first record as a header
record. Select Update Existing Record for Duplicate Records and Identify Records
By select Co/Last Name unless you already had customer ID numbers. Continue.

Change Files of Type to All Files and open your updated file.

On the next screen you can click Match All if you exported all the fields - otherwise

manually match them and then click Import.

If there are any errors or warnings you will find details of these in a file called myoblog.ixt or
myobplog.txt in the MYOB folder. You will see warning numbers at the beginning of each
line and an explanation of the problem at the bottom of the file.
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RELATIONSHIP MARKETING DATABASE

TRAINING NOTES

8. As long as you made a backup first, you can't go too far wrong and this is a much easier
process than changing each customer individually in MYOB.
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Guidelines for Entering Contact Information in MYOB
For Individuals: we use the First Name & Last Names fields — we do not synch the Salutation
or Contact Fields of individual card files:

[& card Information |Z“E|[5__<|

Profile Card Details Selling Details Payrent Details Contact Lag Histarny

Smith walance o $0.00
Card Type: | Customer =] Designation: | Individual Q I™ Inactive Card
@ame: Smith_::) First Mame: |J0h
Card 1D | *None

Location: |Address 1: Bil To
Address: Phone#1: |
Phonet2: |
City: Phone#z: |
State: Postcode: Fepr
Cantry: Ernail
“Website:
S alutation: |
Caontact: |

= Print | 3 Letter =7 Email | . ‘website |

? LE
Help F1 Hew
WY OB Card File for Individuals

For Companies: we use the Salutation Field for the first name, and the Contact field for the
last name.

[& card Information |'__| |'E| ['5__(|
Profile Card Detailz Seliing Detailz Payment Detailz Contact Log Histary

¥YZ Trading Pty Ltd )ﬁalance o $0.00
Card Type: | Customer =] Designation: | Company EJ [ Inactive Card

Marme: | > Trading Py Ltd
Card [D: | *Mone

Location: |Address 1: Bill Ta el
Address: Phone#1: |
Phonet2:

Cityy: Phone3:
State: Posteode: | Fepe

Country: | Email:

e Print | a2 Letter =7 Email | . Website

? T
Help F1 Hew
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Entering Contact Names:

1. Entering Husband and Wife details:
If you communicate jointly with both husband and wife, it is best to enter John & Mary in the
Salutation field, and their surname in the “Contact” field. In this way, your merged letters,
when selecting the First Name field in the merge, will be addressed Dear John & Mary.

2. Entering partner details when different surnames:
John Smith and Mary Jones are a couple. Enter John and Mary in the Salutation field, and
then Smith/Jones in the Contact field.

3. Entering Titles:
Titles are very rarely used these days in addressing letters. Even on the front of the
envelope, we will use John & Mary Smith, not Mr and Mrs. The only exceptions may be Dr
and Professor. In this case, enter Dr John or Professor John in the Salutation field, and
their last name in the “Contact” field.. If a contact has told you that they are a Dr or Prof
when you have asked for their name, they will generally want that to be acknowledged!

4. Entering Initials and Surnames:
If you have JC entered in the Salutation field, and Smith in the Contact field, then any
letters or email we send using the First name field in the mail merge, will be addressed as
simply Dear JC. Our experience has shown that it is generally males who do not provide
their first name — in this case, we need to enter Mr Smith in the Salutation field, or
alternatively, JC Smith, with nothing in the Contact field.

Entering State Details:
When cleaning up in Excel, and for entering data in future into MYOB, always use the same
format for states - i.e.
o SA
NSW
QLD
NT
VIC
TAS
WA
o ACT
N.B: You can use search and replace in Excel to Standardise.

O O O O O O

Entering Suburb Details:
We follow Australia Post addressing Guidelines, and enter all suburbs IN CAPS — WITH NO
FULL STOPS
Case Formatting:
It is important to understand that however you enter names into MYOB Accounting, will be how
they are used in your communication. e.g. If you enter JOHN in the Salutation field, and
SMITH in the Contact Field, your letters will be addressed to “Dear JOHN". Except for Suburbs
and States, all other details should be entered in “Title Case” - i.e., only the first letter of the
name is capitalised. See our tips following for easy ways to change the case for multiple
records in Excel.
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Tips & Tricks for Cleaning up in Excel

(You can download a great free utility for Excel to make much of this easier, from: http://www.asap-
utilities.com/download-asap-utilities.php

1 To change the case of a field

1.1 Insert 2 columns next to the field which requires correct case formatting — eg —
“First Name”

1.2 Go to the first cell in line 2 of the first column you inserted — leave Row 1 for the
Title.

1.3 Go to Insert | Function,

The Insert Function Window is displayed.

Insert Function ==
Search for a function:
Type a brief description of what you want to do and then Go
dlick Go
Or select a category: |Text j

Select a function:

PROPER(text)

Converts a text string to proper case; the first letter in each word in
uppercase, and all other letters to lowercase.

Help on this function 0K | Cancel

1.4 Change ‘Or select a category:” to Text.
1.5  Select PROPER for ‘Select a function:’.
1.6 Click [OK].
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The Function Arguments window is displayed.

Function Arguments (% [&= ]

PROPER

Text | =] =

Converts a text string to proper case; the first letter in each word in uppercase, and all other
letters to lowercase.

Textis text endosed in quotation marks, a formula that returns text, or a
reference to a cell containing text to partially capitalize.

Formula result =

Help on this function 0K | Cancel

17 Click 2.
1.8 Select the cell next to this with the First Name in
B | € | D E F I
;Ei_ra_t_fﬂa_n_’lg_:F'ERgEl1 ) ) Card |ID Card Status Current
Alex *Mone N
Function Arguments @
61 E
Kelly *Mone N
Ken *Mone N
Paul *Mone N
Roslyn *Mone N
Simnn *Wane (R
19  Click &=,
The Function Arguments window is displayed.
Function Arguments @
PROPER
Text |B1 | = "First Name™
= "First Name"

Converts a text string to proper case; the first letter in each word in uppercase, and all other
letters to lowercase,

Textis text endosed in quotation marks, a formula that returns text, or a
reference to a cell containing text to partially capitalize.

Formula result = First Name

Help on this function Ok | Cancel
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110  Click [OK].

1.11

The cell will now be showing the first name with the first letter Capitalised.

1.12  Copy the formula down to the end of the entries. (Grab the bottom right hand

1.13
1.14
1.15
1.16

1.17

1.18

corner of cell and drag down it will look like image below.)

B C
First Mame [First Mame
Alex Alex
Chris Chris
Janet Janet
John John
Kelly Kelly
Ken Ken
Paul Paul
Roslyn Roslyn
Simon Simon

Select this column with the correctly formatted text.

Go to Edit | Copy.

Now select the additional blank column you added in step 1.
Go to Edit | Paste Special.

Paste Special @
Paste

" Al " Validation

" Formulas " all except borders

CEEd  C Coumwdts

" Formats (" Formulas and number formats

" Comments " values and number formats
Operation

* None " Multiply

" Add " Divide

" subtract

[ Skip blanks [ Transpose

| Ok | Cancel

Now select “Values”, under the Paste selection as in the illustration above, and
click [OK].

Delete the original column with the incorrectly formatted names in, and the 2nd
column you created with the “Proper” formula.
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1.19  Add the column name to the new column you have just created.

1.20  To change other incorrect case formats repeat the above for each column - you
also have the choice of “Upper” (for all Caps - for Suburb and State) and “Lower”
— this you would not normally require in cleaning up a database.

5. To correct incorrect placement of fields:

2.1.There is no easy way to do this other than to drag them to their correct position.
Often, the suburb will have been entered in “Street 2”. The easiest way to speed this
up, is to do a sort on the “Street 2” column — ENSURING THAT YOU “EXPAND THE
SELECTION” prior to your sort. All the blank fields will be at the top or bottom. You
can then select fields in a block and drag them across.

o

To split fields where the first names and surnames have been entered in the one field.

2.2.Check your data in the columns to find the maximum number of words in any one
name field — the maximum will normally be 5 at the most.

2.3.Insert this number of new columns next to the “name” columns.

2.4. Select the column with the name field.

2.5.Go to Data | Text to Columns. You will be taken to the “Text top Columns” wizard.
2.6.In step 1 of the Wizard, ensure the file type “delimited” is selected. Click Next.

2.7.Check the box next to “Space”, to select that as the delimiter. (If you are splitting
address fields, the “delimiter” may be a “,".)

2.8.Click [Next].
2.9. Click [Finish].

UJCi0 hop Dasics
0§15 Cross Street
0§57 Carmnbridge St
0§18 Milner St,
0§14 Hollywood Pde
05 Robert St

oo ooc

u
0
0
1]
0
0

LEREULIRSE 4icrosoft Excel

| Asset Ma ! E Do you wank to replace the contents of the destination cells?

ankiRelatio
0 0 O Criordan St
0 0 i I
2.10. If the above message is displayed, then you have not added enough columns.

If you press [OK] here, you will overwrite information you have in other cells. So
cancel the operation, and add enough new columns to accommodate the number of
words.
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