MmyoB User ID and Password

Support Notes

This support notes are suitable for:

« MYOB Accounting
e MYOB Premier
e MYOB Premier Plus

Introduction

In previous versions of MYOB, a password system was available to restrict access to your company
file. You could also enter any details in the User ID field to open a company file.

User IDs were used to simply identify the actions of each user, who performed tasks that affected
your company file. Changes have been made to the setup of User ID's and passwords in the latest
releases of MYOB.

What are the changes to User ID's?

These changes include:

« All User ID's must be setup in MYOB (new users cannot simply be added by typing in a new
name when opening an MYOB Company File).

« Passwords are now specific to individual User ID's.
« Access privileges are specific to each User ID.

« User ID's can be made inactive.

Please note: User IDs and passwords are not case-sensitive. -
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[ Edit User Details

Uszer ID and Pazsword

Enter a new pazsword bwice bo change pazsword.
To copy user regtictions from another user, select that uzer from the Copy
Restrictions list. Check the Inactive ser checkbox to dizable this User (D,

Idzer ID:

Pazaword;
Confirm Paszword;

Copy Restrictions:

iy - Cancel | Ok

If | upgrade a Company File from an earlier version of MYOB do | have to setup all
new User IDs’?

No. MYOB will automatically transfer the user ID's from the earlier version, however they will by
default upgrade as inactive, therefore the first time you open your Company File in the new version
of MYOB you will need to log on as the Administrator user ID and make them active.

Important Note: If a Master password is set on a lower version company file, on upgrade,
this will default to be linked with the 'Administrator’ user ID.

How do | make the User ID's setup in earlier versions Active?

1. Start MYOB accounting software.
2. Open an upgraded company file.

3. The sign-on window will be displayed. The first time you open your Company file in the new
release the User ID should default as Administrator.

4. Type your previous master password in the Password field (or leave blank if there was none).

5. Select OK.

6. If the Company File Activation window appears, click | want to activate my company file
later and click continue.

7. If a message appears advising how many days are left to activate, click OK.
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8. If a message appears warning that the company file has never been verified, click No.

9. In the message advising you that the upgraded company file contains previous User IDs that
have been inactivated, click Yes to activate them now.

I MYDB Accounting &

1 i ) You have signed on as Administrator.

Ary User D'z that were created before upgrading are marked as
inactive.

Do you want ko activate them now?
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Note: Opening the User Access Window - If the MYOB Command Centre appears immediately,
you can access the User Activation window by choosing Preferences from the Setup menu,
click the Security tab, and click the Password button.
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10.The User Access window displays previous user IDs converted to user accounts and previous
sub-passwords also converted to user accounts. The user accounts derived from former user
IDs have no restrictions but user accounts derived from former sub-passwords preserve their

restrictions.

[E User Access

(%)

tranzactions created by that function,

James

Joanne

K.eniny
b ary

Tarestict a uzer's access, choose the uger fram the list on the left, then mark the restricted function an the right.

[f wou restrict a uzer's access to a function that's marked with an asterisk [*], the uzer won't be able to view or report on the

Mot Allowed Avwailable Functions

KM XK

Accounts -
Accounts List
Account Infarmation
Banking
Budgets
Combine Accounts
Compaty D ata Auditar
Jobsz List
Add/Edit aJob
Job Reimburzable Expenzes
Job Budgets by Account il |

Edi Delete o | ok |

Help F1

10.Select the User ID you would like to make active then click on Edit.

11.In the Edit User Details window, remove the tick next to Inactive User.
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[E Edit User Details

Uszer ID and Password

Enter a new pazsword bwice to change pazsword.
T copy user restichionz from another user, select that user fram the Copy
Restrictions list. Check the Inactive Uzer checkbox to dizable this User 1D,

[ |nactive User

dzer(D:  Karen

Pazzword: ||

Canfirm Fazsward: |

Copy Bestrichions: | ¥ |

o - Cancel | ak.

Type a password if required and retype it exactly the same in the Confirm Password Field.

You can copy the restrictions set for another User ID. To do this select the drop arrow next to
Copy Restrictions and select the user account whose restrictions you wish to copy. Click OK.

12.When all user accounts are updated in the User Access window. Click OK. To review a
complete list of available functions that User Access can be restricted to please see
attachment at the bottom of this support note.

Are there any other things I need to keep in mind when upgrading?

The latest releases of MYOB include new functionality and processes. When you upgrade to
Accounting V18 or Premier/Plus V12 User IDs with restrictions will not automatically be restricted
from accessing the new functions.

Therefore, immediately following the upgrade, the Administrator should open the file and add any
required restrictions.
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[E User Access

Torestict a user's access, chooze the uzer from the list on the left, then mark the restricted function on the right.

[f pou restrict a user's access to a function that's marked with an asterizk [7], the user won't be able to view ar report on the
trangactionz created by that function.

Hat &llowed Axailable Functions
] Jaob Budgets by Account -

x Record Journal Entry *
Transfer Money * J
Send to Accountant
Analyze Balance Sheet
Analyze Profit & Lozs
Analyze Jobs
B anking
X Spend Money #
x Frint Cheques
| —— Print/Email A emittance Advices hd |

Z/v :..HEW ............. | Edl! EE|EtE I:gr-":e' | ITI

HepFr | ——

If any User IDs are to be restricted from any of these functions then in the User Access window
shown above, mark the Not Allowed column with an X next to each function you wish to restrict.
This needs to be done for each User ID to which the restriction should apply.

How do | create or change the Administrator password?

| cannot access the 'User Accounts' Window as the Password button is greyed out,
why?

The Administrator User ID is the only user with access to change, edit, add or delete user
accounts. We therefore recommend you setup a password for the Administrator account.

1. Start MYOB and click the Open a Company file in the Welcome to window.

2. Navigate to your Company File and click on Open

3. In the Sign-on window, make sure the User ID says Administrator.
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Enter your Uszer ID and Password

[E Sign-on

[f pou don't want to ghare access to the company file, chooze the
Single-ugzer Acceszs option,
[f thiz iz the firsk ime you are opening vour file since upgrading, pleasze type
“ddminiztrator in the Ueer D field and pour master pazsword if you have

ane.

zer 1D |.-i'-.|:|ministrat|:|r

Paszword: |

File Access: © Mulbi-uzer fAccess

{* Single-user Access

7

g - Change Paszward Cancel

Help F1

Click the Change Password button.

In the Change Password window, enter the Existing Password (if no password is set then
leave blank). Enter the password in the New Password and Confirm Password fields. Click

Record.

How do | create a new User ID?

1555

Open your company file with the User ID Administrator.
Go to the Setup menu and choose Preferences.

Click the Security Tab and then click the Password button.

The User Access window appears. Click New to create a new user and enter the User ID

details as required.

Click OK to close window.
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6. Make sure you click OK to the User Access window so the new user is saved.

[E User Access F

To restict a uger's access, chooze the uzer from the lizt on the left, then mark the restricted function on the right.

[f wou restrict a uzer's access to a function that's marked with an asterisk [*], the uzer won't be able to view or report on the
tranzachions created by that funchion.

ETR Mat &llowed Awallable Funchonz

Shatwn Accounts
Accounts List
Account Information
Banking
Budgets
Combine Accounts
Company Data auditor
Jobz List
Add/Edit aJob
Job Reimburzable Expenzes
| Job Budgets by Account il |

Delete Cancel (] |
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