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Why Back up? 

• Employers need to keep time and wages records for 7 years 

• A business must keep company tax records for five years 

• The financial data held by MYOB Business is crucial to the day-to-day running 
of the business 

 
 
MYOB’s Security Commitment 

As MYOB Business is a cloud-based accounting software many of the traditional 
back up and disaster processes are now irrelevant as they are handled by MYOB. 

Details of MYOB’s security can be found at 
www.myob.com/au/about/security/security-commitment 
 

https://www.myob.com/au/about/security/security-commitment
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So, Are Business Back up Procedures Still Necessary? 

A business using MYOB Business should still consider their own back up procedures 
to prepare for the following scenarios: 

• The business decides to cancel their MYOB Business subscription and use 
another software provider. 

• An instance where the Internet is down for a period of time 

 
Users of MYOB Business also need to be aware of the MYOB Business terms of use 
which state: 

February 2021 

www.myob.com/au/support/customer-service/myob-legal-notices/BusinessTermsofUse 

 

https://www.myob.com/au/support/customer-service/myob-legal-notices/EssentialsTermsofUse
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How to Back up in MYOB Business 

There isn’t a one-step feature in MYOB Business to backup company data, but data 
can be exported in PDF or Excel formats through the reports area and through the 
export data feature. 

 
Export the Chart of Accounts 

MYOB Business provides the option to export a list chart of accounts as a tab-
separated text file. 

1. Click on Business Name  Import and export data 

 
2. Click on the Export tab 

3. Select the required settings and click Export to download the file. 

Import and export data 
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Example ChartOfAccounts.txt 

 

There is a second option to export Data for your accountant.  If data is to be 
exported using this function, your Accountant will advise you of the required 
export file type. 

 
 
 

 

 

 

 

 

 

 

 

 

For more information visit 
https://help.myob.com/wiki/display/ea/Export+for+accountants 

https://help.myob.com/wiki/display/ea/Export+for+accountants
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Reports 

As an example, the following reports could be exported to create a backup of the 
data in a MYOB Business file: 

• Balance Sheet (for each year) 

• Profit and Loss (for each year) 

• Trial Balance including past periods 

• Account Transactions report 

• Sales Register 

• Customer transactions and/or Customer Sales (Detail) report 

• Purchase register 

• Supplier transactions and/or Supplier Purchases (Detail) report 

• GST report and GST return for each filed return period 

• Accounts List 

• Contacts 

• Item List 

• Bank Reconciliation report 

• Payroll reports 

Reports can be exported as a printable PDF or an Excel spreadsheet.  Several 
example reports are shown on the next few pages. 

 
Balance Sheet Report 

1. Click on the tab Reporting  Reports 

2. Click on Balance sheet in under Business reports. 

3. Set the Balance date to the end of the period you wish to backup 

4. Set the Account levels to All 

5. Click on Export then select the required format, Excel or PDF, to download 
the report. 
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Example BalanceSheet Report.xls 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Export 

Select Excel or PDF 
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The Account Transactions Report 

1. Click on Account transactions in the Business reports section 

2. Ensure that All is selected for the Transaction type 

3. Set the dates for the backup period you require 

4. Click on Expand all to expand the row for every account. 

 

5. Click on Export then select the required format, Excel or PDF, to download 
the report. 

 
Example AccountTransactionsReport.xls 

 

Expand all 
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Customer Transactions Report 

1. Click on tab Reporting  Reports 

2. Click on Customer transactions in the Sales reports section 

3. Set the dates for the period you wish to back up. 

4. Click on the drop arrow to expand the row for each customer. 

 

5. Click on Export then select the required format, Excel or PDF, to 
download the report. 

 
Example CustomerTransactionsReport.xls 

 

Click here to 
expand each row 
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Contact Details 

1. Click on Contacts in the Business reports section 

2. Ensure the Contact type selected is All 

3. Click on Export then select the required format, Excel or PDF, to download 
the report. 

 
Example Contacts PDF report 

 

 

Frequency of Backup and Storage of Exported Files 

As with traditional back up files the business must have procedures defining how 
the MYOB Business data is stored, for example to: 

• a cloud-based storage facility such as Dropbox 

• on a company laptop or a USB stick which is kept in a secure place away 
from the business premises 

 
Procedures also need to define how often backups are taken, for example weekly. 

 


