MYOB Invoicing Setup

9 CAPITAL GUARDIANS

0 ConnectMYOB

1.1 Login to Capital Guardians
1.2 Select Batch
1.3 Select Upload

1.4 Select Connect with MYOB to be
directed to the MYOB API site

1.5 Logonto MYOB

@ wmatch Billing ID & ContactID
2.1 In Capital Guardians, select Accounts

2.2 Review the Billing ID

Tip: The Billing ID is by default the NDIS ID
or Aged Care ID in Capital Guardians. You
can Edit to your own Billing ID if needed

2.3 In MYOB, create or edit a Contact/Profile

2.4 Update the ContactID/Card ID field to
match the Billing ID from the Capital
Guardians platform

2.5 Select Save/OK
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9 CAPITAL GUARDIANS

9 Invoice Setup/Select Item

3.1 Select Services and items in the Field layout setting
3.2 Selectitem or Create item in the Item ID field

3.3 (NDIS Providers Only) Include NDIS Support ltem Number in the
Item ID field, in the same format outlined in the
NDIS Support Catalogue (e.g. 01_012_0107_1_1)

(4] Complete & Save Invoice

4.0 Complete and Save the invoice in MYOB

Note: The invoice will be automatically uploaded in
Capital Guardians in 15+ mins, between 9am -5pm (AET).

You can Login to Capital Guardians to check the
status of the invoice via the Transaction Menu.

Tax inclusive
o Tax exclusive (“
®[3.1 )Field layout
N—rt Services
Item ID Description Category * (®© Unit ® No of units Unit price Discount (%) Amount (S) * Job Tax code * '
© services and items
(3_3) 01.012_010711 Assistance With Self- 4-2200 Servicef Vv 1 145.44 0.00 14544 v FRE V
Care Activities -
Standard
01.012_0107.11
® Create item Save as default
Subtotal $145.44
v
Freight (S) Set up freight category
Tax $0.00
Total $145.44
Amount paid $0.00
Balance due $145.44
Delete Record payment View PDF Email invoice Save as recurring Cancel Save and... v ave (X4



https://www.ndis.gov.au/providers/pricing-arrangements
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