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 MYOB AccountRight - Exporting Payroll Records 
 

Should Gallagher Bassett request wage information for an injured employee and you are using MYOB AccountRight, you can 

display the employee’s payroll records and export them to excel; or email them to Gallagher Bassett as an excel document, 

directly from MYOB AccountRight. 

To do this, run the earnings report for the employee for the 12 months preceding the date of injury. This will need to be 

broken down into weekly pay periods, and include all fields relating payments made to the employee, including base earnings, 

overtime earnings, allowances, penalty rates, sick leave, annual leave, lump sum payments etc.  If available, please provide 

hours worked each week for all of the above components. 

 

NOTE: If your employee has not worked with your company for 12 months, please speak to the Eligibility Officer about other 
options for providing payroll information. 

 

To Display a Report  

1. Go to the Reports > Index to Reports.  

2. Click the Payroll tab. A list of report headings appears. 

  

The Return to Work Act 2014 

 

Section 5—Average weekly earnings 
(1)  Subject to this section, the average weekly earnings of an injured worker is the average weekly 

amount that the worker earned during the period of 12 months preceding the relevant date in 

relevant employment. 

(16) For the purposes of this section –  

(a)  a reference to the relevant date is a reference to the date on which the relevant injury occurs; 
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3. Click the required report group and then click the report you want to display.  We recommend the following report: 

Name Description 

Payroll Activity [Detail] 

report 

For the selected date range, this report lists the detail of the wages, taxes, deductions, and 

employer expenses for each selected employee. 

The report displays only transactions that were entered in windows to which your user ID 

allows access. 

The data in this report is based only on payroll transactions; it is not affected by any 

information you enter in the Card Information window - Payroll Details view - Pay History. 

4. Enter the date range you want for the report.  

5. Click Display Report. The Report window appears. 

You can now email the report straight to Gallagher Bassett or export the report to Excel. 

 

To Email the Report Directly To Gallagher Bassett 

1. From the Display Report window, go to File > Send. 

2. Select the Excel option from the list 

 

3. This will open your email client and attach the document to a new email.  Please send this email to FaxBCO@gb.rtwsa.com  
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To Export the Report to Excel 

1. From the Display Report window, go to File > Export. 

2. Select the Excel option from the list 

 

3. If available, select the Excel option from the list.  If not available, please select either the CSV or TSV option. 

4. Depending on the report format you chose: 

 The Export report as window appears. Specify the file name and location, and then click Save. 

 The report is displayed in the selected program (such as Excel). Save the report in the program as you normally 

would. 

 

Exporting Data 

1. Go to File menu > Import/Export Assistant > Export Data > Next. 

2. Select the type of data you want to export from the Export list. If additional options appear in this window, you can 

complete them to filter the data that will be exported. Click “Next”. 

NOTE: When you export timesheets, only the entries that don’t have activity slips associated with them are included. You 

must export activity slips to complete the process. 

3. Ensure data is separated by tabs and the first row is a Header row. Click “Next”. 
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4. Choose the fields you want to export and the order in which you want to export them. To do this, click on the first field 

you want to export in the Available Fields column and click “Add”. The field name will appear in the Fields to Export 

column.  

 If you want to export all the fields, click “Add All”. 

 If you want to remove a field from Fields to Export, click its name and then click “Remove”.  

NOTE: When you export data, certain data fields must have valid matching fields in the target software.  

 If a field has an asterisk (*) next to it, you must select a matching field to it.  

 If two fields have a caret (^) next to them, you must select a matching field to one or both fields. 

5. Repeat step 4 for each field you want to export. 

6. When you've selected the fields, click “Export”. 

7. Save the file to your computer via the “Save As” window that appears. 

 The data is exported and saved as a text file. 

8. When the data has finished exporting, click “Close”. 

 

Further assistance can be found at the MYOB website - https://www.myob.com/au/support 

 

https://www.myob.com/au/support

