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With Solo by MYOB, the admin app for sole operators, you can make the 
boring bits bite-sized. Business admin? That’s our day job, not yours. 
Quoting, invoicing, banking, payments, expenses and reports to make 
tax time a breeze, all in one tidy little app. Here’s how to get rolling.

1 Sign up to Solo (on the web)

Head to solobymyob.com and subscribe to Solo. 


Name. Email. Password. Done.


Add your business name.


Set up two-factor authentication, and boom – you're officially good to go.   Scan to buy Solo 
by MYOB

2 Download the Solo app

Download the Solo by MYOB app from the App Store or Google Play 
(Australia only).  


Sign in with your new Solo deets. 


Follow the prompts, and tell us who you are (ABN, GST, the usual drill).  
Check your details
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Tip: Keep auto-updates on. We drop new features faster than your 
lost invoice got paid.


Tip: Need to tweak your plan? Jump into My Account using your 
Solo login deets.

These are your ABN details from the 
Australian Business Register.

ABN 23 243 423 423

Legal entity name Felicity Enterprises

GST Registered for GST

Business type Sole Trader

No password, no worries.


Skip the hassle, save time, and make login easier by using Face ID, Touch ID 
or set up a 6-digit passcode. Every second counts.  


👉 Tap More > App settings > Face ID or Solo Passcode.



More Solo support


👉 Hit the ? Icon in the top right corner if things get weird. Solo’s got your back. 


👉 Tap More > Chat with us for someone who speaks fluent small-business.  


👉 Pop into the Solo Community to see how other one-person powerhouses 
are doing it. Tap More > Community forum.

Hey, Sole Operator

Life looks 
good with 
less admin
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https://www.myob.com/au/products/solo
https://apps.apple.com/au/app/solo-by-myob-invoice-expense/id6502329894
https://play.google.com/store/apps/details?id=com.myob.solo.android&pcampaignid=web_share
https://myaccount.myob.com/account


3 Sort your banking, 
Solo-style

Open a Solo Money account or connect up to two bank accounts and your 
transactions will flow straight in.


👉 Tap Home, follow the prompts, and get banking set up with Solo as step one.

Open a Solo Money account*


Your built-in business bank 
account, where you can watch 
your balance and transactions 
appear in near real-time. It 
ensures you keep business and 
personal money separate.


Order your Solo Mastercard debit 
card and add it to your Apple Pay 
or Google Wallet.

Your bank 🤝 Solo  


Connect up to two accounts to Solo. 
(Just check your bank in on the 
compatible list first). 


Once your bank is connected and 
you've got at least one new 
transaction, Solo starts pulling  
data automatically.

Quick actions

Create 
quoteCapture 

expense

Create 
invoice

More

Tip: If you’ve got Solo Money and/or connected accounts, you’ll see every 
transaction lined up in Action hub > Transactions to review. It’s as simple 
as scroll, match, confirm, and all tracked for tax time.

*Solo Money accounts are issued by Great Southern Bank, 
a business name of Credit Union Australia Ltd  
(ABN 44 087650 959, AFSL and ACL 238317).

Quick actio
ns

Cre
ate 

quote

Captu
re

 

expense

M
ore

Cre
ate 

in
voice
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https://www.myob.com/au/support/solo/connected-accounts/check-if-your-bank-is-compatible-with-solo
https://www.myob.com/au/support/solo/connected-accounts/check-if-your-bank-is-compatible-with-solo


4 Choose how you want to get paid

Money in beats money out, and Solo’s got all the ways to get paid. By adding payment 
options to every invoice, customers can pay you before the dreaded follow-up. With flexi 
payments, everyone wins.  


Add your BSB & Account details and PayID. 
Using Solo Money? Nice one. That account automatically lands on your invoices. Easy.


Apply for payments with one quick form, for two slick ways to get paid. 

👉 Start getting paid the easy way. Go to Money in to apply for payments in Solo.

Tap to pay* – in-person payments right on your phone. No reader. No cables.  
Just create an invoice and it’s tap, charge, cha-ching. 


Online payments** – cards, Apple Pay, Google Pay, BPAY, PayPal – all the fancy ways 
your customers send you the sweet stuff (and it makes you look profesh).


Every time a payment comes through, Solo automatically ticks it off, handles the GST, 
sorts the fees, and logs it for tax. You just kick back and watch your payments roll in.


Payments your 
way (and theirs)

In person? Tap that

With Tap to Pay your phone's all you need. 
Cards, phones, smart watches – done.

Tap to Pay works on most phones running Android 11 or later.

Online? Click that

Stack your invoices with payment choices. 
Cards, Apple Pay, digital wallets, even BPAY.

Enable now

How payments work

Tip: Want to fire up Tap to Pay? Learn how to set it up here.  

*Applications for Tap to Pay are subject to approval. Fees apply: $0.30 per transaction + 1.6% of the total invoice. Fees are inclusive of GST. 
 View terms and conditions here.  
  
**Applications for online payments are subject to approval. Fees apply: $0.25 per transaction + 1.8% of total invoice. If also choose to 
enable BPAY, you cannot pass on a surcharge to customers who pay via BPAY. View terms and conditions here.
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5 Win more work on the 
spot with Quotes

Quote

Accepted

$225.00
Total

Send professional quotes on-the-go, so customers can say yes on-the-spot.

👉 Tap Home > Create quote

Alexandria Hernandez
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Quote

Accepted

Choose your customer, or tap + to add a new one.


Set your quote terms, pick how long it's valid for, and update the quote  
number if you need to.


Add the products or services you're quoting for, then throw in a discount if  
you're feeling generous.


Add notes or attachments to make it crystal clear what's included (and what isn't).  
No surprises, just happy customers.


Looking good? Tap Save and your quote is ready to roll.

Quote details

Quote number

Issue date

Attachments are not copied to converted invoices.

Convert to invoice
We’ll copy all quote details into an 
invoice so you can send it and get paid.

Quote details

Quote number

Issue date

pir date

Preview 
quote

We’ll copy all quote details into an 
invoice so you can send it and get paid.

Send 
quote

More

0000001809

Convert to invoice

Attachments are not copied to converted invoices.

$225.00
Total

Alexandria Hernandez

12 Mar 20250000001809

12 Apr 2025

12 Mar 2025

More

Tip: Send your quote by email if you've added attachments.  
That way, your customer gets everything they need in one place.

pir date 12 Apr 2025

Stay on top of your quotes


👉 Tap [...] More.  Mark your quote as 
accepted or rejected. No guesswork, 
just a clear view of what's happening.

From quote to invoice – without the copy and paste


Once your customer says "Let's do it!", turn your quote 
into an invoice in a tap. Less admin, more getting paid.


👉 Tap Convert to invoice.
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https://www.myob.com/au/support/solo/tap-to-pay/use-tap-to-pay
https://www.myob.com/au/legal/tap-to-pay-terms
https://www.myob.com/au/legal/myob-invoicing-service-terms


6 Invoice like a legend

When you create your first invoice, Solo will guide you from A to Z: logo, prices, tax,  
how you want to get paid and notes. We’ll steer. You drive.


👉 Tap Home > Create invoice


Details for the invoice (tick these off):


Customer details: Add the name + an email or phone number to send  
the invoice. 


Payment terms: Set due date, invoice number, and turn on payment reminders  
(future-you will thank you). 


What you sold: add items or services, with quantity and price (round up the  
cents if you’re feeling bold). 


And you’re set. 


Email, SMS, or WhatsApp, pick your poison and send it off straight from Solo.  
We’ll auto-fill the rest (date, business details, invoice number) so it looks sharp every time.  

Tip: Want to change your payment preferences? Go to  More > Invoice settings > Payment settings.


Tip: Set up your items, services and customers once. Solo remembers, so you don’t have to. 

Items or services for forever-use. 👉 Tap More > Items and services.  
Add and edit customers with a click. 👉 Tap More > Customers and suppliers.

7 Track spending in a snap

👉 Tap Home > Create expense


Snap it. Sort it. Done. 


Take a photo of your receipt in Solo or upload a PDF/image of a business 
expense or tax invoice. 


Solo reads it for you with amount, date, and supplier auto-filled.  
Bye bye, admin.  


You can also plan for unpaid expenses, like insurance or subscriptions,  
so you’re not ambushed later.


Smart categories, zero confusion. 


Solo tracks money in and out and suggests categories built for sole operators.  
Tweak it to fit your business world: 👉 Tap More > Categories.  

Cancel

Document found. Remain steady.

Tip: Solo remembers your regulars. For repeat buys add the supplier, 
ABN, and expense category (e.g., Officeworks > Printing & stationery).  
Next time, Solo sees Officeworks and categorises it for you. Auto-admin 
on tap. To set up suppliers tap More > Customers and suppliers.


Tip: To claim GST on purchases over $82.50 (including GST), you’ll need 
a valid tax invoice from your supplier.

Auto Manual

If our suggested match is not right, match or categorise 
the transaction manually instead.

This bank transaction

+$800.00

Matches these records

Anton Kimred
$400.00

Invoice

Anton Kimred
$400.00

Invoice

Osko payment from  
Anton Kimred 
General Business Incomings
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Review transaction

on firm matc
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8 Run your day the Solo way

Home’s where the magic happens. Invoices, expenses, customers, all just a tap away.  
Use Quick actions to fire off the boring bits so you can get back to the good stuff.

Tip: If you have been approved for Tap to Pay*, you can Take payment straight from the Home 
screen. An invoice is automatically created & marked as paid when you take payment.  

Action hub 
Your daily to-do’s sorted by your Solo assistant.  

👉 Transactions to review  
If you have Solo Money or you've connected 
accounts, you will see transactions you need  
to review in date/time order, ready for review.  

This is Solo AI’s moment. It matches your invoices, 
receipts you’ve snapped, or the category it  
thinks you were aiming for. Happy with the 
match? Hit Confirm. If not, tap Manual to steer  
it in the right direction.   

Dropped $50 at Officeworks? Solo will smart-
match this bank transaction to the $50 
expense you snapped in Solo, and suggests 
Printing & stationary. You tap review and 
confirm. Admin done! 
  
👉 Overdue invoices  
See the unpaid wall-of-shame in one spot.  
Turn on automatic invoice reminders so Solo  
can handle the chasing. 

Cashflow 
Keep the stress low with healthy cash 
flow. Solo shows your money in vs money out 
in a simple graph so you can spot patterns, 
plan ahead, and keep things calm.  

Adjust the date range to see the last three 
months or zoom out further. 


What you see includes GST and excludes 
the stragglers (unpaid or unmatched stuff). 

Quick actions

Capture 
expense

Create 
quote

Create 
invoice

More

9 Tax time = relax time.  
(Solo keeps receipts)

You don’t have to turn into a human stress ball at tax time. Start with Solo and 
stay compliant from day one. No panic, no midnight Googling. Just cool, easy, 
compliant taxes.


Solo sorts all your GST for you and lines it up neatly, ready for you to lodge in 
the ATO portal. 


Want to see how things are tracking? Tap More >Reports in the app.


Wondering who owes who (you or the ATO)? Boss your BAS with simple GST-
ready reports with Solo. Just tap More > Reports in the app.  


Got an accountant or bookkeeper in your corner? Give them shared access 
so they can jump in, tweak, tidy, or add records without you lifting a finger. 
Tap More > Share access in the app.  


Reports

Profit and loss
Shows how much money you’re making or 
losing. Also known as an income statement.

GST report
Shows the GST collected and paid for each tax 
code and transaction.

image to be supplied

GST return
Shows the GST you need to pay or will get 
back. Copy the values into your business 
activity statement.

Transaction list
Lists transactions by category. Also known as a 
general ledger or chart of accounts.

Taxable payments annual report (TPAR)
Shows payments made to selected suppliers. 
Lodge with the ATO.

9:41
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https://www.myob.com/au/support/solo/money-in/send-an-invoice?productview=Browser#send-automatic-payment-reminders-to-a-customer
https://www.myob.com/au/support/solo/share-access/invite-accountant-bookkeeper

