Each account in your Chart of Accounts must have a default tax rate specified.

When an account is used in a transaction, such as an invoice or journal entry, the default tax rate
will be automatically populated when the account is selected.

The tax rate can also be changed at the time of transaction, using a drop down list.

In this exercise you will edit a tax rate for an account.

EXERCISE 3.3

Julie’s Flowers has received advice that there is no GST applicable for the Loss on Asset Disposal
Expense and that this account should be excluded from BAS calculations.

Info: this doesn’t mean that all asset disposals are treated as BAS excluded
under Australian GST laws. However in this case, the account is used to record
the net loss on the disposal, and not the proceeds from sale and applicable GST
collected with sale.

77

1. Click on Settings > Chart of Accounts
2. Select the account 495 - Loss on Asset Disposal
3. Use the Tax drop-down list to change the tax rate from GST on Expenses to BAS Excluded.

4. Click save.
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Edit Account Details

Account Type
Expense .2
Code
A unique code/number for this account (limited to 10 characters)
495
Name
A short title for this account (limited to 150 characters)
Loss on Asset Disposal

Description (optional)
A description of how this account should be used

Tax

The default tax setting for this account
BAS Excluded | =

[ show on Dashboard Watchlist

"I show in Expense Claims

| |Enable payments to this account

How account types affect your reports

Profit & Loss Balance Sheet

Income Current Assets
Revenue Current Assets
Sales Inventory

Less Cost of Sales Propayments
Direct Costs Plus Bank

Bank Accounts

Plus Fixed Assets
Fixed Assets

GROSS PROFIT

Plus Other Income

Other Income
Plus Non-current Assets
Less Expenses Non-current Assets
Expenses
Depraciation TOTAL ASSETS
Overheads Less Current Liabilities
NET PROFIT Current Liabilities
Less Non-current Liabilities
Liabilities
Non-current Liabilities
NET ASSETS
Equity
Equity

Plus Net Profit
TOTAL EQUITY

You can also modify where accounts appear in your reports
using Customised Report Layouts

Check your progress

Skills

Complete

Import a Chart of Accounts into Julie’s Flowers, in accordance with
organisation requirements

Edit an account (420 - Staff Entertainment) manually

Delete an account (494 - Travel International) manually

Edit a tax rate for an account (495 - Loss on Asset Disposal)
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Notes
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4 Bank Accounts

Learning Outcomes

By the end of this module, you will be able to:

- understand the bank feed process
- add a bank account
- manually update conversion balances

- import bank transactions
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BANK ACCOUNTS

Banking in Xero

When you add bank accounts to your organisation, you’re able to view your banking activity, and
reconcile bank statement entries with transactions recorded in Xero.

When you add a bank account, it is automatically added to your Chart of Accounts. It will be
assigned the account type Bank Account, under the Asset class.

A bank feed can be set up for each of your bank accounts. It’s recommended to set up a bank
feed, as once setup, it will automatically import account transactions into Xero from your bank or
other financial institution. Alternatively, you are able to import transactions via a CSV, OFX or QIF
file downloaded from a bank’s online banking platform.

Bank accounts automatically appear on the dashboard to view and manage. You are also be able
to view your bank accounts under Accounts > Bank Accounts.

From this page, you can opt to hide particular accounts from the dashboard and change the
order in which they appear. You are also able to see a snapshot of your bank account balances
over time.

:= Demo Company (AU) Julie Flowers ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings Q (7)

Bank Accounts

Connect your bank account to Xero so transactions flow in automatically

Watch how to add and connect bank and credit card accounts

See our step-by-step guide to adding a bank account in Xero

Add Bank Account Transfer Money D Bank Rules D Uncoded Statement Lines
What's this? (=)
3‘;5239152534?;3'( Account [ bankwest | %] Manage Account v

4,242.62

Statement Balance /_‘\J_\ ’_/—/—\_/—\
20 Sep 2016 pm B
(2,151.58)

Balance in Xero

i Reconcile 28 items i April May June July August September

Show account on Dashboard ~ Change order |« -
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Adding Bank Accounts

EXERCISE 4.1

In this exercise, you will add two bank accounts to the Julie’s Flowers organisation.

1. Starting from Accounts > Bank Accounts
2. Click on the button + Add Bank Account 3 Add Bank Account

3. Enter ‘NAB’ under the field Find your Bank

i= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7)

Add Bank Accounts

Find your bank

NAB|

1 Result in Australia

National Australia Bank NAB (AU)
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4. Click on the result National Australia Bank NAB (AU).

i= Julie’s Flowers

Julie Flowers ~

Dashboard Accounts Payroll Reports

Contacts Settings

aQa @
Add Bank Accounts

Enter your National Australia Bank NAB (AU) account details

Account Name
Account Type

+ Add another National Australia Bank NAB (AU) account

Back

Looking for help? Try our Help Centre

5. Enter the following information into the fields:

Field Information

Account Name Business Bank Account

Account Type Everyday (day-to-day)
Account Number (BSB) 123456
Account Number 123456

Leave I’'ve set up batch payments unticked.

6. Click “+ Add another National Australia Bank NAB (AU) account’
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i= Julie’s Flowers

Dashboard Accounts Payroll

Julie Flowers ~

Back

Reports Contacts Settings

Add Bank Accounts

Enter your National Australia Bank NAB (AU) account details

Account Name = Business Bank Account
Account Type  Everyday (day-to-day)

Account Number ~ 123-456 123456 AUD

~ I've set up batch payments

+ Add another National Australia Bank NAB (AU) account

Looking for help? Try our Help Centre

Qa o

7.  Enter the following information into the fields:

Field

Information

Account Name

Business Savings Account

Account Type

Everyday (day-to-day)

Account Number (BSB) 123456

Account Number

789101
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Enter your National Australia Bank NAB (AU) account details

Account Name

Account Type

Account Number

Account Name

Account Type

Account Number

Remove
Business Bank Account
Everyday (day-to-day)
AUD

123-456 123456

I've set up batch payments

Remove
Business Savings Account
Everyday (day-to-day)
123-456

7891011 AUD

" I've set up batch payments

+ Add another National Australia Bank NAB (AU) account

Back

Looking for help? Try our Help Centre

8. Click on Continue

0.
added and are ready to use.

= Julie’s Flowers

Dashboard Accounts Payroll

Reports

Contacts Settings

Select the Dashboard tab, and you will see that the two bank accounts have now been

Julie Flowers ~

aQa @

Julie’s Flowers

Business Bank Account
123-456-123456

Get Bank Feeds

or manually import a statement

Business Savings Acc...
123-456-7891011

Get Bank Feeds

or manually import a statement

Track your cashflow

See how much cash your business has
and make sure it can cover upcoming bills.

Manage Account watchlist

Statement balance 0.00 Account This month YTD
Staff Entertainment (420) 0.00 0.00
Add your first invoice T
m Manage Send beautiful, customisable invoices to ~
your clients and receive payments online. —_—
Statement balance 0.00 7‘

New sales invoice

Add your first bill

See upcoming bills and planned payment

dates so there are no surprises.

2 [ o i |

Your last login: 1 day ago from Australia
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Bank Account Conversion Balances

As with other accounts in the Chart of Accounts, the bank account balance as of the conversion
date must be recorded.

The conversion balance will serve as the starting point from which Xero will calculate the future
balance of the bank account, as money is spent or received.

EXERCISE 4.2

In this exercise, you will set the conversion balances for the Julie’s Flowers organisation’s two
bank accounts.

1. Go to Settings > General Settings > Conversion Balances

= Julie's Flowers Julie Rose ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings ] Q 0

General Settings >

Conversion Balances

Add Comparative Balances Conversion Date

1 Jul 2015 - 30 Jun 2016

0 Starting with the right numbers Get more help

Account Debit Credit

What's this? v
| F2

1. Enter bank balances as they were on this date v

Show all accounts Remove zero balances
Add a new line

2. Enter total outstanding invoices on this date v
Total Debits 0.00 Total Credits 0.00

3. Enter total outstanding bills on this date v
Adjustments
This accounts for the difference between debits and credits and for FX gains and losses

4. Enter any other balances v
| Lock balances at 30 Jun 2016 5. Confirm v

Locking ensures no accidental edits to balances or transactions are made before this date.
Only users with Adviser roles will be able to make any changes. Read more

2. Add two lines using the add line button

3. Add the following details into the new lines:
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Account (row 1) Business Bank Account

Account (row 2) Business Savings Account

4. For the Business Bank Account (row 1), enter 3000 into the debit column

5. or the Business Savings Account (row 2), enter 10000 into the debit column

:= Julie's Flowers Julie Rose ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings ] Q (7]

General Settings >

Conversion Balances

Add C ative Bal @ conversion Date

1 Jul 2015 - 30 Jun 2016

9 Starting with the right numbers Get more help
Account Debit Credit
Business Bank Account 3,000.00 What's this? v
Business Savings Account 10,000.00 :
1. Enter bank balances as they were on this date v
_ Show all accounts Remove zero balances
Add a new line
2. Enter total outstanding invoices on this date v
Total Debits 13,000.00 Total Credits 0.00
3. Enter total outstanding bills on this date v
Adjustments 13,000.00
This accounts for the difference between debits and credits and for FX gains and
losses 4. Enter any other balances v
5. Confirm v

|| Lock balances at 30 Jun 2016

Locking ensures no accidental edits to balances or transactions are made before this date.
Only users with Adviser roles will be able to make any changes. Read more

T

6. Click save to update the conversion balances for these two bank accounts.

You will see a dialogue box confirming that the conversion balances have been saved.

o Balances saved for period 1 Jul 2015 - 29 Feb 2016.
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Important: entering values in the debit column will record a positive conversion
balance for the bank account. If the bank account had a negative balance this
would be entered into the credit column.

The below graphics are a reference for the Accounting Equation, and how this
affects account movements:

Accounting Equation

Assets = Liabilities + Equity
Debits Credits Debits Credits Debits Credits
Increase Decrease Decrease Increase Decrease Increase

1 Assets increase

t Expenses increase
Liabilities decrease
Owners equity decreases
Revenue decreases

t Liabilities increase
1 Owners equity increases

CrEdit 1t Revenue increases

Assets decrease
Expenses decreases

Automatic Bank Feeds

Once a bank account is added to the organisation, you can link the account to a bank feed.

Bank feeds require a one-off setup process, and once completed, transactions will be imported
into the bank account in the organisation going forward. Some bank feeds will begin immediately,
and others can take up to 10 days to become activated.
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Once the transactions arrive into the bank account, they will show as outstanding items to

be reconciled. The account will display a button saying ‘Reconcile x items’ (see below). The
frequency of import differs from bank to bank, but generally transactions are updated in Xero on
a daily basis.

:= Demo Company (AU)

Dashboard Accounts Payroll Reports Adviser Co

Demo Company (AU)

Business Bank Account :
306-234-12345678

. : Balance in Xero  (2,151.58)
Reconcile 28 items

Statement balance (15 Mar) 4,242 62

OR0i0oto oo C © HONOH00N0S0S0—010"0

26 Feb 5 Mar 12 Mar 19 Mar

You won'’t be setting up a bank feed during this course, as it requires a real bank account and real
transactions.

For more information about setting up a bank feed, please see the Xero help centre for more
information: https://help.xero.com/au/BankFeeds

TTTJ] Teachers Note: most bank accounts will be serviced by a bank feed. If no feed
is available directly from the institution, then a third party (Yodlee) can host
the feed. Paypal accounts can be added as bank accounts and bank feeds from
Paypal are available
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Importing Bank Transactions

If no bank feed is available, or if you require historical transactions to be imported into the bank
account, then you are able to import bank transactions in bulk via a CSV file.

Other file types accepted are OFX and QIF files. These file types should be available for download
from your online banking platform.

EXERCISE 4.3

In this exercise you will import a CSV file containing transaction data into the Business Bank
Account that you added to the Julie’s Flowers organisation earlier. If you haven’t already, you will
need to download the exercise files. Refer to the Quickstart Guide at the start of this manual and
navigate to the URL to access the files.

1. Refer to the exercise files that accompany this workbook, you will need the bank import
file, ‘Bank Statement - Julies Flowers - Jul 16.csv’, download this file and save it somewhere
accessible on your computer.

2. Starting on the Dashboard, click on the Manage Account button

e

Business Bank Account m
081-234-123456

3. Under the reconcile column in the pop up menu, select Import a Statement

Find New Reconcile BankFeeds
Account Transactions Spend Money Reconcile Account Get bank feeds
Bank Statements Receive Money Bank Rules View Status Updates
Transfer Money Reconciliation Report
Import a Statement
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:= Julie’s Flowers

Dashboard Accounts Contacts

Payroll

Reports Settings

Julie Flowers ~

aQa e

Bank Accounts > Business Bank Account >

Import Bank Transactions

Follow these steps to import your transactions

1. Inanew window, go to your bank web site. File formats YOLicAl import
Format Find out more

z your bank File type must be OFX, QIF or CSV OFX{(racommended) OFX help
QIF QIF help
Ccsv CSV help

3. Upload the bank statement file here...

Download our CSV template to create your own bank statement file.

Browse No file selected

N

Import a maximum of 1000 bank statement lines at a time.

4. Click on the Browse button Browse

5. This will bring up the option to select the file, select Bank Statement - Julies Flowers -

Jul 16.csv from your computer. Click Open.

(< 2 Bom = ® Blue s

Favorites Today ~  Date Modified
E Al My Files B Bank Statement - Julies Flowers - Jul 16 @ Yesterday, 4:15 pm
& iCloud Drive

#3; Applications
#X Google Drive

Desktop
[§ Documents
0 Downloads

Devices

@ Remote Disc

] a

Size

295 bytes

Q Search @
Kind

Comm...t (.csv)

Shared
@ All..
Tags “ melissa.keenan > [#) Downloads > @: Bank Statement - Julies Flowers - Jul 16
Format:  All Files B
Options Cancel Open
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:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7]

Bank Accounts > Business Bank Account >

Import Bank Transactions

Follow these steps to import your transactions

1. Inanew window, go to your bank web site. File formats youcan |mport

Format Find out more
2. your bank File type must be OFX, QIF or CSV. OFX (recommended) OFX help

QIF QIF help

csv CSV help

3. Upload the bank statement file here...
Download our CSV template to create your own bank statement file.
Browse Bank Statement - Julies Flowers.csv

S

Import a maximum of 1000 bank statement lines at a time.

6. Click on Import m

The next screen allows you to assign the columns in the CSV file to the fields in Xero using
drop down lists. OFX and QIF files don’t require this task and will be mapped automatically.

The only compulsory fields that are required for the import to succeed are ‘Date’ and
‘Amount’, however you are able to assign a number of other fields if they are included in the
file. These are:

- Payee

- Description

Reference

Transaction Type

- Cheque Number

Account Code
- Tax Type

- Analysis

You will now use the drop down lists to select the correct fields in Xero, and match to the
statement lines in the CSV.

7. Select Transaction Date for the Date row (01/07/2016) in the CSV
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8. Select Transaction Amount for the Amount row (600) in the CSV

9. Select Payee for the Payee row (ABC Furniture) in the CSV

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7}

Bank Accounts > Business Bank Account >

Statement Import Options

Statement lines imported from your file... Based on the statement line options you have assigned...
- : & Transaction Date 1Jul 2016
Statement line 1 of 10 < Previous Next >
& Transaction Amount 600
Statement data... Assign to...
; & Payee ABC Furniture
Date 01/07/16 Transaction Date
Amount 600 Transaction Amount A\ Description
Payee ABC Furniture Payee A Reference

A\ Transaction Type
A\ Cheque No.
A\ Account Code

A Tax Type

e — A Analysis Code
Cancel

Statement line as it will appear in Xero...

Don't import the first line because they are column headings

1Jul 2016 Credit 600.00
ABC Furniture

10. Once you're finished mapping the columns to the correct fields, you can click save to
complete the import.

A dialogue box will appear to confirm if the import is successful, and will show how many
statement lines were imported. Click OK to be taken to the bank reconciliation screen. You
will perform the bank reconciliation later in this course. Don’t try to do it now as you won’t
get the full benefits of how Xero’s bank reconciliation works to automatically match bank
statement lines with transactions created in Xero.

Import Results

10 statement lines were imported. 0 were duplicates..
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i= Julie’s Flowers Julie Flowers ~

< 1
Dashboard Accounts Payroll Reports Contacts Settings [\ 9 Q o
Bank Accounts >
Business Bank Account v 123456123456
(3,380.00) 3,000.00 160t 2016 yanage Account v
Statement Balance Balance in Xero Reconciliation Report
What's this?
Automatic bank feeds are available for this account Get bank feeds
Reconcile (10) Bank statements Account transactions
What's this? |=
Review your bank statement lines... ...then match with your transactions in Xero
Spent ~ Received ~ Spent ~ Received ~
Create rule Match Create Transfer Discuss a Find & Match
1.Jul 2016 800:00 Who [ Name of the contact What | Choose the accoun v
ABC Furniture
Why | Enter a description
More
Tax Rate - Add details
Create rule Match Create Transfer Discuss a Find & Match
2Jul 2016 3,000.00 Who | Name of the contact What | Choose the account v
ABC Furniture
Why | Enter a description
More
Tax Rate - Add details

% Important: It is important to note that when importing a CSV file, Xero requires
that the amount column contain both money coming into and money going
out of the bank account. Some banks will provide a CSV file with two separate
columns for money coming in and out of the account. In these cases, some
manual consolidation in MS Excel (or other spreadsheet editing software) will
be required.

The first time you import and map a CSV file in Xero, your mapping will be
retained for future imports.

Check your progress

Skills Complete

Add two bank accounts for the Julie’s Flowers organisation: Business Bank
Account & Business Savings Account

Update the conversion balances for the two bank accounts

Import 10 bank statement lines into the Business Bank Account using a CSV
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Notes
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H Contacts

Learning Outcomes

By the end of this module, you will be able to:

. Create a contact
- view and work with contacts
. archive a contact

- edit an existing contact
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CONTACTS

Overview

Contacts in Xero stores all of an organisation’s contacts. A contact can be a customer, supplier
or both.

To view all Contacts, click on Contacts > All Contacts. As part of Module 2: Introduction to
Xero, contacts were imported using a CSV template.

You can see these contacts here:

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Settings

All Contacts

+ @ = a @

Contacts

Customers

Suppliers
Import Export Send statements Add contact

All 75 v No items selected Q, Searct Sort by Name

Customers 0
CONTACT EMAIL YOU OWE THEM THEY OWE YOU

Suppliers 0
132 Collins

Employees 0 03-3699876

Archived 0 7-Eleven - -

Groups New ABC Furniture

0800-124578 info@abfl.com o= o

No groups

Smart Lists New ABPA B B
Have purchased an item

Alan Williams il @ dd
T — skype: +123demo awilliams@someaddress. .. — -

Overdue > 7 days ASGARD - ~

Within an entry you can store generic information such as contact details, and also financial
details such as default accounts, tax rates, discounts and invoice due dates.

Once a contact is created, you can raise sales invoices, create purchase transactions or use a
combination of both, all for a single contact record.

You can view a detailed history of these transactions recorded for this contact under their
contact entry.
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:= Demo Company (AU)

Dashboard Accounts Payroll Reports Adviser Contacts Settings

Julie Flowers ~

aQa e

Contacts »

ABC Furniture

No bills awaiting payment vouowe 0.00
You usually pay in 7 days - View recent bills report
1 purchase order outstanding

ITEM ACTIVITY DATE v TOTAL

Purchase order awaiting payment - PO-
0006

20 Sep 2016, Ref: 711

Delivers 16 days ago 900.00

Money out over last 12 months

7k

0 Options Edit

Contact Details -

= Contact Person
Trish Rawlings

¥ info@abfl.com

. 0800- 124578

Financial Details

Default Currency  AUD Australian Dollar

You can also create a transaction for a particular contact, right from the contacts screen, by
using the New button at the top.

:= Demo Company (AU)

Dashboard Accounts Payroll Reports Adviser Contacts Settings
Contacts »
ABC Furniture
= ] 1
Sales invoice
) payment vou owe 0.00 Conta
Sales credit note - View recent bills report
2 Co
. - Trig
Repeating sales invoice
i infq
Quote pding
€, 080
Bill ACTIVITY DATE v TOTAL
Bill credit note liting payment - PO- i
Delivers 16 days ago 900.00 B Finan
1
Repeating bill Default
Purchase order
AL Auar acr 19 +h
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Creating a Contact

Here are some common ways of adding a contact:

- from the contacts tab
- when creating a transaction

- by importing a contacts CSV template

EXERCISE 5.1

Julie’s Flowers has acquired a new customer. In the following example, you are going to create a
contact entry for the customer Foxglove Studios.

:= Julie’s Flowers

Julie Flowers ~

Dashboard

1
Accounts Payroll Reports Contacts Settings = [\ Q (7]

All Contacts

Your last login: 21 Sep 2016 from Australia

Julie’s Flowers

Customers

Business Bank Account m Suppliers ount watchlist

123-456-123456

" . Balance in Xero 3,000.00 Account This month YTD
Reconcile 10 items
Statement balance (Oct 16) (3,380.00) Staff Entertainment (420) 0.00 0.00

Add your first invoice —

IS

Send beautiful, customisable invoices to
11 Sep 18 Sep 25 Sep 2 Oct your clients and receive payments online.

Automatic bank feeds are available for this account Get bank feeds

Business Savings Acc... Vanace Add your first bill
123-456-7891011 anage ﬁ

See upcoming bills and planned payment
dates so there are no surprises.

Get Bank Feeds Statement balance 10,000.00

or manually import a statement

1. Starting at the Dashboard, go to Contacts > All Contacts
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Julie’s Flowers

Julie Flowers ~

1
Dashboard Accounts Payroll Reports Contacts Settings o Y Q (7]
Contacts
Import Export Send statements Add contact
Al 75 v No items selected ij“ arct Sort by Name
Customers 0
CONTACT EMAIL YOU OWE THEM THEY OWE YOU
Suppliers 0
132 Collins
Employees 0 03-3699876
Archived 0 v Elavu o o
[{ N

Groups ey ABC Furniture info@abi
No groups 0800-124578 Info@ebilicom - -
Smart Lists N

e ABPA - =
Have purchased an item

AEIAVIIANS awilliams @someaddress.
. willi @ ress... — —

Outstanding > 30 days skype: +123demo
Ouerdie dawv

2. Click the Add contact button

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7]

Contacts >

Add Contact

Contact Information

Contact Name  [ompany name

Add account number

Primary Person First l
Email \ar 20 om

Add another person

Phone
Fax Countt Arez Numbe
Mobile

Direct dial Count Nur

3. Enter the following information for Foxglove Studios under the Contact Information section
into these selected fields:
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Field

Information

Note

Contact name

Foxglove Studios

Mandatory field

Primary person

Evan Bryers

Email evan@foxglove.com.au
Phone 61 03 237 3372
Website www.foxglove.com.au

Find address

(leave blank)

If you begin entering an address,
this function searches Whitepages
for an entry. Designed to save you

time filling out an address.

Postal address

7 Swanston Street

City / Town Melbourne
State / Region VIC

Postal / Zip 3000
Country Australia

Contacts >

Add Contact

Contact Information

Contact Name  Foxglove Studios

Add account number

Primary Person Evan Bryers

Email evan@foxglove.com.au

Add another person

Phone 61 03 237:3372

Fax

Mobile
Direct dial
Skype Name/Number

Website  http://www.foxglove.com.au
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Under Street Address, click Same as postal address

Street Address
Same as postal address

This will copy down the postal address to the street address fields. This will save you time if
the two addresses are the same.

Under the Financial Details section, enter the following into the selected fields:

Field

Information

Note

ABN

98111133334

Default sales GST

GST on Income

Defult purchases
GST

GST on Expenses

Although we are primarily setting
up this contact as a business we
sell to, we may also purchase from
this business in the future. To save
time later on it’s easy to set both
GST defaults during this setup.

Sales Discount %

10

Invoices Due Date

7, day(s) after the invoice date

Type 7, then use the drop down list
to select ‘day(s) after the invoice
date’
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Financial Details

Sales Settings {None)

Purchase Settings (None)

Tax 98111133334
GST Free Income

G5T Free Expenses

5. Click Save

This will take you to the new contact entry for Foxglove Studios.

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7}

Contacts »

Foxglove Studios

0 Foxglove Studios has been saved.
Edit Contact Add a New Contact

m B S S "

Contact Details
Track your cashflow with this contact

- © 2. Contact Person
See how much you spend and receive with this 4 )O Evan Bryers

contact on a monthly basis.

¥ evan@foxglove.com.au
Add an invoice or bill to get started.

. 61-03-237 3372

@ http://www.foxglove.com.au

Money and over last 12 months Q Postal Address
7 Swanston Street

TTJ] Teacher Note: if you have a number of contacts to add at once, using the CSV
template is an efficient way of creating or editing contacts in bulk. In Module 2 of
this course, you imported contacts into the Julie’s Flowers organisation.
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View and Work With Contacts

EXERCISE 5.2

In this example you will be using the Demo Company to view an existing contact’s details and
transaction history.

1. Navigate to My Xero > Demo Company (AU)

Julie Flowers ~

a e

xero UG > eports Contacts Settings

Julie's Flowers Your last login: 21 Sep 2016 from Australia

Manage Account watchlist

. " Balance in Xero 3,000.00 Account This month YTD
Reconcile 10 items . )
Statement balance (Oct 16) (3,380.00) Staff Entertainment (420) 0.00 0.00

Add your first invoice

Send beautiful, customisable invoices to
11 Sep 18 Sep 25 Sep 2 Oct your clients and receive payments online

Automatic bank feeds are available for this account Get bank feeds

: : Add your first bill
i s Ak 2 nab [NEUEES ; —h

See upcoming bills and planned payment
dates so there are no surprises.

Statement balance
Get Bank Feeds Statement balance  10,000.00

or manually import a statement

Add vour first exnense claim

2. Click on Contacts and select All Contacts

3. Scroll down to find the contact for Bayside Club, and click on the contact name to view

Bayside Club
Ridge Heights, Madeupville, 02-2024455, secretarybob@bsclub.co 130.00 234.00
skype: bayside577

From this screen you will see an overview of the transaction history for the Bayside Club.

You can see that the Bayside Club is both a customer and a supplier. Invoices and Bills that
are awaiting payment are shown along with a summary of activity.
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:= Demo Company (AU) Julie Flowers ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings Q (7)

Contacts »

Bayside Club

m ] Options v Edit

1 invoice awaiting payment Hey owe 234.00 - Contact Details

View recent invoices report

) Contact Person
Bob Partridge
ITEM ACTIVITY DATE v TOTAL

% secretarybob@bsclub.co
E Invoice awaiting payment - ORC1039

4 !
6 Oct 2016, Ref: GB1-White Due 240612018 23100 . 02- 2024455
. Fax
02- 2025566
1 bill awaiting payment vouowe 130.00
View recent bills report e Mobile
01- 7774455
ITEM ACTIVITY DATE v TOTAL t. Direct Dial
02- 2024418
E Bill awaifing payment Due 10 Oct 2016 130.00 :
30 Sep 2016 t, Skype
bayside577

@ Postal Address
Money in and out over last 12 months Attention: Club Secretary
P N Ray 3354

4. Toview a statement the Bayside club, click on the Options drop down and select
Send statement

5 Options Edit

Send statements
evowe 234.00 ~ Cont;

Merge
Cc
- TOTAL BC Archive

b= Secretarybob@bsclub.co

24 274 NN e

5. Select Activity from the statement type drop down list. Select the last six months using the
date drop down, and click update
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% Important: There are two types of statement to choose from:

« Outstanding statements show only what’s outstanding for the customer as
at a certain date. They don’t show fully paid invoices.

« Activity statements show all activity for that customer within your choice
of date range, including any fully paid invoices.

Statement Type

between [1Apr2016 || and [31 Octz016 ]~

:= Demo Company (AU)

Julie Flowers ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings Q (7]

Sales > Statements >

Statement for Bayside Club as at 31 Oct 2016

Statement Type

[ Activity | | between [1Apr2016 |+ | and [310ct2016 |~ |

%] Print PDF | <[ Email

To Statement Date
Bayside Club 31 Oct 2016
Attention: Club Secretary

P O Box 3354
South Mailing Centre
RIDGE HEIGHTS MADEUPVILLE MVL 6001

AUSTRALIA

Edit address
Date Activity Reference Due Date ice A t y I AUD
1 Apr 2016 Opening Balance 0.00
6 Oct 2016 Invoice #0RC1039 GB1-White 24 Oct 2016 234.00 234.00
BALANCE DUE 234.00

Contacts Page 87



Archive Contact

If you no longer interact with a customer or supplier, it’s good practice to archive that contact to
prevent transactions being recorded for them in the future.

EXERCISE 5.3

Remaining in the Demo Company, you will learn how to archive an existing contact.

1. Select Contacts > All Contacts

2. Using the search function at top of the All Contacts page, type in Port Phillip Freight

:= Demo Company (AU)

Julie Flowers ~

Dashboard Accounts Payroll Reports Adviser

Settings = Q (2]

Contacts
Import Export Send statements Add contact

All 75 v No items selected Port Phillip Freight Sort by Name
Customers 22

CONTACT EMAIL YOU OWE THEM THEY OWE YOU
Suppliers 22

Port Phillip Freight
Employees 0 03-3784141
Archived 0

3. Click on the Port Phillip Freight entry
CONTACT EMAIL YOU OWE THEM THEY OWE YOU

Port Phillip Freight
03-3784141
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:= Demo Company (AU) Julie Flowers  ~

Dashboard Accounts EVII Reports Adviser Contacts Settings Q (7)

Contacts »

Port Phillip Freight

“ ] Options  ~ Edit

No invoices awaiting payment Hey owe 0.00 Contact Details

They usually pay in 15 days - View recent invoices report

. 03-3784141

Money in over last 12 months Groups 1

o Support Clients (monthly)

Financial Details

Click 'Edit' to store the contact's default
financial settings, such as accounts, tax rates,
and due dates.

Activity Notes  Email Add a note

4. Under the options drop down in the top right, select archive

B Options ~ Edit

Send statements

tHey owe 0.00 Cont; 8
eport Merge
. 03
. Archive
Groups 1 =

5. A confirmation message will appear, click Archive
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Archive Contacts

Are you sure you want to archive Port Phillip Freight?

Important: Contacts can be deleted completely if they don’t have any
transactional history recorded.

Otherwise, you will need to use the archive function. An archived contact can be
restored at a later date.

Edit a Contact

In this exercise you will edit an existing contact to add additional details. 132 Collins are a
supplier of Julie’s Flowers.

EXERCISE 5.4

In this exercise, you will edit some financial details for the 132 Collins contact, to save some
defaults for more efficient entry of purchases.

1. Navigate to Julie’s Flowers and go to Contacts > All Contacts

2. Click on the 132 Collins contact
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:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7}

Contacts »

132 Collins

“ 0 Options v Edit

Contact Details -

Track your cashflow with this contact

©) ¢, 03-3699876
See how much you spend and receive with this 7 )
contact on a monthly basis. ©
Add an invoice or bill to get started. Financial Details a
Click 'Edit' to store the contact's default
financial settings, such as accounts, tax rates,
and due dates.
Money and over last 12 months
lick on the edit b in th igh et
3. Click on the edit button in the top right.

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts EV Reports Contacts Settings Q (7]

Contacts > View Contact >

Edit 132 Collins

Contact Information

Contact Name  [132 Collins

Add account number

Primary Person

Email é email.con
Add another person
Phone  Country 03 3699876 2
Fax Coun A Numb
Mobile

4. Scroll to the financial details section, under purchase settings select tax inclusive
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5. Under default account, enter 461 - Printing and Stationery

Sales Settings (None)

Purchase Settings Tax inclusive

461 - Printing & Stationery|

6. Under bills due date, enter 10 and select ‘day(s) after the bill date’.

Bills Due Date 10 day(s) after the bill date

Invoices Due Date ] of the following month

7. Click save to update the 132 Collins contact.

o 132 Collins has been saved.
Edit Contact Add a New Contact

You will return to the 132 Collins contact screen, with a confirmation dialogue that the
contact has been saved.
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Check your progress

Skills Complete

Add a new contact for Foxglove Studios in the Julie’s Flowers organisation

View a statement for the Bayside Club contact in the Demo Company

Archive the Port Phillip Freight contact in the Demo Company organisation

Edit the financial details for the 132 Collins contact in the Julie’s Flowers
organisation
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Notes
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o. Inventory

Learning Outcomes

By the end of this module, you will be able to:

- Add an untracked inventory item
- Add tracked inventory item

- Understand the basic use of an item
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INVENTORY

Inventory Items in Xero
If your organisation buys or sells a product or service, you can add these as Inventory Items.

At a minimum, you can use Inventory Items to save details about a product or service that you
buy or sell to allow for quick and consistent entry into your invoices or bills. You can also use
Inventory items to manage your organisation’s inventory on a deeper level.

Inventory in Xero is made up of your items, both tracked and untracked:

« Untracked Inventory: simply record the items and services you buy and sell to speed up
data entry when you enter invoices, bills and other transactions. Xero won’t keep a record
of the quantity and value of items on hand. Use untracked inventory if you don’t want to
manage and account for stock, or you wish to add services for quick entry.

« Tracked inventory: enter your items as tracked inventory items to manage and account
for your stock. After initial setup, when transactions using tracked items are entered, the
quantity and value of your stock will be updated. Only used for actual stock, not services.

You can use a combination of tracked and untracked items in your organisation.

To access inventory management, go to Accounts > Inventory.

Julie Flowers ~

:= Julie’s Flowers

Dashboard m Payroll Reports Contacts Settings + 4 &2 Q (7]

Bank Accounts

Inventor

SEIES

Import v

+ New ltem
Purchases

Inventory

Expense Claims !

Fixed Assets No items

+ New ltem

Inventory Page 96



Untracked Inventory

EXERCISE 6.1

In this exercise, you will add an untracked inventory item for a service that Julie’s Flowers offers.

1. Click on the + New Item button

New Item X

Item Code Item Name

]

This treats your item as a tracked inventory asset. Xero will record the quantity on
hand and prevent you selling below a quantity of zero.

Note: this option can not be changed once you have recorded transactions against
the item.

[_I I track this item
Find out if tracked inventory is right for you.

™ I purchase this item Unit Price Purchases Account Tax Rate

Purchases Description

™ 1 sell this item Unit Price Sales Account Tax Rate

Sales Description

2. Add the following details into the fields in the New Item screen:
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Field Information
Item Code 1

Item Name Event Setup
| track this item Unticked

| purchase this item Unticked

I sell this item Ticked

Unit Price 150.00
Sales Account 200 - Sales

Tax Rate

GST on Income

Sales description

Flower arrangements for an event. Hourly rate for labour.

[ I track this item

[_I'I purchase this item

™ 1 sell this item

New Item X
Item Code Item Name
1 Event Setup

o This treats your item as a tracked inventory asset. Xero will record the quantity on
hand and prevent you selling below a quantity of zero.
Note: this option can not be changed once you have recorded transactions against
the item.

Find out if tracked inventory is right for you.

Unit Price Sales Account Tax Rate

150.00 | 200 - Sales ¥ | GST on Income ¥

Sales Description

Flower arrangements for an event. Hourly rate for Iaboud

Save | = ancel

3. Click Save

Inventory
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:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7]

Inventory

‘ 0 Item added - 1: Event Setup

+ New ltem Import ~

|| Item Code & Item Name Cost Price Sale Price Quantity

- 1 Event Setup 150.00

7] Teacher Note: When you click the arrow on the right hand side of the save
button you are given the option to Save and Save & add another. When the
Save & add another option is selected the New Item screen is refreshed so you
can instantly add another item.

Unit Price Sales Account Tax Rate

Sales Description
Save

Save & add another

T .
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Tracked Inventory

EXERCISE 6.2

In this exercise, you will add an item that Julie’s Flowers physically stocks in the store:

This is a product that is bought from a supplier at one price, and then sold for another price.

Quantity is also tracked to assist the business manage stock levels.

This will be added as a tracked item.

1. Click on the + New Item button

2. Enter the following details into the New Item screen:

Field Information
Item Code 2

Item Name Gift Bag

I track this item Ticked

Inventory Asset Account 630 - Inventory

| purchase this item Ticked (default)
Purchase Unit Price 2.00

Cost of Goods sold account 310 - Cost of Goods Sold
Purchase Tax Rate GST on Expenses
Purchase Description Gift Bag

I sell this item Ticked (default)
Sales Unit Price 4.00

Sales Account 200 - Sales
Sales Tax Rate GST on Income
Sales Description Gift Bag

Inventory
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New Item X

Item Code Item Name
2 Gift Bag
™ 1 track this item Inventory Asset Account

<

630 - Inventory

o This treats your item as a tracked inventory asset. Xero will record the quantity on
hand and prevent you selling below a quantity of zero.
Note: this option can not be changed once you have recorded transactions against
the item.

Find out if tracked inventory is right for you.
¥ 1 purchase this item Unit Price Cost of Goods Sold Account  Tax Rate
6.00 | 310 - Cost of Goods Sold ¥ | GST on Expenses v

Purchases Description
Gift Bag

v 1 sell this item Unit Price Sales Account Tax Rate

12.00 | 200 - Sales v | GSTonIncome

4

Sales Description

Gift Bag

3. Click save ik

Julie’s Flowers

Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7)
Inventory
0 Item added - 2: Gift Bag m
+ New ltem Import v Export v
|| Item Code Item Name Cost Price Sale Price Quantity
= 1 Event Setup 150.00
- 2 Gift Bag 6.00 12.00 0.00
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Here are some additional inventory items for you to setup:

- Item 3 - Teddy Bear, white with red heart, tracked stock, purchase for $12.00 incl GST, sell

for $24.00 incl GST

- Item 4 - Delivery charge, untracked service item, sell only, flat rate of $18.00 incl GST

Check your progress

Skills Completed
Setup the untracked inventory item ‘Event Setup’ service for Julie’s
Flowers
Setup the tracked inventory item ‘Gift Bag’ for Julie’s Flowers
Setup additional inventory items to meet organisational requirements and
the reporting requirements of GST
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7. Receiving Money: Sales

Learning Outcomes

By the end of this module, you will be able to:

- understand the components of the sales dashboard

- add a conversion balance for the Accounts Receivable account
- enter a sales invoice

- enter a repeating invoice

- understand each invoice status
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RECEIVING MONEY: SALES

Sales Dashboard

Knowledge of how much cash will be available at any given time, can help an organisation make
informed business decisions. As such, understanding how much money is due to come in, and
when, from invoices is extremely important information.

The Sales Dashboard provides an overview of any quotes and invoices that are outstanding, their

value, and when they are due.

EXERCISE 7.1

Using the Demo Company, which contains sample invoice data, you will see the key components

of the Sales Dashboard.

1.  Go to My Xero > Try the Demo Company (AU)

i= Demo Company (AU) Julie Rose ~
Dashboard Accounts Payroll Reports Adviser Contacts Settings Q (2]
Demo Company (AU) n Australia
Business Bank Account Account watchlist
306-234-12345678
Account This month YTD
Balance inXero  (2,151.58) Inventary (630) 0.00 0.00
Statement balance (15 Mar) 4,242 62 Office Expenses (453) 129.93 1,425.92
2 PAYG Withholdings Payable (825) 1,507.00 9,042.00
CW-SESY Sales (200 922005  45,151.05
O=0=0=0=0 W el a egememt SRR 200)
L
19 Feb 26 Feb 5 Mar 12 Mar
Invoices owed to you
Business Savings Account New seles invoice 4 Draft Involces 2,200.00
306-234-12345679 10 Awalting payment 16,006,556
3 Overdue 7,097.50
Q Reconciled Statement balance (16 Mar)  (51.72)
ChaCheCieCaCheChaCheC i
Sodmi Ch . "
2. Click on Accounts > Sales to view the Sales Dashboard:
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:= Demo Company (AU)

Julie Flowers ~

Dashboard Accounts Payroll Reports Adviser Contacts Settings Q (2]
Sales
+New v Send Statements Import Search Q

Invoices Paid Repeating See all

Draft (4) Awaiting Approval (1) Awaiting Payment (10) Overdue (3)
2,200.00 825.00 16,006.55 7,097.50

Money coming in Customers owing the most List Pie Al

11,939 Ridgeway University 6,187.50 6,187.50
7,939 DIISR - Small Business Services 3,850.00
3,939 Pinnacle Management 3,080.00
-61 Basket Case 914.55

Older il Aug Sep Oct EgS City Limousines 849.50 910.00

Along the top, you will see the opportunity to create a new invoice (or quote, repeating invoice or
credit note) from the + New button.

+New

| Invoice

| Quote

| Repeating invoice

ti] Credit note

Involce io contact group

Contractors (1)

Support Clients (monthly) {10)

Add contact group

Under the Invoices heading, you will see the four different statuses that an invoice can be in,
along with the total value of items in this state.

Invoices Paid Repeating See all

Draft (4) Awaiting Approval (1) Awaiting Payment (10) Overdue (3)

2,200.00 825.00 16,006.55 7,097.50
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These four states are:

« Draft: you can enter information into an invoice, save it as a draft and revisit, or delete, at a
later date.

« Awaiting Approval: A user with Invoice only (Draft only) user access can create an invoice
to submit for approval before progressing to an approved invoice. A user with a higher level
of access (Standard user role or above) can approve the invoice.

« Awaiting Payment: all approved invoices that have yet to reach their due date. These are
live invoices that an organisation can send to customers in an email in the form of an online
invoice, or as a PDF copy. These invoices are ready for a payment to be allocated to it, or
reconciled to it. The outstanding value of these invoices awaiting payment will show up in
reporting, and also under the customer entry.

« Overdue: all approved invoices that have have not been paid, and are past their due date.

If you click into any of these tabs, you will be able to see a list of all the invoices that make up the
totals displayed.

There is also a graph for Money Coming In, which displays $ value across due dates. You will also
see the Customers owing the most list, which lets you know which customer owes the most on
their invoices.

Scrolling down further, you will see the Quotes segment of the Sales Dashboard. Similar to the
invoice tabs, if you click into any of these tabs, you will be able to see a list of all quotes that
make up the totals displayed.

Quotes seeall

Draft Sent Accepted Expired

None None None None

% Important: online invoices are a concept unique to Xero. Each invoice that is
approved and sent to a customer contains a unique link that can be viewed. This
functionality also extends to quotes.

The online invoice link will contain all of the relevant invoice information. Third
party payment services can be added to online invoices, so that customers can
pay online using a credit card.
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“ (1] (] M- - More ~
Invoice INV-0001 from Julie’s Flowers for Tracy Green inbox x &
Julie Flowers <messaging-service@post.xero.com> 12:00 PM (0 minutes ago) - .
to me |~
Hi,

be

Here's invoice INV-0001 for $AUD 165.00.

The amount outstanding of $AUD 165.00 is due on 10 Oct 2016.

View and pay your bill online: https://in.xero.com/eBSU201FAYnVo5gAFHuDIG360Ybwn74Mkg3wx7Hu
From your online bill you can print a PDF, export a CSV, or create a free login and view your outstanding bills.
If you have any questions, please let us know.

Thanks,
Julie’s Flowers

Click here to Reply or Forward

Important: If this invoice is paid, if a credit note is issued against that invoice,
or if a quote is accepted, all updates will be reflected immediately in this online
link.

One important benefit is that you can see if a customer has clicked on the online
invoice link, eliminating confusion around whether or not they have seen the
invoice.

Accounts Receivable Conversion Balance

A conversion balance is the value of a particular account within your Chart of Accounts, as of the
conversion date.

You set the conversion date earlier in the course for the Julies Flowers organisation, and you
imported several conversion balances within the chart of accounts.
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The Accounts Receivable conversion balances are unique. When setting the Accounts Receivable
conversion balance, by either importing the balance or by entering it manually into the
Conversion Balances screen you will be required to enter invoices to show what makes up the
total of the conversion balance. This is a unique task of the Accounts Receivable account, and is
also required with Accounts Payable.

For example if Julies Flowers has $600 in outstanding invoices owing, as of the day that the
business converted to Xero, then the invoice(s) that make up this $600 need to be added
to Xero. That way, when payment is received for the invoices there will be a transaction in
Xero for it to be matched to.

EXERCISE 7.2

In this exercise, you will be entering a balance in the Accounts Receivable account and entering
an invoice to account for the value of that balance for the Julie’s Flowers organisation.

1. Navigate to the Julie’s Flowers organisation. My Xero > Julie’s Flowers.

2. InJulies Flowers, go to Settings > General Settings > Conversion Balances

:= Julie’s Flowers Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q (7]

General Settings >

Conversion Balances

Add Comparative Balances @ conversion Date

1 Jul 2015 - 29 Feb 2016

Account Debit Credit Tips for entering balances
o —————— 3,000.00 e Use Xero's inbuilt calculator to help you work out
your balances. Learn more.
Business Savings Account 10,000.00
» Enter the account balances from your previous
Show all accounts Remove zero balances SCcouting E=miuthe dayibeiore youy
Add a new line conversion date.
o Enter some, none or all your balances now - you
Total Debits 13,000.00 Total Credits 0.00 can always come back to them later. Often people

enter just their bank account balances at this stage.

Adjustments : § § i 13,000.00 o It's ok if they don't balance, Xero will record the
This accounts for the difference between debits and credits and for FX gains and & 4 5 .
losses difference which you or your adviser can adjust

later.

e If you are a new business, your opening balances
) are ey to all b 20

Bank account balances should always be a positive
number: overd 1 balances (or ding credit
card balances) go in the credit column, positive
account balances go in the debit column. Enter the
actual bank balance from your bank statement.

Read more on entering account balances
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3. Click on the button Add a new line. This will allow you to add accounts to
the conversion balances screen.

i= Julie's Flowers Julie Rose -

Dashboard Accounts Payroll Reports Adviser Contacts Settings o ] Q 0

General Settings >

Conversion Balances

Add C ative Bal; B c ion Date

1 Jul 2015 - 30 Jun 2016

0 Starting with the right numbers Get more help
Account Debit Credit
Business Bank Account 3,000.00 What's this? v
Business Savings Account 10,000.00
[~] 1. Enter bank balances as they were on this date v

m s ats Remove zero balances 2. Enter total outstanding i 7 1 v
610 - Accounts Receivable | . g invoices on this date

~ 620 - Prepayments

1630 - Tnventory | Total Credits 0.00 3. Enter total outstanding bills on this date 7

4 710 - Office Equipment 13,000.00 4. Enter any other balances v

;' 711 - Less Accumulated Depreciation on credits and for FX gains and
| Office Equipment

| 720 - Computer Equipment 5. Confirm v

721 - Less Accumulated Depreciation on
Computer Equipment

transactions are made before this date.
( Liabilities any changes. Read more

800 - Accounts Payable

801 - Unpaid Expense Claims m m
804 - Wages Payable - Payroll

820 - GST

825 - PAYG Withholdinas Pavable

On the conversion date, Julie’s Flowers had one outstanding invoice with a value of $600.
This had been sent to a client, but the payment has yet to be received into the business
bank account.

Entering $600 in the debit column will indicate that there is $600 outstanding to be paid
from an invoice. Julie’s Flowers changed to Xero at the beginning of the month.

4. Using the drop down list, select the Accounts Receivable account. Enter 600 into the
Debit column. Click the Save button to confirm the conversion balance.

Save

The next screen shows that the account is out of balance as the individual invoice(s) that
make up the total owing as at the conversion date, have not yet been entered.
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:= Julie’s Flowers

Julie Flowers ~

Dashboard Accounts Payroll Reports Contacts Settings Q 0
Conversion Balances >
Sales Invoices
Enter invoices sent on or before 30 Jun 2016 that have not been fully paid
Add Invoice | Add Credit Note |
Number Ref To Date Due Date Amount Due (30 June 2016) AUD
Use the buttons above to add your historic sales invoices and credit notes.
Total AUD 0.00
AUD Accounts Receivable Balance 600.00
Balance out by 600.00
Add sales invoices or credit notes to bring this balance to zero.

5. Now you can enter the individual invoice(s) that make up the outstanding balance. You will
have the option to either add an invoice(s) or credit note. click on Add Invoice.

This will take you to the main invoice entry screen.

% Important: this is the same invoice screen that you will see when adding an
invoice from the Sales Dashboard or several other entry points.
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Dashboard

To

ltem

Accounts Payroll

AUD Australian Dollar

Conversion Balances > Sales Invoices >

Enter invoice details

Date Due Date

29 Feb2016 v 10 Oct2016

v

Description

Add a new line |~

Reports

Settings -+ =% = Q (7)

Contacts

Invoice # Reference

v INV-0002 d
Amounts are | Tax Exclusive v
Qty Unit Price Disc %  Account Tax Rate Amount AUD
Subtotal 0.00
GST 0.00

Enter the following details into the fields of the invoice entry screen:

Field Information Notes about this field

To ABC Furniture Customer name. If new, you will be asked if you want to
add this as a new contact. You can also select an existing
contact from the drop down.

Date 29th Feb 2016 This is the date of invoice entry, or the date the invoice
becomes active. Simply using the tab button the
keyboard will automatically populate today’s date.

Due Date 10 days from You can either use the calendar selection tool,

invoice date alternatively, +10 is a keyboard shortcut to add this.
Invoice # (automatically The invoice number is automatically allocated. This is
populated) sequential, and the prefix can be customised in Invoice
Settings (General Settings > Invoice Settings)
Reference ABC Event This is a free text field, which is surfaced on the invoice.
Currency AUD Australian Additional currencies can be added to this list in your

Dollar

settings.
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Amounts are

Tax Inclusive

You can also opt to calculate tax on top of the total, or
have no tax.

Iltem (Row 1) (leave blank) You can add Items directly from here using the +item
button, or select an existing item from the drop down. In
this scenario it is a product / item.

Description Table Your own description of the item. Enter as much or as

(Row 1) Arrangements little text as you like to describe your goods or services

for Event
Price is charged
per table

Qty (Row 1) 9 Quantity can be used both for products or services. In a
services context, quantity is generally used for an hourly
rate.

Unit Price 50 This can be used as both a fixed rate for a product, and

(Row 1) an hourly or fixed rate for a service.

Disc % (leave empty) A discount percentage can be added to a row. This will

(Row 1) discount the total of the unit price x quantity. This will be
applied to just one line.

Account 200 - Sales This is the account that income from this line item will be

(Row 1) allocated to.

Tax Rate GST on Income Drop down list contains all existing tax rates from

(Row 1) Settings > Tax Rates. You can have different tax rates for
different line items.

Amount AUD | (leave as 250) The value in the line total Amount is generated

(Row 1) automatically. It is made up from (Quantity x Unit Price) -
Discount %.

Iltem (Row 2) | 1. Event Setup Select from drop down list, this already exists as an item.
In this scenario we are adding a service.

Description (leave as Flower | This should already be populated from selecting the

(Row 2) arrangement for | existing item 1. Event Setup

an event. Fixed
rate for labour
or fixed rate.)
Qty (Row 2) 1 As this particular invoice refers to one instance of a fixed

rate, enter 1.
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Unit Price (leave as 150) If this item is selected, it will be automatically populated.
(Row 2)

Disc % (leave blank) If this item is selected, it will be automatically populated.

Account (leave as 200 - If this item is selected, it will be automatically populated.
Sales)

Tax Rate (leave as GSTon | If thisitem is selected, it will be automatically populated.
Income)

Amount AUD | (leave asis) The amount is the line total is generated and is generated

automatically. It is made up from (Quantity x Unit Price) -
Discount %.

= Julie’s Flowers Julie Flowers ~
Dashboard Accounts Payroll Reports Contacts Settings Q 0
Conversion Balances > Sales Invoices >
Enter invoice details
To Date Due Date Invoice # Reference
ABC Furniture 29Feb2016 v |10Mar2016 v INV-0002 ABC Event a
AUD Australian Dollar v Amounts are Tax Inclusive v
ltem Description Qty Unit Price Disc %  Account Tax Rate Amount AUD
Table Arrangements for Event 9.00 50.00 200 - Sales GST on Income 450.00
Price is charged per table
1: Event Setup  Flower arrangements for an event. 1.00 150.00 200 - Sales GST on Income 150.00
Hourly rate for labour
Add anew line | v
Subtotal 600.00
Includes GST 10.00% 54.55

6. Click Save ﬁ
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:= Julie's Flowers Julie Rose

Dashboard Accounts Payroll Reports Adviser Contacts Settings e

Conversion Balances >

Sales Invoices

o ‘Your Total Sales Invoices match your Total Accounts Receivable. Click 'Next' to continue.

Enter invoices sent on or before 30 Jun 2016 that have not been fully paid

Add Invoice | Add Credit Note |

Mumber Ref To Date Due Date Amount Due {30 Jun 2016) AUD
ABC ; =
INV-0001 Event ABC Furniture 29 Feb 2016 16 Mar 2017 600.00 &
Total AUD 600.00
AUD Accounts Receivable Balance 600.00
(] Matched
Page | 4| of 1 (1 total items) Showing | 25 %] items per page

7.  If the amount of the invoice matches the amount outstanding in the Accounts Receivable
account, you will see a green Matched icon. Click Next

8. You will land back on the Conversion Balances page, where you will see that the Accounts
Receivable balance has been saved.

i= Julie's Flowers Julie Rose ~
Dashboard Accounts Payroll Reports Adviser Contacts Settings = Q e
General Settings >
Conversion Balances
o Balances saved for period 01 Jul 2015 - 30 Jun 2016.
Add Comparative Balances Conversion Date
1 Jul 2015 - 30 Jun 2016
0 Starting with the right numbers Get more help

Account Debit Credit
200 - Sales What's this? v
260 - Other Revenue 2,000.00
270 - Interest Income 1. Enter bank balances as they were on this date v
310 - Cost of Goods Sold 0.00
400 - Advertising 2. Enter total outstanding inveices on this date v
404 - Bank Fees 0.00
408 - Ueaning (IX01) 3. Enter total outstanding bills on this date v
412 - Consulting & Accounting 0.00
416 - Depreciation 0.00 4. Enter any other balances v
420 - Entertainment 0.00
425 - Freight & Courier 0.00 5. Confirm i
429 - General Expenses 0.00
433 - Insurance 0.00
437 - Interest Expense 0.00
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