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Purpose

The purpose of this training manual is to provide business owners and administration staff
with knowledge of how to use Xero for the daily administration activities of their business. It
is not intended to provide guidance for lodgement of reports with the ATO. We recommend
that you seek professional advice before lodging reports with the ATO.
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1. The Dashboard

The dashboard is your home page where you can view basic information about your business at a
glance.

On the left hand side of the dashboard are bank accounts that you have linked with Xero. There is no
limit to the amount of bank accounts that you can have linked with Xero. Depending on who you
bank with, these bank accounts can be set up with bank feeds to make reconciling easier for you.

On the right hand side you can keep an eye on chosen accounts with the Accounts Watchlist, as well
as keeping track of your bills and invoices.

:= Demo Company (AU} S

Sonya Maorton =

Dashboard LI Payroll Reports  Adviser  Contacts Settings

Demo Company (AU)

Business Bank Account . .
bankwest Account watchlist
305-234-12345675 bamksrest HE Manage
i Account This maonth NTD
Reconcile 28 items Balance in Xero {2,151.58)
Statement balance {13 Jan) 4,242.62 Office Expenses (453) 12603 142592
. PAYG Withholdings Payable 1,507.00 5,042.00
—— JA\ (825)
“e—w_s—s—s _s_s_s—s
e e e s—s—e—s \ s_e—a—s Sales (200) 9,220.05 45,151.05
21 Dec 26 Dec 4 Jan 11 Jan

Invoices owed to you

Business Savings Account n
(bankwest | irnai
306-234-12345679 B Manage New sales invoice 4 Drattinvoices 2,200.00
10 Awaiting payment 16,006.55
@ Reconciled Statement balance (14 Jan)  (51.72) JOverdug 7.097.50
________ Netmamemememsmememsmememsmans .
\.-.-.-.-.~. — e
\. Clcler 4-10 Jan This week 18-24 Jan 25-31 Jan Future
21 Dec 26 Dec 4 Jan 11 Jan
Bills you need to pay
Total cash in and out
New bill 1 Dratt hills 11520

11 Aweaiting pavrment 880778
4 Overdue 2,326.29

August September October Movember December Jaruary _ -

Cller 4-10 Jan Thiz week 18-24 Jan 23-31 Jan Future
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2. The Bank

Demo Company (AU
To view transactions recorded in your Xero bank, select the Ranies

bank you want to look at from your dashboard. Business Bank Account ETEEIT e
Bl R

Xero will then take you to your account transactions. _ e e (497,58

Reconcile 79 items
Statement balance {13 Jan) 3,663.146
You will be able to search all the transactions that have

been entered in Xero either manually or during the S
reconciliation process. \

21 Dec 28 Dec 4 Jan 11 Jan
You will also be able to see whether the transaction has

been reconciled or not.

[ ba Manage
Hint: if you want to view a transaction in more detail @ Reconciled Statement balance (14.Jan)  (51.72)
without moving away from the current screen view, right
) : ] P O OO SO
click on the transaction you want to view and select “open ~  emememememememememeememenens \
Y
link in new tab”. LR o
Y
21 Dec 25 Dec 4 Jan 11 Jan
Business Bank Account v sue036.12345678
[ b 3,663.46 “ 5497'58] 13 dan 20t Manage Account ~
Statement Balance Bialance in Xero Feconcilistion Report
What's this? =)
Feconcile (v9) Cash Coding Bank statements Account transactions
+ New Transaction
Remove & Redo ?) Mo items selected
Date - Description Reference Spent Received Status
1aJan 2015 Officewarks 1,346.00 Unreconciled
13 Jan 2015 Dick Smith Cr 39.50 Reconciled
13 dan 2014 Fayrment: Xero 53.80 Reconciled
13 Jan 2015 Payrment: Swanston Security 75.490 Reconciled
12 Jan 2014 Dick Smith 38.50 Reconciled
11 Jan 20158 Melrozse Parking AR 148.40 Reconciled
11 Jdan 2014 Fayrment: Hamilton Smith Py 550.00  Reconciled
11 Jan 2014 Fayment: DIISR - Small Business Serices 3,850.00  Reconciled
11 Jan 2015 Payment: DIISR - Small Business Services Fart1 214400 Reconciled
11 Jan 20158 Fayment: Central Copiers Qno.on Reconciled

11 Jan 2015 Payment: FowerDirect 33110 Reconciled



2.1 Setting Up Bank Feeds & Importing Bank Statements

One of the key features of Xero is its bank feeds. They
import transactions from your bank account into Xero
(usually daily) so that you can reconcile your Xero
account without having to wait for paper statements
from the bank. If your bank has an agreement with
Xero to provide bank feeds, you can activate those
feeds by clicking “Get Bank Feeds”.

S P
Reconcile 1 item
Statement balance {3 Jan) {21,425.12)

21 Dec 26 Dec 4 Jan 11 Jan

Each bank will have a different process for activating
bank feeds so you will need to follow the prompts
given by Xero.

a
Automatic hank feeds are availahle for this accound Get bank feeds

If your bank account does not support Xero bank feeds, you will need to import your bank

transaction into Xero each time you reconcile your Xero account. This requires you to first export the

transactions from your bank.

Exporting Bank transactions:

Log in to your bank account and view the transactions on your business bank account.
Search/filter transactions to show only the date range that you want to import into Xero
(check the date of the last transaction in Xero to be sure that you do not miss or duplicate

transaction).

3. Export those transactions from you bank account as an Excel(CSV) file.

Importing Transactions Into Xero:

Dashboard Accounts Payroll

1. From the Dashboard, select “Manage” in the top Demo Company (AU)
right hand corner of your bank account, then select

“Import A Statement”

Business Bank Account
306-234-1 2345675

2. Select “Browse” to search for the Excel file in your

documents, then “Import” the file.

Follow these steps to import your transactions

1. In a new window, go to your bank web site.

2. pownload your bank statement. File type must be OF%, QIF or C5Y
The most recent transaction imported was:

Spent Received

13 Jan 2015 15.50
7-Eleven

2. upload the bank statement file here...

Browse 2014 Sep 28 - Ock 25.c5v

==

Find New
Account Transactions Spend Maney
Bank Statements Receive Maney

Transfer Money

File formats you can import

Format Find out more
OF¥ (recommended) OF# help
QIF QIF help
Csy C3Y help

Reports  Adviser

Manage

Reconcile
Reconcile Account
Bank Rules
Reconciliation Repart

Impott a Staterment

Download our 5% termplate to create your own bank staterment file.

Import a maximum of 1000 hank statement lines at a time.
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3. You will then need to tell Xero how it should treat each column of the Excel file
i “Transaction Date” and “Transaction Amount” should already be assigned.
ii.  The third drop down box will need to be changed to “Description”
iii. Leave the fourth dropdown box as “Unassigned” as this is the balance of the bank
account which Xero calculates automatically

A Note the tick box in the bottom left corner, and check your Excel file to see if this box
needs to be unticked

4. Click “Save” and Xero will take you to the reconciliation screen

Statement lines imported from your file... Based on the statement line options you have assighed...

) ) 4 Transaction Date 24 Gt 2014
Skatement line 1 of 52 < Previous  Mext »

L4 Transaction Amount  -3.949
Statement data. ..

2510/2089 24/10f2014 Transackion Date A Payee
e 399 Trarsattion Amount @ Descrintion ALDI 71 CAROLIME SPRI I AUS Card w2466
ALDT 71 CARCLINE Yalue Date: 2101002014
A0 WA s SPRI %I &S Card — Reference
W33, xx2466 Yalue Date: Qestription A
21 djic A\ Transaction Type
ZBEZ. 05 2591.63 IUnassigrned T A Chetue No.
A Account Code

A T Type

v
«| Dor't import the First line because they are column headings A Analysis Code
A Region

Statement line as it will appear in Xero...

24 Ot 2014 Debit 3.99
ALDI 71 CAROLIMNE SPRI WI AUS Card x:

/'

Xero will show you a
preview of how the

transaction will appear on
the reconciliation page
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2.2 Reconciling Your Bank

To reconcile your bank accounts, click the “Reconcile”

Demo Company (AU)

button which will take you to the reconciliation screen. Business Bank Account
S06-234-12345675

Manage

Down the left hand side of the reconciliation screen are Balance InXero  (2,151.58)

Staterment balance (13 Jan) 4,242.62

transactions that have been imported from your bank

account. Down the right hand side of the screen are your A\
AR Gy s
transactions in Xero. R e
\ /
Reconciling means matching the transactions you have 21 Dee 28 Dee 4.Jan 1 Jan

recorded in Xero with the transactions in your bank
account. This is done to create accurate financial reports and BAS by ensuring that transactions in
Xero have not been missed or duplicated, which could under or overestimate Xero reports.

:= Demo Company (AU) a hlorton =

Dashboard Accounts Payroll Reports Adviser Contacts Settings

Bank Accounts »

Business Bank Account ooz

4,242.62 {2,151.58) 13 Jan 2015

Statement Balance EBalance in kero Reconciliation Report

Manage Account +

what's this? =)

Reconcile {28) Cash Coding Bank. statements Account transactions

What's this? =)

Rewview your bank statement lines... . then match with your transactions in xero
Spent - Received - Spent Received -
Create rule Match Create Transfer Discuss o Find & Match
0 7 Jan 2015 other 6,187.50 o 03 Jan 2015 b6,187.50
Ridgeway University oK Ridgeway University
QRCO01025 Ref: ORCO1025
Mare
Create rule Match Create Transfer Discuss a.Find & Match
# 7 lan 2015 debit 1,181.25 08 Jan 2015 1,181.25
Truxkon Property Management oK Payment: Truxton Property
Rent Managemenk
Mare
Create rule Matech Create Transfer Discuss a Find & Match
“08Jan 2015 debit 4,500.00 who  SMART Agency What | 433 - Insurance -
SMART Agency OK
70135 70209 why | Business Insurance
Mare Region - ST on Expenses - Add details
Create rule Match Create Transfer Discuss * e, Find & Match
“ g Jan 2015 other 100.00 This is For an old invaoice, T wasn't sure where to code it
City Limousines
1002-Park
Mare Chrl+3 at any time to save
Create rule Matech Create Transfer Discuss a Find & Match
# g Jan 2015 okher 2,000.00 Who What -
Jakaranda Maple Systems
DEPOSIT ADY Why
More Region - Tax Rate - &dd details
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Green transactions mean that you have already manually entered the transaction in Xero as a

spend/receive money or bill/invoice, and Xero is suggesting that the transaction matches the

transaction in the bank account. If you agree that the transactions match, simply click “Ok” to

reconcile.
Create rule
g Jan 2015 2,000.00
Jakaranda Maple Systems 0K

DEPOSIT ADY

Mare

= 01 Jan 2015

Jakaranda Maple Systems

Ref: ORC1041

1 Other Possible Match Found

/

Xero will also prompt you if there are other possible matches.

Create Transfer Discuss o, Find & Match

Z,000.00

The following screen will appear where you can view the other possible matches and select the bill

or invoice that you would like to reconcile.

Create rule
& Jan 2015 2,000.00
Jakaranda Maple Syskems
DEPCSIT ALY
More
1. Find & select matching transactions
Date A Mame Refirurmber
1 Jan 2015 o | Jakaranda Maple Systems ORC1041
1 Jan 2015 o | Jakaranda Maple Systems ORC1040

Select all on this page

2. View your selected transactions. Add new transactions, as needed.

Mo transactions have been selected

Iatch Discuss

Spent

Received
2,000,00 AU

£,000.00 AUD

Showing 1 - 2 of 2

3. The sum of your selected transactions must match the money received. Make adjustments, as heeded.

Mo transactions selected

Must match: Money Received sl ililiils)

Match options

Search by name or refinum

Search by amount

Z,000,00 E

Cleat search

Show Spent Tkems
#| Showe AUD ikems only

Create new transaction

New... -

Adjustments ~

0.00 AUD /1" Totalis out by: 2,000.00
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If for example, a supplier paid two invoices with one transaction, Xero would not be able to match
the transaction to an invoice. Xero would show a blank Create Transaction screen.

Create rule Makch Create Transfer Discuss o Find & Match
g8 Jan 2015 other 2,000.00 who what -
Jakaranda Maple Systems
DEPOSIT ADY why
More Region - Tax Rete - Add details

You will need to manually find and select the invoices that are being paid.

Create rule Makch Discuss
g Jan 2015 other 2,000.00 2 transactions selected
Jakaranda Maple Syskems oK
DEPOSIT ADY
More
1. Find & select matching transactions .7)
Date 4 Mame RefiMumber Spent Received Match options
23 Ock 2014 = | City Limousines ORIC1002 250,00 & Search by name or ref{num
12 Now 2014 = | City Limousines ORC1012 660,00 &0
29Dec2014 = | DIISR - Small Business Services ORC1033 3,850,00 A0 Search by amournt
# 1Jan 2015 = | Jakaranda Maple Systems ORC1041 Split 1,500.00 & \C E
#| 1 Jan 2015 o | Jakaranda Maple Systems ORC1040 splie 500,00 AU0 iz e
3 Jan 2015 o | Ridgeway University ORCO1025 6, 187,50 s Showe Spent Tkems
Select all on this page Showing 1 - 11 of 11 howe BUD ibems only

2. View your selected transactions. Add new transactions, as needed.

+ | Create new transaction

| 1Jan 2015 o | Jakaranda Maple Systems ORC1041 1,500,000 AL

# 1Jan z015 = | Jakaranda Maple Systems ORC1040 500,00 &0 Newr... -

You may use these fields

3. The su the money received. Make adjustments, as heeded.

to help you search for

Adjustments ~

Subtotal 2,000.00 AUD

invoices and bills.

Must match: 2,000.00 AUD

~ Reconcile | Concel |
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If a supplier has underpaid an invoice, Xero will not be able to match the payment to the correct

invoice. You will need to select the “Find & Match” button as previously discussed. You can then split

the invoice so that it will be partially paid.

Split transaction

Split this transaction if you need ta record a part
pavment.

Balance A0 2,750,00

Part pavment IZDDD.DD

Remaining amounk AUD 750,00

T =N

Select the invoice being
paid and “Split” the
transaction to partially
pay the invoice.
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If an invoice has been overpaid, you’ll need to create a credit note for the overpayment.

Create rule Match Discuss
0 8 Jan 2015 ather 2,000.00
Jakaranda Maple Systems Find & select matching transactions below
DEPCSIT A0Y
Mare
1. Find & select matching transactions .7
Dake A Mame RefiMumber Spent Received Match options
|| 23 0ct 2014 = | City Limousines ORC1002 25000400 5 Search by name or ref fnum
|12 Mow 2014 = | Ciky Limousines ORC1012 660,00 A0
[ | 29Dec 2014 o | DIISR - Small Busingss Services ORC1033 3,850,00 AUD Search by amount
[ | 1Jan2015 o | Jakaranda Maple Syskems ORC1041 2,750,00 AU E
¥ 1 Jan 2015 | Jakaranda Maple Systems ORC1040 split 500,00 AUD e szaen
|| 3Jan 015 o | Ridgeway University ORCO1025 6,187.50AUC o ] Shaw Spent Tkems
|| Select all on tq:s page Showing 1 - 110f 11 | Show ALD ikems anly

2. View your gelected transactions. Add new transactions, as needed.

Create new transaction
|« 1Jan 2015 = | Jakaranda Maple Systems ORC1040 500,00 D

Transfer Money

ions must match oney received. Make adjustments, as needed.

Select the invoice that is

Adjustments ~

being paid, then select 500.00 AUD

“New” -> “Receive

500.00 AUD

Tokal is out by 1,500.00

Money”

You will need to create
a credit note for the

amount that was

overpaid.
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Create rule Match Discuss

“ §Jan 2015 ather 2,000.00
Jakaranda Maple Systems
DEPCSIT ADY

Mare

Find & select matching transactions below

1. Find & select matching transactions- 1 transaction selected totalling 500.00 AUD
2. View your selected transactions. Add new transactions, as needed. |7}

Received as Direct Payment - ﬂ

Direct Payment

From Reference Total
Frepayment

Eakaranda tdaple Syst E l:l 1500

AUD Australian Dollar Amounts are I‘I’ax Inclusive | - |
ftem Descrigption oty Unit Price Account Tax Rate Region Amount AL
DEPOSIT ADY 1.00 1.:200.00 1,500,000
Add a new line | Subtotal 1,500.00

GET 0.00

TOTAL 1,500.00

When the Receive Money

screen opens, select
“Direct Payment” ->

Save Transaction | Cancel

ust match the meney received - Received 2,000.00 AUD - Total is out by 1,500.00

“Overpayment”

3. The sum o

Create rule IMakch Discuss
8 Jan 2015 other 2,000.00
Jakaranda Maple Systems i i .
i Find & select matching trans Ensure the contact is
Maore

correct, write a

description if you wish to,

1. Find & select matching transactions- 1 transaction selected totalling 500.00 AUD

and save the transaction.

2. View your selected transactions. Add new transactions, as heeded. .2

Received as Overpayment -

From Date Reference

pakaranda Maple Systems | IBJan 20158 | hd | |

Total

1500

Currency AUD Australian Dollar n

Description Amaunt Account Tax Rate Region Amaount AUD
DEPCSIT ADY 1,500.00 610 - Accounts Receivable BAS Excluded 1,500.00
Subtotal 1,500.00
TOTAL 1,500.00

Save Transaction | Cancel
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Once you have a credit note created for a contact, you can allocate that credit note to their next
invoice.

Go to your invoices awaiting payment and search by the relevant contact. You will see both the
credit note and any unpaid invoices. You can offset these against each other by either selecting the
credit note or selecting the invoice.

-

:= Demo Company (AU)

Dashboard Accounts Payroll Reports Adviser Contacts Settings
Sales =
Invoices
New Invoice |~ New Credit Note [ Send Statements Import Export
all Draft (4) Awaiting Approval (10 Awaiting Payment (12) Paid Repeating
r Mumber, Reference, Contact of unt  Search Within Start Date End Date
jakaranda ) | [any date [-] | [+] | | = [ Unsent only ﬁ or Clear
Print Email Deposit Mo items selected Zitems | 1,250,00 AUD Search
| Mumber Ref To Date - Due Date Expected Date Paid Due Sent
= 1| Jakaranda Maple Systens 8 Jan 2015 0.00 (1,500.00)
[ ORC1041 Jakaranda Maple Systemns 1 Jan 2015 14 Jan 2015 0.00 2,750.00

Option A: Select the credit note

Awaiting Payment ﬂ Overpayment Options «
To Date Paid into
Jakaranda Maple Systems 8 Jan 2015 Business Bank Account
Mo address
Add address
Amounts do not include Tax
Description Arnounk Account Tax Rake Reqgion Arnount ALD
DEFOSIT ADY 1,500.00 Accounts Receivable EAS Excluded 1,500.00
Subtotal 1,500,000
Then select “Overpayment Total o G5T n.0o
Options” -> “Allocate Credit Ll e (GG

Note”
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Type the amount you

want to allocate to the
relevant invoice, then
click “Allocate Credit”

Allocate balance on Overpayment

Invoice Date Invoiced Anount Due Amount ko CreditA/
CRC104 1 Jan 2015 2,750.00 2,750.00 1500.00

Cash refund

Outstanding Credit Balance

Tokal Amount ko Credit

Remaining Credit / 0.00

r 3

(R [—
Allocate Credit Cancel

Option B: Select the invoice

Awaiting Payment L2) 4 Email '@ Print PDF ﬂ Invoice Options -
To Date Due Date Invoice #  Branding theme Total
Jakaranda Maple Systems 1 Jan 2015 14 Jan 2015 ORC1041 Standard 2,750.00
Mo address

Add address

Amounts are Tax Exclusive

Item Code Cescripkion Quankity Unit Price Disc % Account Tax Rate Region Amount ALD
Instalation Fees 1.00 2,500.00 Sales GST on Income 2,500.00
Subtatal 2,500.00
Credit the Total G5T 10% 250,00
Invoice. TOTAL 2,750.00
Jakaranda Maple Systems has 1,500.00 in outstanding credit, Credit this invoice
Allocate outstanding credit to Invoice ORC1041
Type the amount you g
want to credit from the Credit Date Outstanding Credit Amount to Credit
relevant credit note, then | S & Jan 2015 1,500.00
N
. . »
click “Allocate Credit”
Amount Cue on Invoice 2,730.00
Tatal Amount: ko Credit 1,500.00
Remaining Due on Invoice 1,250.00

(e [—
Allocate Credit Cancel
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2.2.2 Creating Transactions
If you have not already created the transaction in Xero, you can create and reconcile the transaction

Create rule Match Transfer Discuss a Find & Match

o) B debit 4/500.00 Who o SMART &gency What | 433 - Insurance hd
SMART Agency oK
70135 70209 why  Business Insurance
More: Fagion + 35T on Expenzes - Add details
A

from the reconciliation screen.
Who: The business or person you are paying/receiving from

What: The account from the chart of accounts that you would like to allocate the transaction
to

Why: (optional) A description of what the transaction was for

To allocate a transaction to more than one account, click “Add Details”. This opens up a

spend/receive money screen.

Create rule Makch Discuss
@ Jan 2018 debit 4,500.00
SMART Agency Find & select matching transactions below
70135 70209
Mare

1. Find & select matching transactions -0 transactions selected

2. View your selected transactions. Add new transactions, as needed. | 7)

Spent as Direct Payment - ﬂ
To Date Reference Total
| | Buanzoms |~ | 4,500.00
AUD Australian Dollar &mounks are |Tax Incluzive | - |
tem Descrigption City Account Tax Rate Region Amount ALIC
Buziness Insurance 1.00 350000 433 - Insurance =T on Expenzes 3,500.00
Perzonal Insurance 1.00 1,000.00 880 - Crwner A Drawings / BAS Excluded 1,000,00
Add a new line Subtatal 4,500.00
Includes GST 10.00% 315.18
TOTAL 4,500.00

For example, a transaction that is

partly business and partly personal

| :
Save Transaction Cancel

Phey spent - Spent 4,500.00 AUD - Total is out by 4,500.00

can be apportioned accordingly and
allocated to the relevant business

account and your personal drawings
account.
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If you are transferring money from one bank account to another, simply select the corresponding

Create rule Match Creats Discuss o Find & Makch

bank account.

9 1an 2015 1,000.00 Select a bank account Reference
e-Bank dep 0K Business Savings Account hd
More

If you are unsure of what to do with the transaction, you can leave a comment for your adviser.

Create rule Makch Create Transfer aFind & Match

§ Jan 2015 100.00 This is For an old invaice, Twasn't sure where to code it

Ciky Limousines

1002-Part

Mare Chrl+5 ak any time ko save
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3. Income & expenses
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3. Income & Expenses

While income and expenses can be entered during the reconciliation process, they can also be

entered manually as a spend money or receive money, or as an invoice or bill.

Spend/receive monies will be recorded as being paid directly to and from the Xero bank account.

Bills and invoices will be recorded in the accounts payable or receivable account awaiting payment

from the bank account.

Demo Company (AU)

Business Bank Account Manage Account watchlist

306-234-12345678

Find Hew

Reconcile Account This manth YTD

PAYG Withhaldings Payahle

Account Transactions Spend Maney Fecaoncile Account (525 3,014.00 3,042.00
Bank Staterments Receive Money Bank Rules
Sales (200; 12,720,048 45151.05
Transter Maney Fecanciliation Report
Impart a Staterment
Invoices owed to you
30A-234-12345678 Business Bank Account Edit account details
New sales ifvoice 4 Draftinwoices 2,200.00
Business Savings Account Manage 10 mwaiting payrment 16,006.55
306-234-1234 5679 3 Owerdue 7,097.50
& Reconciled Statement halance (29 May) i51.72)
________ \._._._-_._._._._._-_._._-_._. . - -
]
Clder AT-23 Wary Thiz wweek 31 May-6 Jun 713 Jun Future
s—p—g—g—p=4a
3 May 10 hlay 17 ey 24 hlary
Bills you need to pay
Total cash in and out 1 Diraft hills 11520

11 Aweaiting payment 2.a07.78
4 Owerdue 2,326.29

December January Fehruary March

A il iy Clder AT-23 Wary Thiz wweek 31 May-6 Jun 713 Jun Future
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3.1 Spend/Receive Money

Spend money is used to record purchases that you make. For example, you spend $1,346 at

Officeworks on business supplies and personal expenses. That transaction may be broken up into the

following expenses.

Description:
(Optional) enter a
description of the
purchase

Qty: A minimum of 1
must be input in this
column

Unit Price: the price
you paid for the item

Account: The account
that the expense
should be allocated to

Tax Rate: The type of
GST on the purchase

Amount AUD: This
column will

New Spend Money

Spentas | Direct Payment ~

To

Officewarks

Date
1adan 2014

AUD Australian Dollar

Add a new line

Tea & Coffe

Paper

Desk chairs

Gift card

Reference

1.00 156.00

1.00 11.00
10.00 126.00

1.00 n.on

automatically populate based on the quantity and unit price

Receive money follows the same principles.

New Receive Money

Received as  Direct Payment «

From
Jahn Smith

AUD Australian Dollar

Fee for service

Date
18 dan 2015

Supply of product

Add a new line

Reference
1.00 1580.00
1.00 25.00

201 - Consultancy
Fees

202 - Product Sales

ol

Total
1,346.00

Amounts are | TaxInclusive -

486 - Staff Amenities GSTon 1500 X
Expenses
461 - Printing & GST on 11.00 X
Stationery Expenses
710 - Office Equipment  GST on Capital 1,26000 X
880 - Owner A BAS Excluded ooo
Drawings
Suhtotal 1,346.00
Includes GST 10.00% 116.00
TOTAL 1,346.00

Amounts are | Tax Inclusive

GET on Income

GET on Income

| Save & add another |

Total
150.00

180,00 X

2500 X

Subtotal 175.00
Includes GST 10.00% 1501
TOTAL 175.00

Save | Save & add another |
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3.2 Bills & Invoices

Bills and invoices follow the same principles as spend and receive monies, except that they will be
paid sometime in the future. The following is an example bill which can record all the same details as
a spend money.

Purchases » Eills »

New Bill

From Date Due Date Reference Total

Xero | [15Jan2m5 [~ ] [150n2ms [+]] | |

Currency AUD Australian Dollar |~ | AmOUNEs are Tax Inclusive [~]
Ikem Description by Unit Price  Account Tax Rate Reqion Arnount AL
Monthly subscription 1.00 50,00 487 - Software 33T on Expenses 50,00
Subtatal 50.00
Add a new line
Includes G5T 10.00% 4,55
TOTAL 50.00

You can view bills waiting to be paid by selecting “Bills you need to pay” from the dashboard, and
then select “awaiting Payment”.

Purchases »

Bills

MNew Bill |~ New Credit Note Import Export

all Diraft {13 Aunaiting Approwal (1) Awaiting Payment {11} Paid Repeating

Schedule of Planned Payments

Set a Planned Date on bills ko create a payment schedule

Print Batch Payment Schedule Payments Ma items selected 11 ikems | 8,507, 78 AUD Search
Ref From Date - Due Dake Flanned Date Paid Dug
Sub Heritage Trust 14 Jan 2015 22 Jan 2015 0,00 132.00
5815 Capital Cab Co 14 Jan 2015 20 Jan 2015 0.00 242,00
GE1-White Bavside Wholesalz 13 Jan 2015 26 Jan 2015 0.00 540,00
MO Cleaning Services & Jan 2015 28 Jan 2015 0.00 170.50
Bayside Club G Jan 2015 15 Jan 2015 0.00 130.00
P Complete G Jan 2015 2 Feb 2015 0.00 2,166,939
SMO0Z210-70209 SMART Agency 3 Jan 2015 16 Jan 2015 0,00 2,500.00
C-20112 PowerDirect 21an 2015 12 Jan 2015 0.00 1058.60
OF21-003 Met Conneck 1Jan 2015 13 Jan 2015 0.00 94.13
SM0195-70135 SMART Agency 3Dec 2014 17 Dec 2014 0.00 2,000.00
945-0RC Central Copiers 14 Mov 2014 13 Dec 2014 900,00 163,56

Pg. 30



Invoices can be created and printed from Xero to give to your client/customer. Xero will create a PDF
as below that can either be printed or emailed directly from Xero. You can edit this template to
include your logo and the text that would like to appear in the middle of the invoice. Your business
details will populate automatically from the details you have entered in the Organisation Settings.
Client/customer details will populate from their Contact details. The description, quantity, and unit
price details will populate from the details you enter when you created the invoice.

TAX INVOICE

lakaranda Maple Systems

Invaice Date
1lan 20135

Invaiee Number
ORC1D41

ABN
11111111138

Demo Cormpany (AL)
23 Main Strest
MARINEVILLE N5W 2000

Due Date: 14 Jan 2015

VISA payPar

Pay online now

PAYMENT ADVICE
Ta: Dema Cormpany (AL)

MARINEVILLE NSW 2000

When paying by chegue, please complete this payment advice, detach and post to the address provided.

Customer
Invokce Number

Amount Due
Due Date

Amount Enclosed

Description Quantity Unit Price GST Amount AUD
Instalation faes 1.00 2,500.00 10% 2,500.00
Subtotal 2,500.00

TOTAL GST 10% 250000

TOTAL AUD 2,750.00

Online payment preferred - use our socount 083-234-12345678 or use the "Pay online now' link to pay via PayPal with your credit card.

_}( ____________________________________________________

lakaranda Maple Systems
ORC1041

2,750.00

14 lan 2015

Enter the amount you are paying abave
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To create an invoice, select “New Sales Invoice” from the Invoices owed to you

Dashboard. .
s 4 Draftinvaices 220000
Hew sales invoice .
12 Awvaiting payment 17, 256.55
The highlighted fields below will appear on the invoice PDF, 4 Overdue 9,847.50
so ensure that the information you would like the customer

to see appears in these fields.

] —
Cleler m Thiz week 16-24 Jan 23-31 Jan Future

Sales » Invoices »

Edit Invoice ORC1041

Awaiting Payment L7) Invoice Options ~

To

Date Due Date Invoice # M Branding

| dekaranda Maple Systems | [1 Jan 2015 [+ | [14 Jan2015 |+ | [oRC104 | [ams ) |standard »] d

Ikem

Add a new line

Currency |.C\LID Australian Dollar | A | Amounts are |Tax Inclusive | A4 |
Fiption Unit Price Disc % Account Tax Rate Region Arnount AL
Instalation Fees 2,750.00 200 - Sales 55T on Income 2,750.00
Subtatal 2,750.00
Includes GST 10,00% Z50.00
TOTAL 2,750.00

The customer will see
this information on
their invoice.

-

You can view invoices awaiting payment by selecting “Invoices owed to you” from the Dashboard
and then selecting “Awaiting Payment”.

Sales ¢
Invoices
New Invoice New Credit Note @ send Statements Import Export
All Draft (4 Awaiting Agproval (1) Awaiting Payment {12} Faid Repeating
Print Email Deposit Ma ikems selected 12 items | 17,256.55 ALUD Ssearch
| Mumber Ref To Date = Due Date Expected Date Paid Due Sent
] ORC1039 GB1-White Bayside Club 14Jan 2015 1 Feb 2015 0.00 234,00
I QRC1038 Ref MKE1S Marine Systems 14 Jan 2015 20 Jan 2015 o.00 396.00
L ORC1036 Eiaskel Case 14 Jan 2015 24 Jan 2015 o.00 914.55
[ oRCi032 Cube Land 13Jan 2015 20 Jan 2015 0.00 495,00
= 0| Jakaranda Mapls Systems 8 Jan 2015 0.00 (1,500,007
I ORC1034 PO403/CSD Finnacle Management 3 Jan 2015 23 Jan 2015 0,00 3,050.00
|| ORCO1025 PO CRMOB-12 Ridgeway University 3 Jan 2015 13 Jan 2015 0.00 6,157.50
I ORC1041 Jakaranda Maple Systems 1 1an 2015 14 Jan 2015 0.00 2,750,00
| ORC1033 Portal proj DIISR - Small Business Services 29 Dec 2014 158 Jan 2015 o0.00 3,850.00
I ORC1057 k| (Ciky Limousines 13 Dec 2014 0.00 (60.50)
[l oRrC1012 by Limousines 12 Mow 2014 28 Now 2014 0.00 660,00
L QRClo0Z ity Limausines 23 0ct 2014 ZMov 2014 850,00 250.00

Page |1 T | of 1 (12 kotal ikems) Showing |25 T | items per page
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Statements can be sent to clients who have not paid their invoice by selecting “Send Statement”.

Mew Invoice |+ New Credit Mote B Send Statements Import Export

All Diraft (4} Awaiting Approval (1) Awaiting Payment {12} Paid Repeating

Then choose “Outstanding” invoices and the date outstanding.

Statement Type

<|Outstanding | - | as at |14 J@uy |

.

@ Print [ Email | poitems selected
Mame Accounk Mo, Email Address
Ridgewat University accounks@ridgewmayuniversity, edu Add address

Accounts Dept., Melbourne Regional Office
L3, Southbank House 13 Gallery Ave,
Melbourne, 3131

DIISF - Small Business Services accounks@diisr . gowt

Ciky Lirmousines scotk@cibvlimousines, con 13 Waverly Park Rd, Melbourne, VIC, 3313

Mick Wakefield, P O Box 456, Melbourne GPO,

Edit address details WIC, 3331

Finnacle Management

Jakaranda Maple Systems Edit address details Add address

Mary Munn, Shop 14 Ridgeway Mall S00 River

Basket Case Road, Pinghaven, MyL, 957

Edit address details

Then select the clients/customers that you would like to send a statement to and either print or

email the PDF statement.

saenentos o
STATEMENT s
N - e s 200
the statement.
Date Activity Reference  Due Date Invoice Amount Payments  Balance AUD

3%an 2015 Iwoles # ORCO1025 PJO CRMOB-_. 13 Jan 2015 618750 000 618750

BALANCE DUE 6,187.50

When paying by cheque, please eomplete this payment advice, detach and past to the address provided.

nline 2345678 or use the Pay !link to pay with your eredit card.

e
PAYMENT ADVICE Cotmer b
To: Demo Company (AL) Overdue current Total AUD Due
Er I -

MARINEVILLE NSW 2000
Amount Enclosed

Outstanding Balance

£,187.50

3,850.00

549,50
3,080,00
1,250,00

14,558

The statement will list each of the invoices
outstanding for the client/customer and the
dates that the invoices were due.

You can also edit the statement template to
add your logo and edit the text appearing on
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4. Settings

4.1 Organisation Settings

The Organisation Settings can be found under

General Setting in the top left hand corner.

The display name is the name that will appear
in the top left hand corner of Xero as well as
on the invoices that you create.

You may also upload your logo to appear on
invoices that use Xero’s standard invoice
settings.

Your ABN will also need to be entered on this
page so that it appears on your invoices.

Contact details can also be entered on this
page if you want them to appear on your

:= Demo Company (AU}

Dashboard  Accounts  Payroll  Reports

General Settings

Organisation

Organisation Settings
Edityour organisation detalls

Tracking
Manage tracking iterns for more powerful reparting

Conversion Balances
Uptiate actaunt balanees fram previous aceounting systerms

Tax Rates
At Bt ant delete the tax rates you want to use

Features

Invoice Settings
Create branding thernes for docurments & add payment semices to invoices.

Currencies
Add foreign currencies that your organisation uses.

* Payroll Seftings

Adviser

Contacts

* Chart of Accounts
Add, edit, archive, delete, import or expart your accounts.

Financial Settings
Edityour financial seffings such as tax period and lock dates.

Users
Manage who has actess to your organisation

Custom Contact Links
Create tustom inks Tor your xera contacts and ther systems

Connect

Hero To Xero
Send and receive sales invaices and bills from other Xero usars

Add-ons
Connectto other online services,

e rred iterns will appear in the Setlings

Manage your payroll setiings

invoices.

Email Settings
Setareply-to email address and email termplate content

:= Demo Company (AU)

Dashboard Acceunts Adviser Contacts

Payroll Settings

General Settings =

Organisation Se

Basic Information

Display name

Demo Campany (AL

Leygal ! Trading name Demo Company (AL

Logo Upload logo

What is your line of business? e.g. Florist, Architect, Restaurant

QOrganisation type Company A

Australian Business Number < 

Branch {if applicahle)

Your ABN needs to be
entered here so that

it will appear on your

Organisation description i invoices.
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4.2 Chart of Accounts

The chart of accounts lists all the accounts that your business allocates transactions to.

The accounts are listed under the following five types of accounts:

Assets: Tangible or intangible items owned or controlled by the business
Liabilities: Payment obligations

Equity: The owners interest in the business

Expenses: Business related purchases

Revenue: Income received by the business

:= Demo Company (Al)

Dashboard Accounts Payrell Reports Adviser Contacts Settings

General Settings »

Chart of Accounts

Add Account Add Bank Account ~ '@ Print PDF Import Export

All Accounts Assets Liabilitizs Equiky Expenses Revenus Archive

What's this? |=)

Delete Archive Change Tax Rate | Mo accounts selected | Search
@ame Type Tay Rate Y1

|| 090 Business Bank Account Bank. BAS Excluded (2,151.58)

[ 091 Business Savings Account Bank BAS Excluded (51.72)
Sales

g 200 Income from any normal business ackivity Revenue GST on Income 5,151.05
Cther Revenue

g 260 Any other income that does not relate to normal business activities and is not recurring Other Income G5T on Income 0.00
Inkerest Income

|| zm Inbereet income Cther Income G5T on Income 97,05
Purchases ;

&g =00 Goods purchased with the intention of seling these to customers Direct Costs GST on Expenses 763.64

] 400 Advertising Experse G5T an Expenses 4,102.91

- Expenses incurred For advertising while trying to increase sales R

O 4 Bark Fees Expense GST Free Expenses 331,50

- Fees charged by vour bank for transactions regarding vour bank accountis), '
Cleaning

g 40 Expenses incurred For cleaning business property. Expense G5T on Expenses 465,00
Consulting & Accounting

é ez Expenses related to paying consultants Expense G5T on Expenses .00

: Depreciation .

1 4l The amaount of the asset's cost (based on the useful life) that was consumed during the Depreciation BAS Excluded 0.00

period
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Code
Each account will have its own unique code. The default chart of accounts in Xero will have the
codes set up so that the accounts appear in order based on their account type.

Account Type Account Codes
Bank account (assets) 0-—199
Revenue 200 -299
Expenses 300 -599
Assets 600 —799
Liabilities 800 - 899
Owners Equity 900 —-999

Name
Each account will have a name and a description appearing in the second column. When creating
reports you can order accounts either by name or by code.

Hint: A handy feature in Xero is that when you are creating a transaction you can select the account
just by typing any part of the account name. There is no need to memorize each account code or
print the chart of accounts for reference.

Type

This tells you the type of account it is. The account type determines which financial report the
account will appear on, ie. either the profit and loss statement or the balance sheet. The account
types that appear in this column are sub-categories of the five main account types.

Asset Liability Owners Equity Expenses Revenue
— Currentassets | — Current — Equity — Depreciation — Other income
— Fixed assets liability — Direct Costs — Revenue
— Non-current — Liability — Expense — Sale
assets — Non-current — Overhead
— Prepayment liability
Tax Rate

This tells you the default GST code that Xero will use for all transactions allocated to the account.
The GST code can always be manually changed when entering a transaction that is different to the
norm.

The most common GST codes used are:
GST on Expense/Income
GST Free Expense/Income
GST on Capital
GST Free Capital
BAS Excluded - You may also have heard of this code by the name “Non-Taxable”.

The capital GST codes should be used for the purchase and sale of assets.

YTD
This shows you how much has been allocated to the account since the 1** July.
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4.2.1 Adding an Account

To add one of the five main types of accounts, select “Add Account”. To add a bank account that will
appear on the dashboard and have the possibility of receiving bank feeds, select “Add Bank
Account”.

:= Demo Company (AU}

Dashboard  Accounts  Payroll Reports  Adviser  Contacts Settings

General Settings »

Chart of Accounts

Add Account | Add Bank Account - @ Print PDF Import Export

When you select “Add Account” the following screen appears.

Add New Account

Account Type How account types affect your reports

Profit & Loss Balance Sheet
Code Income Current Assets
& unique code/number For this account (imited to 10 characters) Revenue Gurrent Assels
Sales Prepayments
Less Cost of Sales Plus Bank
Direct Costs Bank Accounts

ac PROE Plus Fixed Assets
A short title for this account {limiked to 150 charackers) e e Fixed Assets

Name

Plus Other Income Pius Non-current Assals
Cither Income Mon-currant Assets
Description {optional) Less Expenses
A description of how this account should be used Expenses
Depreciation Less Current Liabilities
EERTasE Current Liabiliies
W Legs Mon-currant Liabilitias
Mon-currant Liabilities

TOTAL ASSETS

The default bax setting For this account
MNET ASSETS
-
o Equity
B Exity
|| shaw in Expense Claims Plus Net Profit
— TOTAL EQUITY

|| show on Dashboard Watchlist

|| Enable payments to this account

ﬁ ‘¥ou can also modify where accounts appear in wour reports

using Custarised Repart Layouks

On this screen you can input all the information previously explained. You can also select whether
you would like the account balance to appear on the dashboard so you can keep an eye on it. You
can also allow employees to allocate expenses to that account if using the Expense Claim feature.
This is typically used for accounts such as Staff Amenities, Materials, Fuel and Tolls. You may also
enable payments to and from the account, meaning that you can pay a bill from that account rather
than paying it from the bank. This is typically used when the owner of the business contributes
money to the business. Instead of creating a manual journal, you can create a bill for the expense
and pay the bill from the owners drawings account.
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When you select “Add Bank Account” a dropdown box will appear asking you if it’s a bank account,
credit card, or PayPal account. If you select bank account the following screen appears.

Add Bank Account

Your Bank

Bank feeds are available for recognised banks
i’ The bank name waon't be saved in this demo organisation
Account Name
Az ol would like it Eo appear in ¥era (limited 30 characters)
Code
A unique codefnumber For this account (imited to 10 characters)

Currency

AUD Australian Dollar | =

Bank Account Mumber

B3SE Account Mumber

Use the options below if you make batch payments.... 7|

DE User ID (Required by some banks)

Include self-balancing transaction in the ABA file

Your Bank

This is where you select who you bank with,
such as Commonwealth, ANZ, or Bendigo etc.
Xero will then tell you whether bank feeds are
generally available for this bank.

Account Name

This does not have to match the account name
that appears on your bank statements. This is
the account name that will appear on the
Dashboard and in financial reports, just like the
account name of all other types of accounts.

Code

This is the unique account code that all accounts
have as previously explained. Typically a bank
account will have a code between 0 — 199.

Currency

This where you select which currency your bank
uses.

Bank Account Number

This is where you enter your BSB and account
number to help with identification of the
account. Depending on who you bank with, this
information is also necessary to activate bank
feeds.

If your bank is a business bank account, it can be set up in Xero to process batch payments.
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4.3 Users

General Settings =
This is where you can invite someone to have access to your USE rs

Xero account.

‘What's this?

When you select “Invite a User” the following screen appears.

Invite a User Invite Xero Support

This screen allows you to give the user different levels of
access to your Xero account.

Enter their name and the email address they will use to log in, and select the levels of access you
want them to have. After you click “Continue” and a message box will appear where you can type in

an invitation message to be emailed to them.

When they receive the email it will contain a link for them to set up their password and log in to

Xero.

Enter their details

First MName Last Mame Email

Access to the accounts

Choose the user's level of access bo this organisation's accounts:

Bark recanciliation | 7 ) Invoices 7} Edit settings 7} Wiem reparts 7} Publish reports L7 Lock dates
Mone
Read Only Read only Read only
Irvaice Only Draft only -
®) Standard Non Cash Coding |+ v 4 v 4 all Reports -
Adviser v v v v v v

Manage Users allow this user to add and remaove users and change permissions
Payroll Admin Allow this user full payroll access, including preparing & posting pay runs and payrall reporting

Contact Bank Account Admin  Allow this user to add and edit bank account details held for customers and suppliers
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4.4 Invoice Settings

Xero has a standard invoice setting which you may tweak to suit you preferences.

New Branding Theme  «

11 Standard

D Default Settings

Payment Services

Page: Ad Margins Top: 1.35cm Eottom: 1.00 cm Address Padding: 1.00 cm

Font: Calibri, 9pt

Shios

Tax number

Tax column

Column headings

Urit: price and quantity

Logo
Discount;

Loga align: Right
Tax exchusive

Payment advice cut-away

Tax subtotals by tax rates aver 0%
Currency canversion as a single tax tokal

Dptions _«

Copy
em Change Logo

Delete

Contact Details

Demo Company (ALY

273 Main Street
MARIMEVILLE M3 2000

Remove logo

One of the things you can edit is the text that appears on the invoice. However, you cannot edit the

font or positioning of the text.

Edit Branding Theme

Mame

Page size

Top margin

Boktom margin
Address padding

Font

Font size

Draft Imwoice Litls
Approved Invoice title
Owerdue Invoice title
Credit Maote tithe
Skatement tithe

Draft Purchase Order title
Purchase Order title
Draft Quote title
Cuate title

Remittance Advice title

Receipt title

|Etandard

. a4
) U5 Letker

Calibari

9pt

DRAFT INVOICE

Tax INVOICE

Tax INVOICE
CREDIT MOTE
STATEMEMT

DRAFT PURCHASE CORDER
PURCHASE ORDER
DRAFT QUOTE
QUOTE

REMITTANCE ADYICE

RECEIPT

Measure in
® m

! inches

|#! Show bax number Logo alignment

) Left

|#*| Showe column headings
® Right

1#! Show unit price & quantity Show baxes as

|# Show pavment advice cut-away ® Exclusive

) Inclusive
|#1 Shaow bax colurn
Enter vour contact details as they should
appear at the top of all POFs wou prink or
send

|| Show registered address

[#! Show logo Derno Cormpany (ALY

23 Main Street

[ Hide Discount MARINEVILLE NSY/ 2000

|| Showe Conkact Account Mumber

Shiow b subkokals by
tax rates over 0%

Show currency conversion as

a single tax tokal

Payrent Services

demaoco@for-demo-purpases-on | -

BPavment Advice {Invoice)

WWhen paving by cheque, please complete this payment advice, detach and post £3
the address provided,

Online payment preferred - use our account 083-234-12345678 or use the 'Pay
agline now' link to pay via PayPal with vour credit card,

Terms (Quokes)
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If you would like more control over what your invoices look like, you can create a customized
branding theme.

Invoice Settings

What's this? (=)

Mew Branding Theme |« @ Default Settings Payment Services
Standard
Options ~
Page: A4 Margins Top: 1.35cm Bottom: 1.00 cm Address Padding: 1.00 cm Contact Details
Font: Calibri, 9pt Dema Company (ALY
23 Main Street ww

Show: MARINEVILLE M3 2000 L4
» Tax number » Logo align: Right

« Tax column o Tax exclusive

» Column headings » Tax subtotals by bax rates over 0%

» Unit price and quantity » Currency conversion as a single tax tokal

» Payment advice cut-away

s Logo

» Discount

Once you've named your customized theme it will appear below any other branding themes that
you have. You can then download all five templates as Word documents and save them to your
computer. Open the template that you want to edit ie. the invoice template, and edit the Word
document. You can then upload the edited Word document back into Xero.

New Theme Options ~
Invoice Credit Note Statement Purchase Order Quote ¥ Download 4 Upload
[boex Standard template Standard template Standard kemplate Standard template Standard template = =
Davnload a .zip file Uplaad yvour customised
that conkains each .docx template files
\docx kerplate 1;

Headings: DRAFT INYOICE, TAX INWOICE, TAX INWOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE QROER,
PURCHASE ORDER, DRAFT QUCTE, QUOTE

Download the templates for your Upload .docx Templates

customized branding theme.

File Edt Yiew Favortes Took Help

) Bk~ ) - (P || O Seaich [ Folders || G-

Address [11 C:\Documents and Setlings\SonyatMy D ocumerts\Downioads\New Theme Templateszin

Folder Tasks 2 ﬁ”-; ﬂ”-’ ] ﬂ‘t’ = ﬂ‘t’ = ﬂw :j
[ Evract all fles Credttlots: dos. Invoice dosk PurchaseOrd. Quots.dock  Statementd
*

Upload one or more templates,

Each file can be no larger than 1ME.

Invoice

Browse Mo file selecked
Quote

Browse | Mofils selected Up/OGd the
Credit Note template/s that

Browse | Mo file selected you have edited.

Statement
Browse Io file selecked
Purchase Order

Browse Mo file selecked
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When you have more than one branding theme Xero will default to using theme at the top of the
list. To reorder the themes, simply drag them into the order that you want.

New Branding Theme |« @ Default Settings Payment Services
andard Options
Page: A4 Margins TopTis Bottom: 1.00 cm Address Padding: 1.00 cm Contact Details
Font: Calibri, 9pt Dema Comparry (ALY
23 Main Strest m
Sha MARIMEVILLE MSW 2000 L

Logo align: Right
Tax exclusive

Tax subtotals by bax rakes over 0%
Currency conversion as a single tax total

« Tax number

« Tax column

Column headings

Unit price and quankity
Payment advice cub-away
Logao

Discount

Drag the

themes to

Headings: DRAFT INVOICE, TAX INVOICE, TAX INVOICE, CREDIT MOTE, STATEMENT, DRAFT PURCHASE ORDER, PLRCHASE
ORDER, DRAFT QUOTE, QUOTE, REMITTAMCE ADYICE, RECEIPT

reorder

Payment service: democo@for-demo-purposes-only, co

them.

Terms & Payment Advice {Invoices):
‘When paying by cheque, please complete this payment advice, detach and post to the address provided.,

Online payment preferred - use our account 033-234-12345678 or use the Pay online now' link ko pay via PayPal with your

credit card,
Terms {Quokes):
(Mone added)
New Theme Options ~
Invoice Credit Note Statement Purchase Order Quote ¥ Download + Upload
=3 Standard kemplate Standard kemplate Standard kemplate Standard template Standard template = =
Download & .zip file Upload your customised
that contains each .docx template Files

Jdaocx bemplate

Headings: DRAFT INVOICE, TAX INVOICE, TAX IMVOICE, CREDIT MOTE, STATEMENT, DRAFT PURCHASE ORDER,
FURCHASE ORDER, DRAFT QUOTE, QUOTE

Page: A4 Margins Top: 1.35cm Eottom: 1.00 cm Address Padding: 1.00 cm Contact Details
Font: Calibri, 9pt Orange Demo Co
1115pecial Projects Division: i
Unit 1, 2 Bushpark Ave
Parkville
Melbourne 3330

Shiow:
» Tax number

Tax column
Registered address
= Logo
iscount

Logo align: Left:

Tax exclusive

Tax subtotals by bax rakes over 0%
Currency conversion as a single tax total

This theme was created by
copying the Standard theme

and changing the logo.
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4.5 Email Settings

In Xero you have the ability email invoices, quotes, remittance advices, statements etc. directly from

Xero as a PDF attachment.

Your login email address will be the default email address that receives the replies to any emails that

you send from Xero. In the email settings you can set a new email address to receive the reply

emails.

You can also edit the default wording of any emails sent from Xero. You will also be able to change

the wording on each individual email before it is sent if you choose to.

Templates

Type

Receipt
Femitance
Credit Mote
Furchase Order
Statement

Quote

Sales Invaoice
Repeating Invoice

Sales Invaice

+ Add email template

Close

Hame &

Basic

Basic

Basic

Basic

Basic

Basic

Basic

Basic

Cwverdue - payment reminder

Edit the default
wording on the
email templates.

Pg. 45



4.6 Inventory Items := Demo Company (AU)

Inventory items can be found under the Accounts tab, or you can add a

Dashboard Accounts Payroll

new inventory item when creating a transaction.
Ba

They are designed to keep track of how much stock you have on hand, but
can also be used simply to save time when creating any type of transaction
by automatically filling in the description, unit price, and account..

On the inventory screen you can view a description of each item, the
quantity held, and add a new item.

Inventory

+ New temn Import ~ Export «
[ ttem Code tem Name Cost Price Sale Price Quantity v

[ Tss-Black T-Shirt Small Black 20.00 40.00 7.00

[] TSL-Black T-5Shirt Large Black 20.00 40.00 5.00

[ TSM-Black T-Shirt Medium Black 20.00 40.00 4.00
I:I Half day training - Microsoft Office a00.00

[ support-m Desktopimetwork suppartvia email & phone 500.00

Inventory items save time

by automatically filling in

the description, price, and

New Receive Money

account.

Received as  Direct Payment l

From Date Reference Total
Demo Customer 27 Jul 2014 v n.oa

AUD Australian Dollar Arnounts are | Tax Exclusive -

Ite Description Oty Unit Price Account Tax Rate Region Amount AUD

1.00 a00.00 200 - Sales GET on Income 50000 X

Train-M&:
Half day

training -
Microsoft
Office

Half day training - Microsoit
Office
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Creating an inventory item

Either add a new item from the inventory screen, or add a new item while creating a transaction.

tem Description
Inventory | N
(Mone)

DDy Development work -
developer onsite per day

Tick this box if you
would like to keep
track of the

quantity held.

ltem Code ltem Name

Train-MSl Half day training - Microzoft Office

P This treats your itern as a tracked inventory asset. Xero will record the guantity on
CK this item o hand and prevent you selling helow a quantity of zero.

Mote: this option can not be changed once you have recorded transactions against
the itern.

Find out if tracked inventory is right for you.

™ | purchase this item Unit Price Purchases Account

Purchases Description

Half day training - Microsoft Office

™ | sell this item Unit Price

Sales Account Tax Rate

00.00 | 200- Sales *  GETonlncome -

Sales Description

Half day training - Microsoft Office

Details entered here
ﬁ will automatically
appear when creating

any type of transaction
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Edit item Options ~
Clicking on an inventory item will
X . T-Shirt Large Black
give you a quick summary of the Quantity on Hand
item. Inventory Item 5
Inventary Asset Account 630 - Inventory B Cost
werage Co:
Purchases 20.00
Unit Price 20,00
Total Value
Caost of Goods Sold Account 210 - Costof Goods Sald
100.00
Tax Rate BAZ Excluded
Description Carnpany Branded T-Shirt Large Black Qrder Code #2412 In Committed Quates
Sales 0
Unit Price 40.00
Quantity on Order
Account 200 - Sales 0
Tax Rate GST onIncome
Description Carnpany Branded T-Shirt Large Black Check out our website for other offers!
Recent Transactions
Date Type Reference Quantity Unit Price Total
You can also view a detailed .,
. . . a0dunzate SPERTE +5 20,00 100.00
inventory report which is one of
Xero’s new reports.
o We're impraving reparting. Cwer the coming months we'll be adding new reports for you to us€, Try out the new reparts
This report can be customized to show as much or as little information as you need.
Inventory Item Details
Demo Company (AU)
From 27 July 2015 to 27 July 2015
Date Contact Yalue Movement Unit Cost Price Unit Sale Price Margin Profit per ltem
GB1-White - Golf balls - white single {Untracked)
27 Jul 2015 Bayside Club (203.64) A.09
Total GB1-White - Golf balls - white single {203.64) 0.00 5.00 0.00
{Untracked)
TSS - Black - T-Shirt Small Black
Opening Balance 140.00
27 Jul 20148 Furch. of Stack 400.00 20.00
27 Jul 2015 Sale (300.00) 20.00 40.00 50.00% 20000
Total TSS - Black - T-Shirt Small Black 100.00 40,00 40,00 20.00
Closing Balance 240,00
Total {103.64) 40.00 45.00 20.00
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5. Payroll
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5. Payroll

5.1 Payroll Settings

Payroll Settings can be found in General Settings under the Settings tab.

The Calendars must be set up so that Pay Runs can be processed. All other payroll settings are
optional.

:= Demo Company (AU)

Dashboard Accounts Payroll Reports Adviser Contacts Settings

Payrell Settings

Organisation HDIidays Pay Itermns Payslips Superannuztion

Pay Calendars Add Pay Calendar
Hame Pay Period Hext Pay Period Hext Payment Date
Fortnightly Calendar Fartnightly 01 bay 2015- 14 May 2015 18 May 2015
Veekly Calendar Weekly 22 May 2015 - 28 May 2015 29 May 2015

The calendar is you pay cycle. You can have more than one calendar if you have employees that are
paid on different cycles ie. weekly and monthly.

Each employee must have a calendar assigned to them in Add Pay Calendar x b
their employment settings in order to process their pay. '
Pay Period
Manthly v] b
Mame
Manthly -
Start Date
i
First Payment Date
]
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5.2 Adding Employees

To add employees, go to the Payroll tab and select Employees. There you will be able to see all your

current employees and add new employees

:= Demo Company (AU)

Dashboard Accounts

Employees

Current Histary

Current Employees

(]  First Name
[ James

S| Cdette

Payroll Reports

Superannuation

Last Mame

Lehran

Garrisaon

Adviser

Contacts Settings

Employee Group

Faotthightly Calendar

Weekly Calendar

When you add a new employee, the details Xero will require are their

— Firstname
— Last name

— Date of birth
— Address

Calendar

Sonya Morton =

Payment Summaries Add Employee

Next Payment Date
14 Feb 2014

22 Feb 2014

You will then be able to save them as an employee. However, you will not be able to process payroll

for them with only those details. To process payroll Xero will also require their

— Start date

— Payroll calendar

— Ordinary
earnings rate

— Taxfile number

— Employment
basis

These details are
entered into the
Employment and Tax
Declaration tabs.

Xero will now allow you
to include this

Dashboard Accounts

Emgloyess = Simon Demo

Employment

Employee Hame ™
Simon Demo

Payroll Reports Adviser Contacts
Salary Earnings YTD
View View

Details Employment Tax Declaration Lesve Bank Accounts

Employment

Start Date Classification

01Feb 2018 =

Payroll Calendar
Wieekly Calendar

Ordinary Earnings Rate
Ordinary Hours

) Authorised to Approve Leave

Emplovee Group

) Authorised to Approve Timesheets

Settings w = (7]

Annual Leave Mext Payment Date

22 Feb

Options ~

Pay Template Opening Balances Notes

Holiday Group
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employee in Pay Runs. However you may wish to set up their pay template to make processing their

pay easier.

The pay template is where you can enter their hourly rate, regular deductions, superannuation

accrual, common reimbursements, and leave accrual.

The Earnings Rate is where you can enter their ordinary hourly rate, time-&-a-half rate, double-time,
allowances etc. You may also enter how many hours they work per pay period if they work a set
number of hours. If they work irregular hours you may wish to use the Timesheets feature.

Details Employment Tax Declaration Leave Bank Accounts Pay Template Opening Balances
Pay Template
Earnings Rate Hours Rate Total
Ordinary Hours 21.000000 X
+ Add Earnings Line
+ Add Deduction Line
+ Add Superannuation Line
+ Add Reimbursement Line
+ Add Leave Line
Add a Superannuation Line
Superannuation Fund
Fund Details Pending
Contribution Type
Superannuation Guarantee Contribution {SGC)
Calculation Type
To add their superannuation, select “Add O Fixed Amount
Superannuation Line”. A screen will appear with the O Percentage of Eamings
“Statutory Rate” already selected. If you haven’t © statutory Rate
negotiated another super agreement with your T YT
employee, then just click “OK”. Xero will automatically 450,00
calculate their super accrual based on the current
Expense Account
statutory rate of super accrual. +78: Superannuation
Liahility Account
826: Superannuation Payahle
Payment Frequency Payment Date for this Period
Ciuarterly - 28 Apr2018

OK
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% To accrue leave, select “Add a Leave Accrual

Add a Leave Accrual Line .
Line” and select “Annual Leave”.
Leave T . .
eave e The simplest way to calculate leave is to tell
Annual Leave v “« .
Xero to calculate leave “Based on Ordinary
Calculation Type Earnings”.

() Enter Rate in FPay Template
() Calculste Rate - Fixed Amount Each Periad

@ Calculate Rate - Based on Ordinary Earmings

You will then need to enter 152 into the first
box, and 38 hours into the second box. These

proportions will ensure that Xero calculates the

Hours of Leave Accrued Each Year by
Full Time Employee

correct amount of leave accrued each pay period

152 regardless of how many hours they actually
work.
Hours in a Weekhy Pay Period for Full
Time Employees
28 Repeat the process for personal/carers leave

(previously called sick leave) and enter 76 hours

into the first box, and 38 hours into the second

0K box.

5.2 Taking Leave

When an employee takes leave, you do not need to

process this at the same time that you process payroll.

Leave is entered in a separate area of Xero and can be
entered before payroll is processed.

Leave is processed by going to the Employee screen,
selecting the employee, going to their Leave tab and
clicking “Add Leave Application”.

You can then enter the details of their leave. If they
took one day of leave Xero will automatically calculate
7.6 hours, but you will be able to type over that with
your own hours if they did not take a full day of leave.

Add Leave Application

Leave Type

FersonaliCarer's Leave

Title

Sick Leawve

Description

Start Date End Date
03 Mar 2015 i 03 Mar 2015 v

Pay Period Hours

Week ending 07 Mar 2015 T.6D

Pg. 55



5.3 Timesheets

Timesheets can be found under the payroll := Demo Company (AU)

tab.
Dashhoard Accounts Payroll Reports Adviser Contacts Settings

You then select “Add Timesheet”, the

, . Timesheets
employee’s name, and the pay period.
Timesheet Filter Employee Group En
Appraved v o dally A
Timesheets
nuation
+ Add Timesheet
Add Timesheet
Mo timesheets selected
[ First Name Surname Employee erind pdit
Simon Demo v v

Veek ending 21 Feb 2015

Veek ending 28 Feb 2015 &J

Week ending 07 Mar 2015

You will then be able to enter the hours they worked each day and at what pay rate those hours
were worked.

Once the timesheet is approved, Xero will enter the hours for each pay rate into the Pay Run for that

period.

Employee Status Week ending Weekhys Total
Simon Demo Draft « 28 Feb 2015 - 22.00
Earni Rat Sun tdon Tue Wed Thu Fri Sat H

ELLITL LS 22Feh 23Feb 24Feb 25Feb 26Feb 27Feb 2zgFeh OIS

Qrdinary Hours n.oo a.00 n.oo 3.00 0.oo 2.00 0.oo 16.00 ®

Cwertime Hours (Double Time Hours) n.oo n.oo n.oo n.oo n.oo 2.00 4.00 .00 *

+ Add another line 0.0o 5.00 0.on 3.00 0.on 10,00 4.00 22.00

Delete Timesheet Sawve Draft W
——
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5.4 Processing Payroll

To process payroll, go to the Payroll tab and select Pay Runs. Xero will show you your Pay Run

history and a draft Pay Run (there can only be one draft Pay Run at any time).

= Demo Company (AU)
Dashbhoard Accounts Payroll Repon:s Adviser Contacts Settings E = e

Pay Runs
Draft Pay Run
Calendar Payment Date wWages Tax Super Net Pay
Weekly Calendar 22Feb 2015 735.00 g0.00 BE.15 645.00
+ Add Pay Run
Pay Run History
Calendar Period Payment Date Wages Tax Super Net Pay
Weekly Calendar Week ending 14 Feb 2015 14 Feh 2015 1,008.00 180.00 90.72 gz8.00
Weekly Calendar Week ending 07 Feb 2015 08 Feh 2015 1174.00 131.00 106.11 1,048.00
Weekly Calendar Week ending 31 Jan 2015 01 Feb 2015 224450 439.00 18216 1,805.50
Farnightly Calendar Farnight ending 31 Jan 2014 01 Fek 2015 6,094,325 1,032.00 a44 88 4,862.25
Wieekly Calendar Week ending 24 Jan 2015 25Jan 2015 1,627.00 21300 13743 1,314.00

When you select “Add Pay Run” Xero will ask you which pay period
you would like to process, ie. weekly, fortnightly, monthly, etc. These .
Add a Pay Run
are called pay calendars. Employees must have a pay calendar
assigned to them to be able to process their pay. Select a pay period
Once you have selected the pay period, Xero will show you the [

Fornightly Calendar : Fortnight ending 14 Feh
employees who are assigned to that pay calendar. Xero will also give 2015 —
you a summary of their pay if their hours have been entered, either .\ cooniar week snding 21 Feb 2015 &J

because a timesheet has been approved or because their fixed hours

. . 2018 Unscheduled pay run P
have been entered in their pay template.
18 10 lan MR 1 /annn
Pay Funs = Week ending 21 Feb 2015
Week ending 21 Feb 2015
Earnings PAYG Superannuation Het Pay Status Payment Date
1,207 120 66 1,087 22 Feb
3 Employees Included
First name a Last name Employee Group Last Edited Earnings Tax Super Het pay Included «
Odette Garrison 735.00 §0.00 G615 £45.00 o
Simon Cemo 472.80 an.00 0.0 44250 o
Tracy Grean 0.00 0.oo .00 0.0o o
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You can then click on each employee to view and adjust all their pay details. The hours shown below
have been entered from an approved timesheet.

= Demo Company (AU)

After saving, go back

Dashboard Accounts Payroll Reports

Pay Runs ¢ vieek ending 21 May 2015 3) Odette Garrizon -

Week ending May 2015

Adviser Contacts

Settings

to the Pay Run

summary

Employee ~ Employee's Het Pay
Simon Demo 44250
Earnings Rate Hours Rate Total
Ordinary Hours 16.0000 21.000000 315.00
Earnings Rate Hours Rate Total
Cwerime Hours (Double Time Hours) 5.0000 31.500000 147.480
+ Add Earnings Line 4?2 50
+ Add Deduction Line 0.00
Tax Type Amount
PAYG Tax - With tax-free threshold, no leave loading a0.00
+ Add Tax Line 30 00
+ Add Superannuation Line 0.00
+ Add Reimbursement Line 0 00
Tatal Payment for Employee Total
Manual Payment 447 50
442.50
Leave Type Hours
Annual Leave 1.1507 *

.
Reset Payslip ﬁ Save & Next
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When you are satisfied that each of the employee’s details are correct, you can post the Pay Run.

Pay Funz  + Week ending 21 Feb 2015

Week ending 21 Feb 2015

Earnings PAYG Superannuation Het Pay Status Payment Date

1,207 120 66 1,087 22 Feb

3 Employees Included

First name Last name Employee Group Last Edited Earnings Tax Super Met pay Included «
Odette Garrison T35.00 90.00 BE.15 G45.00 O
Siman Demao 472480 30,00 0.o0 44240 O
Tracy Grean n.on n.00 n.oo o.o0 0

+Add a pavslip message

Delete Pay Run Reset Pay Run View Reports

Post Pay Run | |

After you have posted the Pay Run you will be able to

1. Download the ABA for use with business bank accounts
2. Email the payslips to your employees
3. Revert the Pay Run back to draft mode if you need to make adjustments

l Pay Bun Options v_! | |

View Reports ~

Download ABA
Email Payslips

Revert to Draft
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5.5 Reconciling Wages From The Bank

When you post the Pay Run, Xero will automatically post the following journal entry.

Dr Cr
Gross Wages $1,000
Example PAYGW Liability $250
Acc. 804 - Wages Payable $750
Super Expense S50
Super Liability S50
Total $1,050 $1,050

You'll notice that the net wages (Gross wage minus PAYGW) is allocated to the 804 account. This is a
clearing account. This is the account that you will allocate wages to when you are reconciling your
bank account. Your 804 account should then equal zero.

iR Match

Match Create Transfer Discuss

Who | Jolhn Smith Wihat 804 - Wages Payable - Payrall |

Wy Wiages

Allocate wages to the

Fegion » BAS Excluded - add details
804 account when you

are reconciling the bank.
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6. Automatic Superannuation
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6. Automatic Superannuation

6.1 About this Feature

Xero’s Automatic Superannuation feature is available with Xero subscriptions that accommodate
more than one employee, ie. the Premium 5 version or higher.

It is a SuperStream compliant method for making a batch superannuation payment for all of your
employees. You will be able to customise these batch payments and select individual super
payments for each employee according to each payrun that has been processed. These payments
will then be direct debited out of your bank account in a lump sum and be sent to each of the
employees’ superfunds based on their super details recorded in Xero.

It is the only feature in Xero that is able to make a payment from your bank. This is why there are
added security checks to this feature.

6.2 Stetting up Automatic Superannuation

Before you can use the Automatic superannuation feature you will need to fill out the online

registration form.

Dashboard  Accounts  Payroll  Reports  Adviser  Contacts  Sattings

Auto Superannua

pther member contribution form make you want to cry?
Superannuation Payments today, and make the pain go away.

ion? Check out our easy help guide.

‘ o Set up Automatic Superannuation Payments by completin@line Registration F@\t aur Help Centre to learn more about this feature.

The online registration form will ask you details about the

- Business ABN and name

- Business bank account details

- Commencement date of Automatic Superannuation payments (this can be in the past)
- Details of the person authorized to make payment
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6.3 Paying Super with Automatic Superannuation

Once the online registration form has been processed you will be able to start paying your super
through Xero by clicking + Add Super Payment.

Dashboard Accounts Payroll Reports Contacts Settings + - [M] Q 0

Superannuation Payments

+ Add Super Payment

Created v Status Amount Approved Processed

Xero will then show you all the unpaid super accrued through the payruns. From these you will be
able to select which payments you want to include in the batch super payment.

Here you can
filter your
unpaid super

Reports Contacts Settings + - ] Q

Dashboard

Superannuation » New Payment
Superannuation Payment Details /

Accounts Payroll

Employee Group Due Date Start Due Date End
Total Liability Status
0.00 14,880.95 Draft
0 Payments Included
Period Due Date o Employee Type Fund Amount
Fortnight ending 29 Nov 2015 28 Jan 2016 Natasha Romanov SGC AustralianSuper 255.77
ortnight ending 29 Nov 2015 28 Jan 2016 Natasha Romanov Salary S. AustralianSuper 100.00

[Fortnight ending 13 Dec 2015 28 Jan 2016 Natasha Romanov SGC AustralianSuper 255.77
Fortnight ending 13 Dec 2015 28 Jan 2016 Natasha Romanov Salary S AustralianSuper 100.00

AN

Here you can select which super payments you

would like to include in the batch payment
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Once you've selected which super payments you want to include in the batch payment, click the
Submit For Approval button at the bottom of the page.

# Fortnight ending 24 Jan 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 255.77
# Fortnight ending 10 Jan 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 255.77
S Fortnight ending 07 Feb 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 152.00
# Fortnight ending 24 Jan 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 255.77

The batch payment will then appear as Pending Approval

Dashboard Accounts Payroll Reports Contacts Settings + e M Q 0

Superannuation Payments

‘ 0 The payment balch has been submitted successfully. ’

+ Add Super Payment

Created v Status Amount Approved Processed

02 Mar 201 2,286.62

The person who has been listed as the super payment authoriser will then

receive a text with a code to approve the batch payment. They will also Your authorisation code for
your Super payment of
receive an email to inform them that they have been sent a text with the Snten rans

authorisation code.

When the authoriser logs into Xero, they will be able click on the batch payment pending approval
and review all the super payments included. They will then be able approve or delete the batch
payment.

Fortnight ending 24 Jan 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 255.77

Fortnight ending 10 Jan 2016 28 Apr 2016 Natasha Romanov SGC AustralianSuper 255.77

Pg. 66



If the authoriser approves the batch payment, they will be prompted to input the authorisation code
sent to them via text message.

Approve & Submit for Processing

An approval code has been sent to the person authorised to make approvals for this
account.

Please enter the approval code in order to approve and submit this superannuation payment
for processing.

Authorisation Code

Reject Approve & Submit - Canc ‘h‘

The batch payment will then appear as being approved and pending processing. After a few days you
will see the batch payment direct debited from your nominated bank account.

Dashboard Accounts Payroll Reports Contacts Settings + - [M] Q (7]

Superannuation Payments

‘ o The payment batch has been successiully authorised and queued for processing }

+ Add Super Payment

Created v Stat Amount Approved Processed
02 Mar 2016 Approved, pending processing 2,286.62

6.3.1 Reconciling the Batch Super Payment

If the nominated bank account has bank feeds set up, then you will see the payment appear in Xero
waiting to be reconciled. This payment should to be reconciled to the Super Payable account.

Reconcile (1) Cash coding Bank statements Account transactions
at's
Review your bank statement lines... ...then match with your transactions in Xero
Spent ~ Received ~ Spemt ~ Received *
3 Mar 2016 2,286.62 Who  ClickSuper What 826 - Superannuation Payable v
ClickSuper oK .
PAYMENT BY AUTHORITY TO Why

CLICKSUPER PTY LTD
ClickSuperp_vu_cc_12345678

Add details
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6.4 Entering Employee Superannuation Details

To use the Automatic Superannuation feature in Xero, it is necessary to have the details of the
employee’s superfund and the employee’s member number recorded in Xero.

The first step is to add the relevant superfunds into Xero’s payroll settings.

Dashboard  Accounts Payroll Reports  Adviser  Contacts

Payroll Settings

Organisation Calendars Holidays Pay Iterns

Superannuation

Superannuation Add Superannuation Fund
Name Type SPIN usi Auto Migrated Fund Employer Number
OnePath Corporate Super (OnePath Ma... Regulated MMFO3934L 23123
HESTA Super Fund {Health Emplovess .. Regulated HETO100AL 1234

Showing 2 Superannuation Funds

Payroll Settings

Organisatiﬂn Calendars H
Add Superannuation Fund x
Superannuation Tyne & ‘ Add Superannuation Fund |
Regulated Superannuation Fund w
Name o Fund Employer Number
Name &
OnePath Corporate Super (OnePath Ma | ~ 23123 &
i v
HESTA Super Fund (Health Employess 1234 [+
Employer Humber usi
Showing 2 Superannuation Funds poye L
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The next step is to add the employees super details into their employee details.

6
Dashboard Accounts Payrell Reports Adviser Contacts Settihgs + ] [ (2]

Employess = Odette Garrizon

Employment

Employee Name ~ Salary Earnings YTD Next Payment Date

Odette Garrison View View 22 Mar

Details Taxes Leave Bank Accounts Payslips Fay Template Opening Balances Motes

Employment

Options ~

Start Date Classification
04 Mar 2016 -

Payroll Calendar Employee Group Holiday Group

Weekly Calendar - v Mone -

Ordinary Earnings Rate

Ordinary Hours -

) Authorised to Approve Leave ! Authorised to Approve Timesheets

Superannuation Memberships

HESTA Super Fund {Health Emplayvees Superannuation Trust Australia) - SPIM 1224123 b

S

+ Add a super membership

|

Taxes Leave Bank Accounts Payslips Pay Template “En The + Add a super membership button will prompt

Add a Superannuation Membership you to select the employees superannuation fund
and to enter their member number. You will now be
Fund Employee Number
B = able to make super payments for the employees.

HESTA Super Fund (Health Emplaoyees
Superannuation Trust Australia) - SPIM ﬁ ;}

OnePath Corporate Super {OnePath
Masterfund) - SPIN

-
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/. Reports

The Reports tab can be found along the top menu bar. You can either view all reports or go directly

to your favourite reports.

:= Demo Company [(AU)

Dashboard Accounts Payroll Reports Adviser Contacts Settings

All Reports

Demo Company (AU)

ports

Business Bank Account

Budget m: 1§ Account watchlist
306-234-12345675 =
Favaurit
I ) Account
Reconcile 28 items - ]
ement FAYG Withholdings Payahle
(8324)
;'“\I eet Sales (2000
—r—a——w LY PLEL TR

Profit and L

| U I

7.1 Profit & Loss Statement
The most common report is Profit and Loss report. This will show you your income and expenditure
for a chosen time period. You can also compare the chosen period with another period.

Profit & Loss

Wide view &
Common Formats Compare Periods Show Date Range
From: Tt Compare With: Compare Periods: e
1azts [~ | (ananzms [+ [nore [~] [Mone [~] Upibaie
Mare options
Profit & Loss
Demo Company (AL)
1 July 2014 to 30 June 2015
Add Summary
30Jun 15
Income
Sales 45,151.05
Total Income 45,151.05
Less Cost OF Sales
Purchases 763,64
Total Cost Of Sales 763.64
GROSS PROFIT 44,387.41
Less Operating Expenses
Advertising 4,102.91
Bank Fees 331.50
Cleaning 465,00
Consulting & Accounting 95.00
Entertainment 277,20
Freight & Courier (9.03)
General Expenses 1,085,085
Legal expenses 4,090,591

Vinkb Newnme Unmkine 1 naa T
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7.2 Superannuation Accruals Payroll

To know how much super is owed to your

Leave Balances

employees, view the superannuation accruals

reports. Then group the payments by employee

Payroll Activity Details

to see how much is owed to each employee. Payroll Activity Summary

Payroll Employee Summary

Superannuation Accruals

Superannuation Payments

Superannuation Accruals

REPORT ON

Employees Al

Date Range Last Quarter

Contribution type

Super fund

11 Results

Emplovee «

James Lebran
James Lebron
Odette Garrison
Odette Garrison
Odette Garrison
Cliver Gray

Sally Martin

All

All

Employee Group

Mane

Maone

Maone

Maone

Maone

Mane

Maone

Employee Humber Standard Wiew u
1924 Group by Employee
1234 Group by Employes Group
1234123

Group by Super Fund Mame
1234123

Group by Contribution Type
1234123 e
12345 OnePath Corporate Super
1231412 HESTA Super Fund
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7.3 Wages Reconciliation

To ensure that the wages paid from the

bank match the wages processed through

payroll, view the Account Transactions

report and select the ‘804 - Wages

Payable - Payroll’ account.

In the Debit columns this report shows

Accounting

Account Transactions

Bank Reconciliation Summary

Contact Transactions - Summary

Foreign Currency Gains and Losses

the wages paid out of the bank. The Credit

column shows wages processed through

payroll. If the closing balance is not nill,

then you may have either

underpaid or overpaid

someone, or you may not

have processed payroll

correctly.

Date

17 Mar 2016
17 Mar 2016
24 Mar 2016
24 Mar 2016
24 Mar 2016
24 Mar 2016

24 Mar 2016

29 Mar 2016
31 Mar 2016

31 Mar 2016

31 Mar 2016

Total Wages Payable -
Payroll

Source

Spend Money
Spend Money
Spend Money
Spend Money
Spend Money
Spend Money

Payroll Expense

Receive Money
Spend Money

Payroll Expense

Spend Money

Account

Accounts

Date Range

Description
Wages
Wages
Wages
Wages
Wages
Wages

Wages Payable

Wages
Wages

Wages Payable

Wages

General Ledger

Transactions
I 804 - Wages Payable - Payroll v
Last Quarter ~ | 1Jan2018 v |31Mar2018 «
Reference Debit Credit
1,000.00 -
817.00 -
1,000.00 -
435.00 -
817.00 -
1,200.00 -
Payroll Expense Journal - PD- - 3,305.00
53
- 300.00
1,200.00 -
Payroll Expense Journal - PD- - 2,635.00
56
1,000.00 -
33,768.00 33,768.00

Gross

(1,000.00)
(817.00)
(1,000.00)
(435.00)
(817.00)
(1,200.00)

3,305.00

300.00
(1,200.00)

2,635.00

(1,000.00)

Report Settings

GST

Closing Balance
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8. Manual Journals
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8. Manual Journals

Manual Journals can be found under the Adviser tab. These are for making adjustments in Xero that
cannot be done through the bank accounts.

:= Demo Company {(AU)
Dashboard Accounts Payroll Reports Adviser Contacts Settings

il al Journals

Demo Company (AU)

If you need to create a manual journal, you will need to have knowledge of debits and credits and
how they relate to each type of account. It is recommended that you seek advice from an
accountant or bookkeeper if you are unsure what to do.

0 We recommend that only your accountant or bookkeeper create journals, unless you have experience managing your general ledger

Draft lﬂ
S e Check that the Auto Reversing Date (opticnal]
Iro reallocats Region | 0 Jun 2018 | ~ | correct GST code

has been entered
1#| Default narration to journal line description

19| Show journal on cash basis reports

/ Amounts are I'I'ax Inglusive

Description Account Tax Rate Region Credit AUD

To reallocate Region 200 - Sales GS5T on Income Eastsids
To reallocate Region 200 - Sales G5T on Income Morth 500.00
Add a new line =1 S
Includes GST at 10.00% 45,45
TOT&/ 500.00

Sawve as draft ‘v

You may need to ensure

that the journal is tax

inclusive
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9. Notes
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