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Xero Dashboard

When you log into Xero you will immediately see your Dashboard screen.

The Dashboard screen displays the bank accounts that have been activated to link electronic bank
statement data into Xero. From the dashboard screen you can see the Bank Account balance per
your imported bank statement and the Bank Account balance per what has been coded and recon-
ciled within Xero. This screen also shows you how many line items are yet to be reconciled against
each bank statement.

If you have reconciled all items on your dashboard you will have a big green tick sitting underneath
your bank account number. Additionally, the Xero Balance and Statement Balance will be identical.
If the two figures are not the same, something is incorrect and we recommend you contact your
client manager.
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Bank Reconciliations Your Notes

To reconcile your bank accounts select the Blue Reconcile button underneath the bank account you
wish to reconcile. You will be directed to the screen below.

* Reconcile (19) Cash coding 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 Q Find & Match
Y 7 Apr2014 450.00 Who What | Choose the account v
G Hall —
Rent Why | Ent
S A= 0 Siiz Regions ~ Tax Rate - Add details
Create rule Match Create Transfer Discuss a Find & Match
/14 Apr 2014 450.00 Who me tact What | Choose the account v
GHall
Rent Why | Enter a description
23 - 1 Tenant Ave More Regions ~ Tax Rate - Add details
Create rule Match Create Transfer Discuss a Find & Match
%] 21 Apr2014 450.00 Who | Name of the contact What | Choose the account v
G Hall
Rent Why | Enter a description
23 - 1 Tenant Ave More Regions ~ Tax Rate Add details
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Bank Reconciliations

The reconciliation screen has two sides:

(1)

(2)

The data on the left hand side represents the information directly from the bank per your
bank statement. The dates, amounts and references are all imported directly from your
online banking bank statement.

The right hand side of the screen represents Xero and how you are instructing Xero to treat
those transactions. For each transaction you need to enter in the following information in
order to reconcile:

Who - the name of the person the transaction was to. This contact information is saved in
your contacts so will prepopulate as you type. For new entries they will be saved into your
contacts as you type.

What — this is the chart code that you wish to put this income or expense to i.e. Sales, Pur-
chases or Telephone etc. As you start typing your chart options will automatically appear.

Why — this is optional and doesn’t need to be entered to reconcile your bank account. Howev-
er this provides very useful information that appears on reports which may provide you with
extra information in the future i.e. a purchase coded to stationary with the details added of
printer purchase to explain a higher than normal purchase against stationary.

XERO also suggests possible matches based on the last time you coded something to that contact.
These appear highlighted in blue and if you agree with the match simply press OK.

If no suggestion is offered by XERO click on the Create tab and select the contact the payment was
made to, or received from, and fill in the Who What and Why per the previous page.
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Bank Reconciliations

Transfers

When you are reconciling transfers between bank accounts linked to Xero, you will use the Trans-
fers tab. Select the bank account the transfer relates to, and then OK. When you come to reconcile
the other side of the transfer, Xero will match this for you—it will be highlighted in green and you

can simply select OK. ’
Options - Match Create Transfer Discuss Find & Match

29 Jun 2014 WY Select a bank account
INT 0K
O #) Payroll - Cheque Account Reference

More details Creditors - Cheque Account

Debtors - Savings Account

Unsure of how to code something?

You can leave a note for your accountant in the Discuss tab. Enter a narrative explaining the trans-
action and query and save. This will then leave a permanent note showing against the transaction
until it is resolved.

If you use this functionality, please contact your client manager to advise them that there are que-
ries requiring action.

Truxton Property Management OK Payment: Truxton Property
Rent s Management

Create rule Match Create Transfer Discuss q Find & Match
30 Jun 2015 debit 4,500.00 Who | SMART Agency What | 400 - Advertising v
SMART Agency OK
01950210 e Why | Enter a description

Region v 15% GST on Expenses Add details

Create rule Match Create Transfer Discuss * QFind &Match
30 Jun 2015 other 100.00 ‘ This is payment on a really old invoice so wasn't sure where to code it
City Limousines
0017-Part

Ctrl+S at any time to save

M WHITELAW
WEBER .o

© Whitelaw Weber Limited 2020. Not to be reproduced or altered without written permission from the owner.

Your Notes

'
THE
BUSINESS LAB

growing businesses



Bank Reconciliations Your Notes

Dissecting Transactions

To breakdown a transaction into more granular detail and allocate it across multiple codes you
need to select Add Details.

Match Create Transfer Discuss

3 Jul 2015 debit Who | Name of the contact... What | Choose the account...
Cooper Street Bakery

Why | Enter a description...

Add details

Here you can dissect the transaction to allocate it over more than one chart code. For Example:

e a cheque and cash deposited into your bank account together consisting of a GST refund and
sales; or

¢ a Warehouse Stationary purchase that partly relates to stationery and partly to an asset pur-
chase of a printer.

These type of transactions require multiple lines so they can be broken down, and the costs applied
to the relevant codes. These multiple lines will total the deposit or withdrawal as recorded in the
bank account.
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Bank Reconciliations Your Notes

Dissecting Transactions

Create rule Match Discuss
* 4 ul 2015 other 1,000.00

e-Bank Dep Find & select matching transactions below

Mare

1. Find & select matching transactions - 0 transactions selected

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

Received as Direct Payment « Aa
From Date Reference
|e-Bank Dep | lsawzms [~ |
HZD Hew Zealand Dollar Amounts are [Tax Inclusive [ |
tem Description Qty Unit Price Account Tax Rate Region Amount NZD
Tim Taylor Sales 1.00 200.00 200 - Sales 15% GST on Income 800.00
Tim Taylor Interest on overdue inv. 1.00 20000 270 - Interest Income No GST 200,00

Add a new line

Subtotal 1,000.00
Incudes GST 15.00% 104.35
TOTAL 1,000.00

Once individual details have been entered, save transaction and you will then be prompted to rec-
oncile this transaction.
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Bank Rules

Recurring Bills or Deposits can be saved and coded automatically each month using the Bank Rules

option.

Bank Rules can be found on your toolbar — Accounting — Bank Accounts - Bank Rules. Here you can

delete or edit any rules that have been set up.

Examples of good rules to set up are those to Power Companies, Phone and Internet Providers, In-
surance, Petrol Stations, Bank Fees etc. These transactions, regardless of amount, are always coded
to the same chart codes i.e. Power (306), Phone (446), Fuel (312/40). The system is designed to au-

tomatically code them for you.

To set up a rule you need to be in the bank reconciliation area and select the blue link Options and

then create rule, just above the transaction amount on the line you are creating the rule for.

12 Aug 2018 9.99
Supermarket

EFTPOS

More details

13 Aug 2018 31.05
Xero

DD

More details

14 Aug 2018 144.00
ACC

oD

More details

Options

0K

7/

Options ~

Create bank rule

Delete statement line

Options ~

Match Create Transfer Discuss Find & Match
Who  Supermarket What 501-50 - Cash Drawings ~
Why EFTPOS
Region -+ No GST - Add details

Match Create Transfer Discuss Find & Match
Who  Xero What 440 - Subscriptions -
Why DD
Region - 15% GST on Expen... - Add detailz

Match Create Transfer Discuss Find & Match
Who | Name of the contact.. What | Choose the account... |
Why | Enter a description..

Region ~ Tax Rate - Add details
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Bank Rules Your Notes

When you click on Create Rule the screen below displays. This shows three separate tabs for Spend
Money, Receive Money & Transfer Rules.

B S

Create Rule

Spend money rube Receive money rula Transfer money rule

1. When money spent on the bank statement matches a |~ | of the following conditions...
Payes | jeaeals = | ihtelaw Weber
Deiergbon T [l * | EFTPOS

um-:m&dﬂm

2. Setthe contact...
The contact will be |am exstng or mew Contact A

3. Automatically allocate fixed value line items...

Mo fixed value line tems

1B} Add a mew line

4. With the remainder, allocate items in the following ratios...

Descripion Ancound Tax Rate Fegion Parcent
100.00%
1B Add a mew line TOTAL 100.00%

5. Set the reference...

The reference vwill be et | by me dwing bank rec b

&. Targeta bank account...

Rust this rult &8 |Basics Everyday Accouni -

8. Give the rube a title...
Wkl Vebar

0
THE
AN\ WHITELAW BUSINESS LAB
YAY WEBER o growing businesses

© Whitelaw Weber Limited 2020. Not to be reproduced or altered without written permission from the owner.




Bank Rules

When money received on the bank statement line matches ANY of the following conditions:

1.

8.

Remove variable information that is not consistent on every single transaction

e.g. Caltex Kerikeri, remove Kerikeri keep Caltex, Eftpos Terminal numbers, invoice numbers
or payment references.

Keep the core details e.g. Spark, Vodafone, Caltex, Warehouse Stationary. To edit the unnec-
essary information either click on the X (to delete certain lines) or click in and edit and delete
any variable wording.

Select the contact — select payee from the bank.

Ignore box 3 if you have a fixed amount every time going to a single code. If you have a fluctu
ating amount going to another code you will need to complete the details in box 3 and box 4.

For example, if your phone account has two components (1) a fixed amount for internet; and
(2) a fluctuating amount for landline and calls, then use box 3 for the fixed amount and box 4
for the fluctuating amount.

Box 4 is the area is where you are memorising where the amounts and codes go. This may be
100% to one code ie Fuel or split across a number of lines if the memorisation is for some
thing like entertainment where you need to put 50% to Entertainment Deductible and 50% to
Entertainment Non Deductible.

Set the reference — leave as is which always defaults to the bank statement line reference.

Target a bank account — from here you can select the bank account you wish this rule to apply
to. It can either be solely against your main cheque account if only one account exists or in
the case of bank fees you can run this rule against all accounts.

Give the Rule a Title — enter a description that relates to the rule so you can find it if you need
to delete or edit at any time.

Don’t forget to click Save when you have completed setting up your new rule.
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Account Transactions

You can search your transactions to identify those that have been reconciled and need to be recod-
ed or just for information purposes.

To search your transactions, go to the Dashboard Screen and against the required bank account se-
lect the vertical ellipsis (three dots) and select Account Transactions. This screen shows all your
bank account transactions—reconciled and not reconciled.

Dashboard Business Accounting Payroll Contacts

Whitelaw Weber Demo Company

Basics Everyday Account : _
503505 bnz: -

06-0350-589642-02

. . Balance in Xero 59972 56
Reconcile 40 items
Statement balance (Sep 30)  56,587.47

DOUOLOLOO000O0000000000000000 0000

Find New Reconcile Bank Feeds
Account Transactions Spend Money Reaconcile Account Get Bank Feeds
ﬂ Bank Statements Receive Money Bank Rules View Status Updates
Transfer Money Reconciliation Report

Import a Statement

Basics Everyday Account 06-0350-589642-02
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Statement Lines—Account Transactions

Page 11

From here you can click into any of these to have a better look at the details of the payments and
deposits. You can also select options and edit to change coding or GST % value if incorrect.

Bank Accounts »

Business Bank Account v 2o

EEE] 18,214.67 9,644.57

Statement Balance | Balance in Xero

Whats this? ()

Reconcile (23) Cash Coding Bank statements

+New Transaction

Remove & Redo | (2) No items selected

[ Date~ Description
]  15Jul2015 Payment: Gateway Motors
B 7dui201s Wilson Perlodicals

E 6Jui2015 Payment muliple ftems
[} 5Jul 2015 Wilson Periodicals

O 4Jul2015 e-Bank Dep

Reference

449

Sub 098801

Sub 098801

Reconciiation Report

Account transactions

&Jul2018
. Manage Account v

Search
Payment Ref Spent Received Status
Ref 02761 411.35 Unreconciled
3500 Unreconciled
1,500.00  Reconciled

49.90 Unreconciled

4,000.00  Reconciled
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GST Returns

After you have completed the reconciliation of your bank accounts covering the period of your cur-
rent GST return, you need to screen up the GST return to see what is payable or receivable to or
from the IRD.

Please note if you have not reconciled all the bank transactions within the GST return date range
and there are still unreconciled transactions on your dashboard. Xero will prompt you that not all
transactions have been reconciled.

To screen up your GST return from your toolbar: Accounting EEEREEEEE

1.  Select the Accounting Tab
W mpany
Bank accounts

2. Select GST Return

Reports 'he Xero Dashboard is an instan

Advanced +heck out our short video to quic

% Reports see our help article to learn mors

Aged Payables

ed Receivables
" bnz

Budget Vanance

GST Returm Balance in Xero 3.190.00
— ' laternent balance (Jun 29 (1.130.00)

w Advanced

Chart of accounts

Find and recode Agr 21 Aor 28
Fixed assets s Gat bank feads

Manual journals
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GST Returns

You will see the following screen, showing you all the outstanding returns you have and also how
many days you are overdue or have left to file the return with the IRD.

Tab 2 shows finalised and filed returns so there is a record of all previously completed GST returns.

Reports

GST Returns

Due Now (2) Final Returns (0) Edit GST Details

2 Returns Due Now

GST Return Due Date
DRAFT 1 Nov 2015 - 31 Dec 2015 Due by 28 Jan 2016 56 days overdue
DRAFT 1.Jan 2016 - 29 Feb 2016 Due by 28 Mar 2016 4 days left

Your next GST period ends in 37 days (30 Apr 2016). Preview period so far

Simply select the GST return due to see an electronic copy of your GST 101A form containing all the
collated information from your reconciled transactions ready to file with the IRD and showing any
payment or refund due.

Tab One: GST 101A collated information for filing and showing payment/refund due.
Tab Two: If you are registered for GST on a Ratio Basis, you will see the ‘Provisional Return’ tab.

Tab Three: GST Audit Report — this must always be reviewed to ensure no errors and that you agree
with all information/coding ahead of filing with the IRD.

A\ WHITELAW
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GST Returns

GST Return

GSTReturn Provisional Return GST Audit Report

‘ o We were unable to calculate late filing for this return. Please see the help for more information on late filing in Xero.

DRAFT

GST Return
Demo Company (NZ)
For the period 1 November 2015 to 31 December 2015

Add a summan

Return Details

Overdue by 56 days

Registration number M1
Period covered by the returm B November to December 2015
This return and any payments are due 28 Jan 2016
Return basis Payments
Sales and Income

Total sales and income B 1,700.01
Zero-rated supplies [ 5 ] 0.00
Net GST sales and income [ 7 ] 1,700.01
Total GST collected on sales and income [ s ] 22174
Any debit adjustments 7o ) 0

Total GST collected for the period 10 ) 2174
Purchases and Expenses

Total purchases and expenses [ 11 ] 21221
Total GST credits on purchases and expenses [ 12 ] 27.68
Any credit adjustments [ 13 0

Total GST credit 13 ] 27.68
GSTto pay B 194.06

A\ WHITELAW
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GST Returns

If you are now satisfied that the GST return contains all the correct information relating to this peri-

od please select the Save dropdown box at the bottom of the GST return and select the Save Final
option.

Any credit adjustments B 0
Total GST credit 14 ] 3,564.50
GSTrefund B 3,564.50

Save Draft

Save Finat q

This is a very important step to remember as this locks the GST return prohibiting any transaction
or recoding done on these dates to change the GST return as filed online with the IRD.

After selecting the Save Final option you will see the following screen informing you that you can

file now with the IRD, this will open your myIR Business login screen, and the return will be filed au-
tomatically with the IRD.

Reports »* GST Retumn

GST Return

GST Return Provisional Retumn GST Audit Report Late GST Claims /
o Ready to file

Due by 28 October 2017. By clicking "File Now” you declare the retum is correct, and acknowledge and agree to File now with IRD
these GST Filing Terms & Conditions.

FINALISED

GST Return 668.35
Whitelaw Weber Demo Company '
For the period 1 August 2017 to 30 September 2017
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GST Returns Your Notes

You can Export the GST return in a few different formats (PDF, Google Sheets or Excel) should you
wish to keep separate records.

If you have made an error and realise it at this point (before filing with IRD) you can select the Re-
vert to Draft (red button), make the changes required and follow the previously detailed steps again
ensuring you Save as final before filing with the IRD to lock the return.

Late Claims

Any transaction changed after you have locked the GST return is defined as a late claim. Late Claims
are automatically included in the next open GST return.

For Example: You have bought a vehicle and you realise that you should’ve claimed GST on the vehi-
cle. You go to the payment for the vehicle and you edit the information to include GST. This date
falls within the period already locked/finalised. Xero will automatically include the GST claim in the
next open GST return.

A box in the GST return will appear named Late Filing Claims. Always leave the tick on to include
Late Filing Claims.

A\ WHITELAW BUSINESS LAB
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GST Returns Your Notes

Late Claims

This is the next open GST return

GPST Return

GSTReturn Provisional Return GST Audit Report Late GST Claims

DRAFT Due in 4 days

GST Return 554.57

GST and provisional tax to pay

Demo Company (NZ)
For the period 1 January 2016 to 29 February 2016

Add a summary

Return Details

Registration number 111-111-111

Period covered by the return B January to February 2016

Include late claims? ‘ ) Yes () No

y
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GST Returns

Late Claims

GST Return

GST Return Provisional Return GST Audit Report Late GST Claims

DRAFT Due in 4 days

Late Claims

Demo Company (NZ)

For the period 1 January 2016 to 29 February 2016

DATE a ACCOUNT REFERENCE DETAILS GROSS GST

17Nov2015  MotorVehicle Purchased Vehicle purchased - Vehicle (5,000.00) (652.17)
purchased

Total (5000.00) (652.17)

4 | m

| 3

D =N
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Xero Files & Search Box

Xero Files can be found by clicking on your organisation name, and
then Files.

This area of Xero allows you to make folders to store Year End in-
formation, asset receipts, insurance policies etc.

Each Xero organisation has a unique email address which allows
you to email documents directly into your system.

You can also upload documents from your desktop/device, or take
a photo on your device.

The Xero App is available for both Android and Apple devices.

Whitelaw Weber Demo Company -

2 Change organisation

Whitelaw Weber Demo
Company

Fiies <

Settings

Da:

Files

Inbox (0} T

Assets 2015 (0)

Send files to this email address:
xero.inbox.czcbz. agkbulwxgdoarzh@xerofiles.com % ~

Search Box

whitelaw weh|

The global search bar is located at the top
right of your Xero navigation—you can find a
transaction quickly by searching by contact,
amount or date across all bank accounts.

View all results (5)

CONTACTS (1)

BANK TRANSACTIONS (4)

;d  Whitelaw Weber Litd, Whitelaw Weber Lid
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Need More Help?

If you feel you need more information or assistance to make sure you get the most out of Xero,
please don’t hesitate to make a time for further training with your Client Manager. Please call us on
09 407 7117.

Ashlea Benjamin Ext. 219 ashlea@wwec.co.nz
Chelsea Downey Ext. 203 chelsea@wwc.co.nz
Donna Young Ext. 226 donna@wwc.co.nz
Emma Irvine Ext. 220 emma@wwc.co.nz
Hariata Shortland Ext. 225 hariata@wwc.co.nz
Ingrid Munford Ext. 221 ingrid@wwec.co.nz
Kathleen Dunn Ext. 223 kathleen@wwc.co.nz
Lindsay Russell Ext. 224 lindsay@wwec.co.nz
Rose Baker Ext. 241 rose@wwc.co.nz
Tahnee Pauley Ext. 210 tahnee@wwec.co.nz
Tracey French Ext. 206 tracey@wwec.co.nz
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Training Sessions at Whitelaw Weber

The Business Lab

Due to the COVID-19 pandemic, we have had to rethink the way we offer trainings. The Business Lab is currently being formatted into an online classroom. We will let you
know when it is up & running!

What does The Business Lab entail?

Business owners need a broad set of skills ranging from ‘on the tools’ expertise through to sales, marketing, technology and managing money, just to name a few. But
how and where can you develop these skills?

“ Some people dream

o Identify how your business is performing across key metrics. of SUCCEeSS while

. Get tools, insights and strategies to grow your business. o:ifyf::ﬁnie{;;lp

o Create a prioritised action plan to provide momentum and accountability. make it haPPel’l- , ’

. Fill skill gaps by identifying what you know you don’t know (KDK) and what you don’t know you don’t know (DKDK). which are you?

. Develop a holistic view of business management. If you want to learn how to create a
thriving, sustainable business, the

. Leverage expertise and knowledge from other business owners and the facilitators. Business lab Programme is for you.

o Get hands-on learning through practical exercises and workshops. Give us a call Ofn;*gz 7117 to find out

Zoom

Unable to get into one of our offices? If you are unable to travel, feeling unwell or just don’t have time to pop in, let us know & we will organise a Zoom meeting! Zoom is
innovative online software, allowing users to have video meetings, share screens & have live chat. Zoom enables quick adoption with meeting capabilities that make it
easy to start, join, and collaborate across any device. We know that sometimes you just can’t make it in, which is why we are happy to work with Zoom, an alternative
meeting host.

HTECHTALKS

Tech Talks is back! Every Tuesday between 9 - 11am, you can book a 10 minute Zoom meeting with our software expert Tahnee Pauley.

Contact reception on info@wwec.co.nz to book a 10 minute Tech Talks spot. T |!| E
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