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Loading Accounts Payable

From the Business tab select Bills to pay.

Within Bills select New Bill or Repeating Bill.

Dashboard Business  Accounting  Payrell Projects  Contacts

Inwoices
Quates Mow Crodit Notn enport Expon Create bil Broen emaal ﬂ
Sales oveniew
0 Avaaiting Approval (3 Aowailing Payment (72 Paid
Bills bo pay
Purchase orders
Purchases overview Dute ~ Oue Dalw
30 Age 2015 20 May 3040
Expense claims 30 Age 2019 20 May 2009
Products and services 17 Ape 2019 17 Apr 2019
Business Accounting Payroll Projects Contacts
Purchases overview »
Bills
Hew Bill - He v Credit Hote Import Export Create bill from email 0
New Bill

New Repeaing Bil Awaiting Approval (23) Awaiting Payment (s9) Paid Repeating

From a Date Due Date
ABC Company 27 Feb 2018 20 Mar 2018
ABC Company 12 0ct 2017 20 Oct 2017
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Loading Accounts Payable Your Notes

ard Busineis Aecounting Payradl Projects Contacts

Puichades owverew « Bilk o pay o
Edit Bill Xyz
Prinil POF Bill Optons =
From Date Do it Refarence Teaal
Putar Rttt ARG v ITAMNE v Xy 4 00
D berw Zealaeed Dol = ARCURAS B0 | Tax Euchaali
Init Price  Account Tax Ras Reibghshi
Aanals .0 130300 0 - Punchases 5% OST on Expsnsed 00D0DY o«
A o raw lis | ASSIQN EXPEREES [0 8 CUSIMAET OF [roject Satdotal 10,000 00
Tolal GET 15.00% 1,500 60

TOTAL 11,500.00
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Credit Notes Your Notes
Go to the Business tab and select Bills to pay. Click on the New Credit Note button.
rd Business Accounting Payroll Projects Contacts
New Credit Note
Fem Date Refrenie Toasl
] IMay I - 1 [T
HID b Twalond Dol = AmoEts 3% Tax Caoumns
ACH B IR T A e b gl Subokal (1)
05T (1]
TOTAL 0.00
Allocate Credit Balance
Allocate balance on Credit Note Refund
Bill Date Billed Amount Due Amount to Credit
| Concrate Cutting 25 Sep 2015 5,750.00 5,750.00 |:|
Cash refund
QOutstanding Credit Balance 1,000.00
Total Amount to Credit 0.00
Remaining Credit 1,000.00
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Credit Notes Your Notes
Outstanding Payments Due & Credit Notes

FOTCTIESES
Bills
New Bill |« New Credit Note Import Export
All Draft (0) Awaiting Approval (0) Awaiting Payment (14) Paid Repeating
44 items Search |
Ref From Date = Due Date Paid Due Status
Refund | John Amith 25 Sep 2015 0.00 (1,000.00) Awaiting Payment
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Approval System

Bills raid Repeating See all

Draft (10) Awaiting Approval (23) Awaiting Payment (69) Overdug (65)
26,201.15 3,450.00 10,053,511.53 10,052,951.98
Upcoming bills ® Due @ Paid
800
400
0
10 11 12 13 14 1 16 17 18 19 0 1
L M
Purchase orders seeal giled
Draft Awaiting Approval Approved (2)
None None 5,773.00
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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.
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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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