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Quotes

From the Business tab select Quote.
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Quotes Your Notes

As with raising new invoices, the New+ button links to raising New Invoices, Quotes, Repeating

Invoices and Credit Notes

Sales overview
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Quotes

€5 > Quotes »
New Quote

Create ]
Customer Date Expiry Quote number Reference Theme
[ | s 2] [coum T

+Add a Title & Summary

NZD New Zealand Dollar v Amounts are | Tax Exclusive A

item Description Quantity Unit price = Disc % Account Tax rate Region Amount NZD
+ Add a new line Subtotal 0.00
Total 0.00

Expiry: This has 7 days/14 days/30 days Tabs / or you are able to enter your own date from the calendar
dropdown

Quote No: This will automatically generate

Theme: This is a customised quote with letter head

+Add a Title & Summary: Title allows you to enter the property address etc that you will be doing the

Business

quote for

Invoices
Summary: Blurb of what the quote relates to e.g. — Extension added to existing shed Quotes

H o . Sales overview
Items: Same items can be used that you would normally use on your invoices (you don’t need to use
the items) These can be found under Products and Services. Bills to pay

Purchase orders

Purchases overview

Terms: To set and reuse terms, edit your branding theme in Invoice Settings.
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Sales » Quotes »
New Quote
Create
Customer Date Expiry Quote number Reference Theme
ABC Furniture 258ep2015 ~ | 250ct2015 * | QU-0001 Standard
Hone Heke Road Property
Summary
Adding new extension to the existing shed at the property
NZD Mew Zealand Daollar = Amounts are | Tax Exclusive -
ftem Description Quantity Unit price  Disc % Account Tax rate Region Amount NZD
Labour 25.00 35.00 200 - Sales 15% GSTon 875.00
Income
Materials (breakdown 1.00 14 500.00 200-Sale , | 15% GSTon 14,500.00
provided on request) Income
+ Add a new line Subtotal 15,375.00
Total GST 15.00% 2,306.25
Total 17,681.25
°
..

q
THE
BUSINESS LAB

growing businesses

A\ WHITELAW
WAS WEBER 1o

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



Quotes Your Notes

The Quote System Process
Raise Quote — Save to Draft — Email to Customer — Approve & Raise Invoice

To Accept Quote select Quote Accepted from the Options drop down box in the Quote.

Quote QU-0005

I @) 2000 200005 has boen unmarka 0 accepte

sent () Send || P
syt e e . ark as accepted and Create Invoice.
donnadw nz
Hone Heke Road ote: Tick mark as invoiced to remove from
Extersions %o Garage
New Invoice
:J’{;:"’““ = :;I;o - u—:.:a = ;J:s.m :::(.n lo Sel a defaull due dalé on YOUr INVOICEs 10 Save tme. al
Quate QU-D00S has boen marked a3 invoicad I
Te Date [ [em—— Hetrrence Branting
Sent Quotes area otherwise it will contin- Scrands e e (20.00 2015 o] (27 2014 [ 7] [Bevaos o005 ETT ] d
ue to sit in the accepted area on your Sales | e o zsson '+ T
Dashboard. It is not necessary for it to sit S ] SR g':m T
there as it is now recorded in the sales in- e i I e " T
H .« o B 24 3 pew e Subtotal 250000
voice area referenced back to the original ks G 1500% 2608
TOTAL 2,500.00
guote in the history at the bottom of the
invoice. You may choose to leave your — [ e |- e ]

accepted Quotes as not marked as in-
voiced to retain in the Accepted area of the Quotes Dashboard.
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Invoices Your Notes

At any point Draft Invoices or Approved Invoices can be edited. In draft simply edit direct in the invoice or
add a new line. In an approved invoice select the Invoice Options Tab top RHS of invoice and select Edit.

Sales overview > Invoices »

Invoice INV-0149

Invoice Options

Awaiting Payment ® Preview Email Print PDF ‘1

Repeat

To Date Due Date  Invoice # Reference Brandingtheme Online Payments .
Voi
Bob Smith 22 0ct2019 310ct2019 INV-0149 QU-0010  Standard None. Get set up now
18 New Street
Nelson 7010 Copy to...
Nelson
NEW ZEALAND Edit
Edit address :
Add Credit Note
ltem Code Description Quantity Unit Price Disc % Account Tax Rate Division Region Share Invoice
Assembly 1.00 3,500.00 Sales/Services 15% GST on Income
Hireage 7.00 500.00 Sales/Services 15% GST on Income 3,500.00
Subtotal 7,000.00
Total GST 15% 1,050.00

TOTAL 8,050.00
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Invoices Your Notes

. Discounts
. Items/Stock
. Regions/Tracking

. Copy and Repeating Invoices

Repeating Invoices can be set to weekly/fortnightly or monthly and repeat the same invoice as per
the parameters set.

Invoice INV-0038

Awaiting Payment @ Preview Email Print PDF 1] Invoice Options ~
To Date Due Date Invoice # Reference Branding theme Online Payments .
Voi
Sally Oats 18 Oct 2017 20 Nov 2017 INV-0038 INV-0037  Standard None. Get set up now
Copy to
Amot - Egit
Item Code Description Quantity Unit Price Disc % Account Tax Rate Division Region
Add Credit Note
Golf Balls 1.00 40.00 10.00 SalesiServices 15% GST on Income
Share Invoice
100 Test Item 1.00 20.00 Sales/Services 15% GST on Income
Subtotal (includes a discount of 4.00) 56.00
Tntal GRT 159% R 4n
To Reference  Invoice number  Issue date Due date Online payments
Sally Oats  INV-0037  INV-0038 Wed 18 Oct 2017 Mon 20 Nov 2017  None

Get set up now

Item Quantity Price Discount Tax amount Amount

Golf Balls 1 40.00 10.00% 5.40 36.00

Account: Sales/Services * Tax Rate: 15% GST on Income

The Copy Function allows you to copy an identical invoice

Test ltem 1 20.00 3.00 20.00

for the same customer or to copy an identical invoice to Account: Sales/Senvces + lax Kate: 15% GS1 on ncome
change to a new customer name. Subtotal excl. tax 56.00
Includes discount 4.00
Total GST 8.40
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Invoices Your Notes

Sales » Dovoices »

New Repeating Invoice

What's this? =)
Repeat this transaction every Tnwoice Date Due Date End Date (Optona)
1 |[mMontngs) - 200un2015 [w|  Due20 || of the followng manth - - ad

* Save as Draft Approve Approve for Sending Bewoice NG, and curmency rate (when appicabic) will be set on invoxe creation date,

Tmvolce to Reference Branding
Cey Umousines Stanvdard LY
Amounts are:  NZD New Zesland Dol v | Tax Inchusive -
Rem Description Qy une Price O6c %  Account Tax Rate Regon Amaunt NZD
Tran-Ms: Mlf day traning - Microsolt Office 100 200,00 SO00 200 - Sakes 15% GSTon Extade 100,00 &3
Ha¥ day Income
ranng -
Microsoft
Offce
Subtotal (inckades @ discount of 100.00) 100.00
B Add a new Ene
Indudes GST 15.00% 13.04
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Customer Statements

Sales

+Hew  * Send Statements Import

Invoices rad Repeatng Scca

19,470.60 None 25,430.13 20,580.13

Money coming in Customers owing the most i1 P o0

" | Jakaranda Magee Sy
Coicder Mar Apr Ky Jun Future
Basket Case

You can filter by client name and date range to produce a statement for viewing or sending to client. If no

specific client contact details are entered it will bring up all statements for all clients within the date range
selected.

Sles +

Statements
Wt 's 1
Statement Type
Acthty | =] betwsen [10aar 2018 [=] and [31 My 2010 =] Fiter by [CRY U m
-
*| Prink = Emnall o Reme sedected
e Acoount Mo Em Aidress Outstanding Eale - O i
ity Limousines Ede acddress detals Aceounts Dept, 1,169.95 £15.95
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Accounts Receivables Report Your Notes

Select Accounting Tab—Reports—Aged Receivables Summary.

Business Accounting Payroll Projects Contacts

12

] Bank accounts m Adviser Drafts Published Archived Q Search Reports
Reports
Sales
Advanced
New 77 Aged Receivables
* Reports 77 Aged Receivables Detail New

Aged Payables Summary

Aged Receivables Summary

W Aged Receivables Summary

77 Customer Invoice Report

Budget Variance New ~  More reports
GST Return New
t Method New Purchases
W Advanced
7 Aged Payables
Chart of accounts
7 Aged Payables Detail New
Find and recode
W Aged Payables Summary New
Fixed assets
. 7 Billable Expenses - Outstanding New
Manual journals
B S - [

'
THE
BUSINESS LAB

growing businesses

AN\ WHITELAW

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



Applying Payments

. Exact Payment Applied to Open Invoice

. Payment applied to multiple invoices

. Part/Split Payments

. Overpayments

. Raising and Applying Overpayment/Credit Note to New Invoice

° Within New Invoice drop down box, select Credit Note
. Raise Credit Note and Approve — Either immediately allocate against open invoices by confirming
amount to credit or allocating
New Credit Note redit. Or cancel which will
tore credit in approved sales
e e el e e i - a nvoice area to be applied to

CQurrency NZD New Zealand Dol | v

[tem Descrpton Qy
Returned 100

B Add & pew ne

Une

Amounts are Tax Exclusive

uture invoices raised. When
ou raise a new invoice to

Prce  Account Tax Rate Reguon Amount NZD . . .

5000 200- Sles 1580 GSTen came o his client the system will au-
omatically prompt you to
pply outstanding credit note

subtes 50060 r overpayments.
Total GST 15.00% 7500
TOTAL 57500
Allocate Er.edit Balance
a8
Allocate balance on Credit Note CN-0052
Uvoice: Date Ieveciced Amounk Due Amourt to Credt
Bv-0007 25 May 2015 .00 3600
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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
Chelsea Downey
Donna Young
Emma Irvine
Hariata Shortland
Ingrid Munford
Kathleen Dunn
Lindsay Russell
Rose Baker
Tahnee Pauley
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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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