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Purpose of Docwment: The docuwment abms at explaining the user on how to wmaintain books of
accounts tn Xerp.

1. Understanding basic functions and features in Xero
Xero runs on a cloud platform where the data remains on server of Xero and you can login
to the accounting platform just like you login to your email ID on Gmail or Yahoo.
Having your data on Cloud gives you an ease of access and you can login to your accounts
from anywhere. You just need a reliable internet connection.

1.1 Login to Xero

For login into Xero you need to Go to www.login.xero.com and just login with your Login
details
You can use any of your favorite internet browsers to login to Xero.

Don’t have a Xero Account? You can try it for free with a 30 days free trial offer provided by
Xero.

Y © toom o o ot A0 1 xY S x Ve LS — S

Welcome to Xero

1.2 Xero Dashboard
Once you login to Xero you shall be on the Home page of Xero called “Xero Dashboard”
It is your key to business reports you require to see at a glance. You can adjust the things
you wish to see on your dashboard.
You can see a Quick view of bank account balance and graphs showing money coming in
from customer invoices and money due to go out for supplier invoices.

It can be customized on the go as per your reporting requirements.
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[nark reeoems © o Wl wener Goming o © o i

PAYPAL =B 1B Addeh e brvrsicn | oy oy " 2500
139.50 |
| nconcee 3 mame | .

90.00

1.3 Xero Menu

Xero has an easy to use menu which helps you to quick jump to various sections where you
need to work.
We shall explain each menu in later sections.

= Business Buddy Kirsten Hawke ~

LESEETGEN  Accounts  Reports  Contacts Settings

Business Buddy

It has mainly following sections:

Dashboard
Accounts — Manage invoices, bills, transactions, expense claims, pay run
Bank Accounts
Sales
Purchases
Pay Run
Expense Claims
Fixed Assets
Reports — View your data using standard and Xero reports
All Reports
Budget Manager
Choose from any of Xero’s reports to appear on the menu (some display on the menu by
default as report favorites)
Contacts — Add and manage the people and organizations you do business with
All Contacts
Customers
Suppliers

Employees
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2. Understanding Xero Dashboard
Xero Dashboard helps to view all the reports you wish to see on a go.
Here is what the Xero dashboard looks like

Bank Accounts © Go to fanking » Money Coming In © 6o to Sales »
Add Sk Draft rvoces (0] Overdue mvosces (2)
T;I':':L Manage Account ~ = : 000 85.00
Statement Balance - 3 "
139.50 : |
i
Babance n Xero
90.00
Money Going Out © Go to Purchases »
Deaft bils (0)  Overdue bils (0)
B Aol | g o9 0.00
. - =
. w2 i |
[0 . =

Al Cusrent Carrs (0)
0.00
Awating Paymant (0}
0.00

You can configure each account you wish to see from Settings> Chart of Accounts> Go to
particular account>Click on Show on Dashboard.

Edit Account Details

Account Type Hiow accoust ypes affect your reports

1. Your user role will determine if you have a full Dashboard, a cut-down version or a bank accounts-only

version.
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2. Some menus or options on menus might not display if your user role restricts your access to these areas.

3. Setting up Bank in Xero

It is easy to work with Bank account where you can set up bank account in manner that the
transactions are automatically imported to Xero. You just need to reconcile your sales and
purchases invoices with the bank account and it is done.

3.1 Adding Bank Account:
You can add a Bank in Xero by just filling up basic details in Xero.

While adding bank account you shall be prompted to ask whether it is bank account or a credit
card account.

Bank Accounts

BB Add Bank Account = [ Bank Rules
MU ALt
Credt Card

CAKE FACTORY PTY LTD -
T Hansge Account

Statement Balance

0.00 L §:R T LR T LR o manualy mport a statement

o Show sccount on Dashboard  Order on Dashboard =

You Just need to enter the name of Bank, your account number . Xero would prompt you in case
bank feeds are available for the said bank account.

Add Bank Account

g s ol 55 sppass in ey (hmited 39 chavacien

Cuwrramcy
NID Mo Zaslard Dotas =

Bank Account Humber
Accourt Neumbar

B

Xero would give you different options for selecting a bank account.
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Add Bank Account

Account name is the name which you would like to appear in Xero.
Currency is the default currency in which your bank account is managed.

3.2 Working with Xero Bank Account:
Now you can work on your bank account and reconcile the transactions.
This is how your bank account would look like with imported feeds. You can view your bank
balances in Dashboard.

PAYPAL

139.50 : /

Hanage Account =

90.00

Importing Bank Feeds:
You can import bank feeds into Xero by following two methods:

0 Manual import: You can manually import the transactions in Xero by a CSV template
provided by Xero. We have not dealt with Manual import feature in this file. You can
import a bank . However you can follow following steps for importing a bank statement.

= Log in to your online banking website and save a bank statement in either .QIF
format (Quicken) or .OFX format (MS Money) to your computer.

=  From Xero’s Dashboard select Manage Account > Import a Statement from your
own bank account that you added in the step above.

=  Locate and select the file downloaded from your bank and click Import.

0 Automatic Bank Feeds: You can use Automatic bank feeds feature in Xero where Xero
would automatically import the transactions on a daily basis. In this manual we have
explained with Automatic Bank Feeds in details.

You can match the bank feeds in Xero with suggestions by Xero. Xero automatically suggests the
reconciliations based on the available data with it.
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Reconcile (5} Bark statements Account ransactions
Review your bank statement lines. then malch with your transactions in Xero
Spet - Receied ~ Spent - Recesed =
Match
20 2014 25.00 « Tun20 25.00
Sype oK Sope
Match
5 Jun 2014 50.00 = | 052un 2014 50.00
Sales oK yosh
., Ref: INV-0001
Thn 2014 0.50 Pame Acct -
Bark fees £
Desc
A e

You just need to press OK and the bank transaction is reconciled

e Match
P—
< 22un 2014 25.00 & | 27Tkn 2014 25.00

Skype oK Skype

You can see the unreconciled bank statement lines going to Bank reconciliation. Bank
Reconciliation shows the transactions which are yet to be matched in Xero.

Once a complete reconciliation is done, Xero bank balance would match with the statement
balance and there would be no unreconciled bank statement line.

Check your Statement Balance
25 u 2014,
hcate statement bnes or om bark fe
Bank Reconciliation Summary Bank Statement
Bank Account: - Date:
Bank Reconciliation Summary
PAYPAL
Business Buddy
As at 28 June 2014
Date Description Reference Amount
28 Jun 2014 Balance in Xero 80.00
Plus Un Bank Lines
2 Jun 2014 Skype {25.00)
5 Jun 2014 Sales 50.00
7 Jun 2014 Bark fees (0.50)
10 Jun 2014 Sales 35.00
Tetal Un-Reconciled Statement Lines 59.50
28 Jun 2014 Statement Balance 139.50

Tip:

1. Cash Withdrawal from Bank: For Cash drawings from bank you need to create a Bank in Xero

called "Cash Account". Xero does not have "cash in hand" Ledger automatically created in it.
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3.3 Bank Rules:
Bank Rules can be created for automatically allocating the transactions based on predefined

You can create bank rule by Going to "Create rule" button in Xero bank reconciliation.

Here is how create rule would look like in Xero.
You need to input following details in order to make a rule:
When to Apply rule:

0 Name of Payee and description.
0 Bank account in which the rule applies (Target Bank)

Where to match with the rule:

0 Contact details
0 Account where the details are to be matched.

Here is how to create rule in Xero.

Spend Money Rule

-

Eree ] [woam =
eszrmen =] [eman v | Eamtees
D) Aca & conaon

)

Set the contact...

Tre cortact =t be [eirec ourng reconceaton | =

{3

Automatically allocate fixed value line items...

F PP p——

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

- When money spent on the bank statement matches & - | of the following conditions...

Ao T A Sercema
804 - Baw Peed ~o o8 [T
TOTAL 200000

5. Setthe reference...

Tre referenae i G vat (5 T Sty et fed -

6. Target a bank account...

B trvs rum o [PATRAL =

)

Give the rule a title...

You can see a complete list of bank rules here:

Sl o
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:= Business Buddy

Dashboard Accounts Contacts Settings

Bank Accounts »

PAYPAL

Statement Balance Balsnce in Xero

139.50 80.00

Bank statements Account transactions

Start Date End Date
o] 130 2014 10 Jun 2014
Page | 1 ¥ | of 1 (1 total items) Showing | 50 ¥ | items per page

This is how bank rules look like:

Kirsten Hawke ~

& = 0

: .: e m
Reconcikation Repor

Find
Account Trarmactors

Bank Statemants

New Reconciie
Spend Maney ok fecount
Recere Money

Transfer Money Report

Import & Statement

Edit Acoount Detads

Bank Accounts »

Bank Rules

o ‘Bank Fees’ bank rule saved. Click to edit.

treaterule - Recondile »

Spend Money Rules (1) Receive Money Rules (0)

(] Delete No items selected, Drag & drop to re-order,

1 Bank Fees

11| Page




Xero for Beginners

4. User Management:

Xero allows you to have unlimited number of users for any type of account.
Here is a look at the pricing structure of Xero.

MOST POPULAR

Sl 1z Ecnon STARTER STANDARD PREMIUM

$25 $50 $65 ]

<% 8N

4.1 User Types:
You can set up different types of permission for different type of Xero users.
There are following types of users in Xero:
0 Read only: Can only read the data entered in the system.
0 Invoice Only: Can only do data entry of the invoices.
0 Standard user: Can be customized as per requirements.
0 Adviser user: All access along with lock in dates and publishing reports.

Enter their details

First Name Last Name Email

A to the ts

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

Bank reconciliation Invoices Edit settings View repors Publish reports
O Read Only Read only Read only
© Invoice Only |Draft only -]
@ Standard Non Cash Coding | = | v v |All Repores -
O Adviser v v v v v

[ Manage Users Allow this user to add and remove users and change permissions

[ payroll Admin Allow this user full payroll access, inchuding preparing & posting pay runs and payroll reporting

12| Page
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4.2 Inviting a user:
You can invite the user by entering name and email ID of the user.
The invited user would be able to login with his own email ID.

Enter their details

first Name Last Name Email

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

Additionally you can also define whether the user would be given right to "Manage User" and be

a "Payroll Admin".

4.3 Viewing Login details of User:
You can see login details of user at General Settings> Users.
You can get details of number of times the user has login to the account

Users
D 1avite a User B invite Xero Customer Care
Users L A
Nama Permageng Sata Last Login Logins tha week
Kirten Mywhe [ Subscribe Seandard = Marage Usens Active 224 2014 $:21 pom. s

4.4 Inviting a Xero Customer Care:
You can invite a Xero customer care representative in case there is any troubleshooting

required.
You can also remove the same at later stage when not required.

‘ O Xero Customer Care has been deleted from this organisation

What's this?

@ lovite a User | @ Invite Xero Customer Care I

Users Recent Activity
Name Permissions Status Last Login Logins this week
Kirsten Hawke (Subscriber Standard + Manage Users Active 2 Jul 2014 5:21 p.m. 5

Tip:
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You will default to a Standard user when you complete the setup wizard as part of creating your own
organisation. And you may be given a different role if someone invites you into their organisation. This
means that some of the features you see in the demo company may not be available to you. You can
change your role to Financial adviser if you need these features, or invite your accountant or

bookkeeper to have this role.
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5. Contacts:

Xero does not differentiate between customer and supplier unless a sales invoice or a purchase
Bill is entered.

In Xero you need to add contacts and they would be automatically classified into customers and
suppliers based on the entry of sales/purchase you enter with that contact.

‘= Business Buddy Kirsten Hawke =

Dashboard  Accounts  Reports  Contacts  Settings - (7]

All Contacts

Contacts
Smart Lists

What's this? |
Customers

B Add Contact . [ New Group

Suppliers

Al (4) Customers (1) Suppliers (2)

5.1 Adding a Contact in Xero
You can add a contact in Xero by as per below screenshot:

Dashboard  Accounts  Reports [JRSCICIECEN Settings - 7]
Contacts
1at's ths?
B Add Contact = B ] New Group Import Export
All (4) Customers (1) Supplers (2) Archived (0)
Al 123 A B € (1] E F G H 1 h ) K L 1} N (s] P Q R s T u v w X Y F

Xero allows you to enter a whole lot of information you would ever need to know regarding the
contact.

However the compulsory feeds are just First name and Last name which needs to be entered in
order to create a contact in Xero.

You can even create a group of your own so that all the contacts would be assigned to that
group.

Here is a look at the Xero form for adding a contact in Xero:
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-
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5.2 How would a contact look like in Xero:
The contact also has a log in it to ensure that you have a whole lot of who edited the details and when.
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[ —
ppas

Rushabh L=
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* Fpunoul Dot

Hintary & Notes

ettty e et 0§ 34 1004 0 18 Vo
S e

e Mty (1 oy |

5.3 Creating a Group in Xero:
You can select the contacts and add them to your group so that they can appear in one group:

Group Contacts

A8 10 a0 exsting group
123 Geoug| -

T
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6. Accounts Payables (Purchases)
You can access purchases in Xero from Accounts> Purchases.
Xero gives you an easy to use function for creating a purchase order and sending it to the
designated supplier.
You can convert a purchase order into an invoice whenever you require.

Xero also has capability of creating a credit note against the purchases in case you need to
reduce your purchases.

6.1 Creating a Bill in Xero

You can create a new bill in Xero by Going to Accounts> Purchases> New > Bill.

Purchases

Xero makes it easier to manage your bills and purchases
»>
% Send purchase orders to your suppliers and copy contents to bills and sales invoices

. .
i @—w— Enter a bill you have received and make payments. Learn more...

~Mew =+ limport saarch G

B
Repeating bill
Creait note

Purchase oroer

mone None 25.00 None

For creating a bill you need to enter basic information from vendor invoice as described in the
screenshot below:
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New Bill

From Date Due Date Reference Total
= - 0.00
Curmrency ¥ INZD New Zesland Dol = Amounts are Tax Inclushve -
Item Description Qy Unit Price  Aczount Tax Rate Amourk NZD
Subotal ol
B Add a new line
GST 000
TOTAL 0.00
P S— EBEE 0

Tip:

1. You can enter due date by just mentioning +2 in case you want due date to be 2 days after the date of
invoice. In case you want due date to be same as date of invoice then you can just mention +0 in due

date entry.

2. You need not worry in case you are entering the same bill again as Xero will not accept the bill again

with same reference number. Hence you can ensure that there is no duplicate entry of bill in Xero.

3. Itis optional to enter Item in entering the bill. You may choose not to maintain inventory record in the

bill.

4. You can set a user and approver role for the bill where the person doing data entry will only be

allowed to enter the bill and the standard user can approve the bill and give an accounting effect.

5. Once the bill is created and approved, it cannot be DELETED it can just be VOIDED.

Mentioning a note in the bill:

19| Page




Xero for Beginners

s Cemcryon Qv U e Acoount. Tan Rale Amount KD
Base = Saticds am
el GsT a0
TOTAL 000
[ - -] D e
Hipiry & Motes.
e
Information log of edits done.
Xero maintains a log of all the edits done in a particular entry
History & Notes
Approved by Kirsten Hawke on 3 Jul 2014 at 2:47a.m.
From Rushabh for 2000,
Hide History (2 entries) | Add Note
hanges Date User Detais
Approved 3)d 2014 247 am. Korsten Havie From Rushabh for 20,00,
Crented 33 2014 247 am. Worsten Mo From Rushabh for 20.00.
6.2 Making payment of Bill:
You can make a payment of bill right in the bill create section.
Awaiting Payrment ! print POF Bl Options ~
From Date Due Date Total
Rusbabh A 2014 2 Apr 2014 20,00
No address
Add ackres
Amourts e Tax Exclusive
Rern Cocle Descrigton Quantity Ursk Price Aocount Tax Rate Amount NKZD
Purchase of books 1.00 . 1735 Cormuting & Accounting 15% G5T on Expervies nm
Subtotsl 173
Totsl GST 15% 161
TOTAL 20.00
Make a payment
Aot Pad Date Pad Pad From Reference
[ =

The payment would be automatically appear into bank account in Xero once it is paid from here.
If there is an equal amount of payment in bank, Xero shall automatically match it with bank

payment.
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However it is advisable to match the Bill Payments from Bank reconciliation section of Xero in
order to ensure that reconciliation is done correctly and problems in case of wrong entry can be

avoided.

6.3 Adding a document to Xero Entry:
You can add a source document like scanned copy of supplier invoice or any other file in Xero

along with Xero entry.

aa
Bt g Paycnt T it £ 5 Cproes -
rom. [ O Dt Totsl
i DhNM 1k
1
i =
» Tam Exchosive
B Coe Dt Gharn t Prce Aot KT
LSS——pa— = » ]
Ty
4 ary A
.
o 2000
Hake o paryment

P e T et -

Apgrwend by Sarton seate o0 ) Jul 014 ot PdTam
Frern Eunbat e 36,08

e Wity (2 entrien]) | A mote

Changs Oute e [

If you have a bulk of documents and are not sure where to place it in Xero, you can upload it to
Xero library and assign it at a later stage to relevant entry.
There is a limit to document storage space in Xero which is explained here in pricing part:

Everything at one monthly price. Try Xero for free and choose a plan when your tnal ends
a NZ Et STARTER STANDARD PREMIUM
$25 $50 $65

v v v

v v

v v

v v

v

6.4 Editing and making changes to Xero Bill:

You can make changes to Xero Bill on the go by various bill options available in bill entry itself.

You can Copy the same Bill again
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Voiding the Bill would nullify the financial effect of same. As mentioned earlier once the Bill is

approved, it cannot be DELETED, it can be just be VOIDED.

You can also enter a credit note for an Bill if the amount payable on the Bill needs to be reduced

for some or the other reason.

View Bill

o B Approved

B e 0

Uit Pice et T Buate

e Cormultng & Accmrong

You can set the bill as repetitive one. You need to enter various parameters for making the Bill

as a repetitive one.

= Business Buddy

Puchases » Bl »

New Repeating Bill

Rapeat this transsction every

B Dot
[ -

() Save s Draft () Approve

History & Notes

Add Mot

s crmated

@y Uné Frice  Acoourt
1o .00 417 - Comitng & Acourtng

End Dete [Crtonal)

Total
20.00

Ameants e I INCIASE -/

Tan Rate Aot WID
159 GST on Expermes 2000
Scbtctsl 20.00

Iachudes GET 15.00% 281

TOTAL 2000

[ J o]

You can even print the PDF copy of the Bill in case you wish to send the bill to someone or you

need it for your reference.
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Purchasss » Bils »

View Bill

o&&-ﬂpprwed

Add Ancthes Bl

Awaiting Payment

From Date Due Date
Rustabh 2Ar 2014 2 Apr 2014
Mo ackdresis
A aiven
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7. Accounts Receivable (Sales):
You can access purchases in Xero from Accounts> Sales.
Xero gives you an easy to use function for creating a Invoice and sending it to the designated
Customer.
You can even create sales invoice for a group of customers as explained in this section
Xero also has capability of creating a credit note against the sales in case you need to reduce
your sales.

7.1 Creating Sales Invoice
You can easily create a sales invoice by Going to Accounts>Sales> New> Invoice.
You can also create a repeating invoice for repeating invoice for certain time periods.
By invoicing to group contacts, it creates invoice for all the contacts in a Group.

Sales

+New ~ Send Statements Import Search @

Invoice
Repeating invoice

* Credit note

r— None 85.00 85.00

Crete a new invoice: For creating an invoice, you need to input following information into Xero:
0 Name of Customer

Date of Invoice

Due date of payment

Invoice Number

Reference

Item Sold

Description which you wish to mention in invoice

Qty

Price

O O O OO0 O o o
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0 Discount
0 Account where effect needs to be given
O Taxrate

Tax Rate Amount N2D
i >

+ Add new tax rate...

15% GST on Expenses

15% GST on Income

GST on Imports

No GST

Zero Rated

o L

0 Amountin NZD
0 Stating whether the Amount is Tax Inclusive or Tax Exclusive

Amounts are [ETIIETEIT v
Tax Exclusive
T Rt
No Tax

Here is how the input screen looks like

- -
You are currently using the free trial. Choose your price when you're ready to pay.  [PSy How

:= Business Buddy Kirsten Hawke =
- = 0

Dashboard QEVILULIEEE Reports  Contacts  Settings

Salex » Towoices »

New Invoice
To Date Due Date Invoice & Reference
- = | | INV-0003
a v 12D New Dola + enesrts are Tax Inclusive =
Inem Description Qv UnitPrice  Disc%  Account Tax Race Amount NZD
x4
Subeotal 0.00
0 Add a new line
G5T 0.00
TOTAL 0.00
History & Notes
Add Note

Invoice needs to be approved once all the parameters are entered on the screen.

One the invoice is entered and saved it becomes a part of draft invoices which can be approved
at a subsequent point of time.

Once it is approved it gives the effect into financials.

You can also add a note to the sales invoice for your reference.
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Sove.

You can also upload other source document along with invoice entry which can help you

relate the entry with source document.

Source document can be uploaded from your computer or from the documents

previously uploaded in the file library of Xero.

Sending the invoice: You can send the invoice by email to the customer directly from

Xero by pressing on email button.

-] Email %) Print POF ]
Repesat

You can also print the PDF of the document for your reference.

Invoice Options:
From Invoice options, you can do following tasks:

0 Repeat the Invoice: You can set the invoice to repeat at regular intervals of

time
Void: You can mark the invoice as void

O O O O

credit note.

Copy the invoice: The invoice can be copied to make a copy of it.
Edit the invoice: You can change the parameters entered into the invoice
Add credit note: You can reduce the amount of invoice by entering the

Repeating the invoice: You can repeat the amount of invoice at regular point of time by

this function. This is useful in case the invoices
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Sales » Irvoices »

New Repeating Invoice

What's this?

Repeat this transaction every Invoice Date Due Date End Date (Optional)
(1| (Moot =l v]  Oun ] [of e floving monch o] | .

() Save as Draft () Approve () Approve & Send

Involce to Reference Invoioe £
[ Mr, Joke 113 | Autemstcaty aaded whan invake 5 created

Currency NZD New Zealand Dolla  [Crmency rate automaticaly added when invoice is crested

Aot e Taxincusve -l
L N — e T U e D oot R et o
Bookkeeping Services 100 60.00 0.00 200 - Sales 15% G5T on 60.00
Incorr
Subtoal 60.00
B Add a new line
Includes G5T 15.00% 7.8
TOTAL 60.00
History & Notes
Add Mote

7.2 Receiving payment in Xero:

You can receive payment in Xero by entering the receipts in Xero.

Make a payment
Amount Paid Date Paid Paid To Reference

You can subsequently match the receipts with the bank receipts in Xero.

7.2 History and Notes:

Xero shows history and notes in each of the entry. It shows the user which has changed the
entry and who created the same.

History & Notes

,-. 0 Kirsten Hawlke on 5 Jul 2014 at 17:58p.m.

[NV-0003 to Mr, John for 60.00

Hide History (2 entries) Add Note | Expected Payment date

Changes Date User Detads

Approved 5 Jul 2014 5:58 p.m. Kirsten Hawke TNV-0003 to Mr. John for 60,00,
Created 5 Jul 2014 5:58 p.m. Kirsten Hawke INV-0003 to Mr. John for 60.00.

You can also add a note and expected date of payment for the same.
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Hade History (2 entries) | Add Note | Expected Payment date

Me. Joho Notas Expacoad Paymers Dute m & Canal
Changes Data User Detads.

Aoprived 5 Jul 2014 5:58 pom. Kirven Havka NV-D003 =2 Mr. Joha for 60.00.

Created 5 Jul 2014 5:58 pm. Kiryzen Hamkn INV-0003 o Mr. John for 60.00,

7.3 Editing a customer address in Sales invoice:
You can edit the customer from the invoice.
The same would be updated in Master data once it is uploaded into the document.

Customer's Address

Tip:

1. You can enter due date by just mentioning +2 in case you want due date to be 2 days after the date of
invoice. In case you want due date to be same as date of invoice then you can just mention +0 in due

date entry.

2. It is optional to enter Item in entering the Invoice. You may choose not to maintain inventory record

in the Inventory.

3. You can set a user and approver role for the Invoice where the person doing data entry will only be

allowed to enter the invoice and the standard user can approve the bill and give an accounting effect.

4. Once the invoice is created and approved, it cannot be DELETED it can just be VOIDED.
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8. Introduction to Reports:

Reporting is at core of any accounting system which is handled beautifully by Xero.

Xero provides you a large number of reports on the go in an easy to use manner.

Here is a screenshot of the reports which are generated by Xero. There are also large number of
reports in Payroll section which we have not dealt with in this manual.

All Reports
o Wa're imgeTving reporiing Over the coming months we'l ba sdding raw reports for you 10 use Try ot fhe new reporty

Shaer how vour busrans & postoned tased on asees. labines and eguty.

Empraciamon Schadds

8.1 Performance reports:
Performance reports help you to analyze the profitability of your business and the performance of
business vis a vis your expectations from the budget.

Show haw your business is performing bised on revenue and expenies,
Budget Summary Income by Contact
Budget Variance Inventory Items Summary
Executive Summary W Profit and Loss
Expenses by Contact Sales By Item
W GST Retun

Following are important performance reports:

Budget Summary: It provides a summary of the budget figures added by you.

Budget Variance: It shows the budget variance against the actual.

Executive Summary: It provides an executive summary of the deviations for year on year basis.
GST Return: It gives the details of GST collected and paid for a particular period.

Income by contact: It provides the income received from a particular customer

Inventory summary: It gives the summary of the inventory movement

Profit and Loss

© N Uk WwWwDN e

Sales by Items
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8.2 Cash Reports:

Cash Reports shows the reports on Cash generated during the period and report on bank reconciliations.

Show how your cash levels are changing.
Bank Reconciliation Summary W Cash Summary
Bank Summary

8.3 Position Reports:

Position Reports

Show how your business is positioned based on assets, kabilities and equity.

W Aged Payables Depreciation Schedule
W Aged Receivables Fixed Asset Recondiliation
W Balance Sheet Movements in Equity

Important reports in this section are Aged Payables and Aged Receivables.
It helps to analyze the payments pending to be done and customers from whom the receivables
are pending.

8.4 Detailed Reports:

[oewtropors ]

Show details of the transactions in your accounts.

Account Summary GS5T Recondliation
Account Transactions Journal Report
Customer Invoice Report Supplier Invoice Report
Detailed Account Transactions Tracking Summary
General Ledger Trial Balance

This report is more of bookkeeping side which can help you to determine the transactions
during the period and the summary of the transactions in a particular account.
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