How to add a new
account to the chart of

accounts?







\

.

Demo Company (AU) = Dashboard Business Accounting Payroll

Here is how you can view the chart of
accounts in XERO: Demo Company (AU)
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Here is how you can view the chart of
accounts in XERO: emo Eumpany {AU] T

Reports

Advanced

# Reports
Account Transactions

Activity Statement

Aged Payables Summan




———
o i———
- s —— .
T—

ympany (AU) ~
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*

*

Advanced accounting
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Dashboard Business Accounting Payroll Projects Contacts

Advanced features

Find and recode
Fix incorrect categorisation across multiple transactions at once

Manual journals
Work directly with the general ledger

Fixed assets
Create and manage assets

Export accounting data
Export data from Xero for importing into other systems

Assurance dashboard
Monitor the accuracy of financial data within your organisation

History and notes
View a summary of the actions made by all users to your
transactions

Advanced settings

Financial settings
Edit financial settings like tax periods and lock dates

Chart of accounts
Add, edit, archive, delete, import or export your accounts

Tax rates
Add, edit or delete tax rates

Fixed assets settings
Manage asset types and account defaults

Tracking categories
Manage tracking items for more powerful reporting

Report codes
Map the chart of accounts to practice-wide report codes

Report fields
Enter details into fields set by your practice

Reporting preferences
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Business Accounting Payroll Projects Contacts

Advanced accounting >

Chart of accounts

From here you can see the Add Account
Tab:

Categorise every transaction in Xero with our full Chart of a

§00 SALES

. Financial reports draw on each account to show how your b

650 ENTERTAINME

Learn more about customizing the chart of accounts

Add Account | Add Bank Account | TE] Print PDF | Import |  Export

All Accounts Assets Liabilities Equity Expenses Revenue Archive

What's this? (=)

4 \li‘ ‘“\5\\



Account Type

Code

A unigque codefnumber for this account (limited to 10 characters)

L]

A shart title for this account (limited to 150 characters)

i
+ add Reporting Name

Description [optionall

A description of how this account should be used

Tax

Profit & Loss

Inecorme
Revanuea
Bales

Less Cost of Sales
Direct Costs

GROSS PROFIT
Pius Other Incoma
Other Income

Leoss Expenses
Expanses
Depraciation
Overheads

MET PROFIT

The default tax setting for this account

[ Show on Dashboard Watchlist

[ show in Expense Claims

|| Enable payments to this account

How account types affect your reports

Balance Sheet

Currant Assats
Currant Assats
Inventory
Prepayments

Plus Bank
Bank Accounts

Pius Fixed Assets
Fixed Assats

Plus Mon-current Assets
Mon-currant Assats

TOTAL ASSETS

Less Current Liabititios
Current Llabflitias

Less Non-current Liabilities
Liabilities
Mon-current Liabilities
MET ASSETS

Equity
Equity

+ Plus Net Profit

TOTAL EQUITY

You can also modify where accounts appear in your reporis




How account types affect your reports

Profit & Loss Balance Sheet
Income Current Assets
Revenue Current Assets
Sales Inventory
Less Cost of Sales Prepayments
Direct Costs Plus Bank

Bank Accounts

Plus Fixed Assets
Plus Other Income Fixed Assots

Other Income

GROSS PROFIT

Plus Non-current Assets

Less Bxpenses Non-current Assets
Expenses
Depreciation TOTAL ASSETS
Overheads Less Current Liabilities
NET PROFIT Current Liabilities

Less Non-current Liabilities
Liabilities
Non-current Liabilities

NET ASSETS
Equity

Equity
Plus Net Profit
TOTAL EQUITY

You can also modify where accounts appear in your reports
using Customised Report Layouts
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How account types affect your reports

Profit & Loss Balance Sheet
Income Current Assets
Revenue Current Assets
Sales Inventory
Less Cost of Sales Prepayments
Direct Costs Plus Bank

Bank Accounts

Plus Fixed Assets
Plus Other Income Fixed Assots

Other Income

GROSS PROFIT

Plus Non-current Assets

Less Expenses Non-current Assets
Expenses
Depreciation TOTAL ASSETS
Overheads Less Current Liabilities
NET PROFIT Current Liabilities

Less Non-current Liabilities
Liabilities
Non-current Liabilities

NET ASSETS
Equity

Equity
Plus Net Profit
TOTAL EQUITY

You can also modify where accounts appear in your reports
using Customised Report Layouts
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How account types affect your reports

Profit & Loss Balance Sheet |

Income Current Assets

Revenue Current Assets

Sales Inventory
Less Cost of Sales Prepayments

Direct Costs Plus Bank
GROSS PROFIT ’Bank A::counts

Plus Fixed Assets

Plus Other Income Ehsnal Mt

Other Income

Plus Non-current Assets
Less Expenses Non-current Assets ‘
Expenses
Depreciation TOTAL ASSETS
Overheads Less Current Liabilities
NET PROFIT Current Liabilities

Less Non-current Liabilities
Liabilities
Non-current Liabilities

NET ASSETS
Equity

Equity
Plus Net Profit
TOTAL EQUITY

You can also modify where accounts appear in your reports
using Customised Report Layouts
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Code 2

A unique code/number for this account {limited to 10 characters)

[—

A shart titlz for this account (limited to 150 characters)

i

4+ add Reporting Namz

Description (optional )

A description of how this account should be used

Tax
The default tax setting for this account

| b

[] Show on Dashboard Watchlist

[ ] Show in Expense Claims

[ ] Enable payments to this account

Profit & Loss

Income
Revanue
Sales

Less Cost of Salas
Direct Costs

GROSS PROFIT
Plus Other Incoma
COther Incomea

Loss Exponses
Expanses
Depraciation
Overhaads

MET PROFIT

You can also modify where accounts appear in your reports

How account types affect your reports

Balance Sheet

Currant Assats
Currant Assets
Inventory
Prapaymants

Plus Bank
Bank Accounts

Plus Fixed Assats
Flxed Assots

Plus Non-current Assats
Mon-currant Assets

TOTAL ASSETS

Less Current Liabilities
Current Liabflities

Less Non-current Liabilities
Liabilities
Mon-currant Liabilities
MNET ASSETS

Equity
Equity

+ Plus Net Profit

TOTAL EQUITY

\{
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Account Type How account types affect your reparts
| ¥ Profit & Loss Balance Sheet
L Income Current Assets
A unique code/number for this account (limited to 10 characters) Revanue Cirrrant Assets

Lass Cost of Sales Prapayments
Name 3 Direct Costs Pius Bank
A shaort title for this account (limited to 150 characters) GROSS PROFIT Bank Accounts
i = Plus Fixad Assets
[ Plus Other Incoma Eliid Nasabs

Other Income

+ add Reporting Namz Plus Non-current Assets

Less Exponsas Mon-cirrent Assats
Description (optional) Expenses ki
A description of how this account should be used Regreclation T T L

Overheads Less Currant Liabilities
| MET PROFIT Current Llabflities
Less Non-current Liabilities
Liabilities
Tax Non-current Liabilitias
The default tax setting for this account
NET ASSETS
| |x Equity
[ "] Show on Dashboard Watchlist Equity
- Plus Net Profit

[_| Show in Expense Claims TOTAL EQUITY

[ Enable payments to this account

You can dlso modify where accounts appear in your reports
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4. Description:

Code
A unique code/number for this account (limited to 10 characters)

[mm—

Name
A short title for this account (limited to 150 characters)

i
+ add Reporting Namz

Description (optional
A description of how this account should be used

Tax 5
The default tax setting for this account

| b

[ | show on Dashboard Watchlist

4

[ show in Expense Claims

[ Enable payments to this account

\

Profit & Loss

Income
Revanue
Sales

Less Cost of Sales
Direct Costs

GROSS PROFIT
Plus Other Income
Other Income

Less Exponsas
Expanses
Dapraciation
Ovarhaads

MET PROFIT

You can dlso modify where accounts appear in your reports

How account types affect your reports

Balance Sheet

Current Assets
Current Assets
Inventory
Prapaymeants

Plus Bank
Bank Accounts

Plus Fixad Assets
Flxed Assets

Plus Non-current Assets
Mon-current Assets

TOTAL ASSETS

Less Current Liabilities
Current Llabflities

Less Non-current Liabilities
Liabilities
Mon-current Liabilitias
NET ASSETS

Equity
Equity

+ Plus Net Profit

TOTAL EQUITY

\{




Profit & Loss

Code

A unigue code/number for this account {limited to 10 characters) mﬁ;ﬁug

Lass Cost of Sales
Name Direct Costs
A short title for this account (fimited to 150 characters) GROSS PROFIT

| Pius Other Income

= - Cther Income

+ add Reporting Name Lass Expensas

Description (optional) Calsiotes

A description of how this account should be used i
Overhoads

| MET PROFIT

Tax
The default tax setting for this account

| =

(] show on Dashboard Wakchlist

(] show in Expense Claims
(| Enable payments to this account

||
.

using Customised Report Layouts

N

Balance Sheet

Current Assats
Currant Assats
Inventory
Prepaymants

Plus Bank
Bank Accounts

Plus Fixed Assats
Flxed Assats

Plus Mon-carrent Assets
Mon-current Assats

TOTAL ASSETS
Less Current Liabilities
Current Liabilities

Loss Mon-current Liabilities
Liabilities
Non-current Liabilities
NET ASSETS

Equity
Equity

v Plus Mot Profit

TOTAL EQUITY

You can also modify where accounts appear in your reports
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Thank-you




