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»Importing the balance through “COA (Chart of Accounts)”
In Xero.

» Importing the balance through “Conversion Balance” in
Xero.

»Importing the balances through “Manual Journal” in Xero.



Chart Ol( Acconunh

* The chart of accounts is a list of all accounts you can use to record your transactions in
Xero. It helps your categories your transactions correctly and group similar accounts
together to generate reports about your organization.

« Xero assigns a default chart of accounts when you set up your organization. If you prefer,
you can import a chart of accounts from your previous accounting system or import your
own custom chart.

» To view your chart of accounts, in the Accounting menu, select Advanced, then click Chart
of accounts. From here you can:

» Click an account to view its details

» Click an account balance to view a list of transactions that use that account
» Add, edit or delete accounts to best suit your organization's needs.

« Export or print your chart of account.



2 Click "Accounting" 3 Middle-click "Chart of accounts"

| Balancein) o
You have 10 days lefin your ial, which includes allfeatures JWTIEPERT TR Securely connecta bank account | P Account Transactions Overdul
; | Activity Statement
DBS Training Services v~ Dashboard  Business  \Accounting  Payroll  Projects  Contacts
\ 4 0~0~0~0~0~0~000~0~0~0~0~0~0~0~0~0~0~0~0~0~(
Aged Payables Summary
BS Training Services Your lastlogi. 22 hour Ao ok Wiz AgedReceivables Summary
Balance Sheet e 2-BJun Thisweek 73l Y
Business bank account Invoices owed to you Total cash in and out Profit and Loss
YOCX0CK ¥t Import unpaid invoices to track wi
Trial Balance
D wdue and upcoming invoices at a glance on the

New sales invoice
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5  Click "Export" 6  Click "Import"

v ’
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‘ Financial reports draw on each account to show how your business is performing

- Leam more about customizing the chart of accounts

*Youto usingthe defau chart of accounts You cancustomise this, i outhow i our Holp Cante o Youre using the default chart of accounts. You can customise this, ind out how in our Help Centre.

f Account | mmmm[ %) prnt 0 Impot ‘ @ B Add Account | Ilmmwmtf £ print poF c ] Export

xounts  Assels  Libiities  Fquty  Dpenses  Revenve Archive Al Accounts  Assets  Liablties  Equty  Expenses Revenue  Archive
s? () What's this? (=)
ste | Archive  Change TaxRate = Noaccounts selected | Search Delete | Archive  Change TaxRale = No accounts selected

Code s Name Type Tax Rate ) [ Codea Name Type Tax Rate

| Sdes

0 - Revenue ST on Income 0.00 [ m Income from any normal business actvity Revenue GST on Income

Income from any normal business actvity

Other Revenue 0 % 2mt:me that does not relate bo nomal business actvities and isnot ~ Revenve GST on Income
‘60 Anv other Income that does not relate to normal business actvities and ts not Revenue (ST on Income 0.00 T



T Click the "Yes" field.

Import your Chart of Accounts

What system are you importing from? Example files

®)Xero o Chart of Accounts CSV file for a GST registen
()Myos o Chart of Accounts CSV file for & Non-GST reg
) Banklink

You can import your chart of accounts from:

+ MYOB Accounting or AccountRight Standard

o MYOB Accounting Plus or AccountRight Plus

o MYOB Premier of AccountRight Premier

» MYOB Premier Enterprise or AccountRight En
o MYOB AccountEdge

o BankLink Practice

Tips for importing

Whether you have created your own Chart of Ao

from your previous accounting system or you are

of Accounts, you should make sure you follow !

quidelines:

o The file you import must be 8 CSV (Comma §
fle, The name of your file should end with el

« Onrirn ba indlidn sl af bha arbiin serninke

8  Click this link.

(_JNY0B

() BankLink

Does the file you are importing contain account balances?
0)Yes
()N  Don't know

Set your Conversion Date

Enter the date that you began processing allyour transactions in Xero, Its easiest
when you set your conversion date to be the start of a GST period. Tips for
Choosing & Conversion Date,

o Chart of Accounts CSV file for a Non-GST reg

You can import your chart of accounts from;

o MYOB Accounting or AccountRight Standard
o MYOB Accounting Plus or AccountRight Pus
o MYOB Premier or AccountRight Premier

o VIYOB Premier Enterprise or AccountRight En
o IYOB AccountEdge

o BankLink Practice

Tips for importing

\Whether you have created your own Chart of Ao

from your previous accounting system or you are

of Accounts, you should make sure you follow 2

Quidelines:

o The file you import must be a CSV (Comma §
file, The name of your file should end with i

o B sure toinchude all of the actve accounts y
previous accounting system,

o Ifyou're importing from another accounting ¢
recommend that you frst review your accoun

bringing your accounts up-to-date and remoy
that are no longer active, before you import

o More help for importing Chart of Accounts



10 Click this link,

(JNY08
() Banktink

Does the file you are importing contain account balances?
®Yes
()0 / Don't know

Set your Conversion Date

Enter the date that you began processing all your transactions in Xero, Its easiest
when you sat your conversion date to be the start of a GST penod. Tips for
Chooging & Conversion Date,

o Chart of Accounts CSV fle for a Non-GST reg

You can import your chart of accounts from;

+ MYOB Accounting or AccountRight Standard

o MYOB Accounting Plus or AccountRight Pus

o MYOB Premier or AccountRight Premier

o MYOB Premier Enterprise or AccountRight En

+ MYOB AccountEdge

o BankLink Practice

Tips for importing

Whether you have created your own Chart of Ao

from your previous accounting system or you are

of Accounts, you should make sure you follow a|

quidelines:

o The file you import must be 3 CSV (Comma §
fle, The name of your file should end with e

o Besure to incude al of the active accounts y
previous accounting system,

o Ifyou're importing from another accounting ¢
recommend that you first review your accoun
bringing your accounts up-to-date and remeoy
that are no longer active, before you import

12 Click the "Select the file to import" field.

Does the file you are importing contain account balances?
)Yes
(_)No / Don't know

Set your Conversion Date

Enter the date that you began processing all your transactions in Xero, Its easiest
when you set your conversion date to be the start of a GST period. Tips for
Choosing a Cooversion Date.

Month Year

iy v |am )
file to import
" Nofile seected

o More help for imparting Chart of Accounts :
1 Setup Guide @)

o MYOB Accounting or AccountRight Standard
o MYOB Accounting Plus or AccountRight Flus
o DIYOB Premier or AccountRight Premier

o MYOB Premier Enterpnse or AccountRight En
o MYOB AccountEdge

o BankLink Practice

Tips for importing

Whether you have created your own Chart of Ao

from your previous accounting system or you ar¢

of Accounts, you should make sure you follow a!

quidelines:

o The file you import must be  CSV (Comma §
fie, The name of your file should end with &

o Ba sure to include all of the acte accounts y
previous accounting system,

o IFyou're importing from another accounting ¢
recommend that you first review your accoun
bringing your accounts up-to-date and remoy
that are no longer active, before you import i

o More help for importing Chart of Accounts



13 Click "Import"

Does the file you are importing contain account balances?
O
()No / Don't know

Set your Conversion Date

Enter the date that you began proczssing all your trangactions in Xero, Its easiest
when you sek your conversion date to be the start of & GST period. Tis for
Choosing a Conversion Date,

Month Year
hy v s B
Select the file to import

Browse | ChartOfAccounts.csv

1 Setup Guide @)

& IITVD MCLUUIUNG UF MLUUTILRIYIR Dldnualy
o MYOB Accounting Plus or AccountRight Plus
o MIYOB Premier or AccountRight Premier

o MYOB Premier Enterpnise or AccountRight En
o MYOB AccountEdge

o BankLink Practice

Tips for importing

Whether you have created your own Chart of Ao

from your previous accounting system or you are

of Accounts, you should make sure you follow a |

guidelines:

o The file you import must be a CSV (Comma §
file, The name of your file should end with &

+ Be sure to indude all of the achve accounts y
previous accounting system,

o IFyou're importing from another accounting ¢
recommend that you first review your accoun
bringing your accounts up-to-date and remoy
that are no longer active, before you import i

o More help for importing Chart of Accounts

14 Click "Confirm"

o 7 new accounts View
o 47 updated accounts View

Excludes:
v 7 accounts that were deleted or archived View

Balance as at 30 Jun 2023

Debits R13771482
Credits RAITAR
Adiustments 000



31 Middle-click "Advanced"

You have 10 days leftin your trial, which includes all features &\ NVEUER EEGEVT ]

30 Training Services » ~ Dashboard  Business

Accounting  Payroll

Projects  Contacts

orts

Bank accounts
il Balance

R/epoﬂs
‘\
Date: End of last financial year Colu Mm;d

30 Jun 2024 v b} Compare with 1 year v
] % Reports i
Account Transactions
Activity Statement
Trial Balance ey
0BS Traning Senvices Aged Recefvbles Summary

As at 30 June 2024 3

pmpare with G

33  Click "Conversion balances
Update account balances from previous accounting systems"

% Chart of accounts
Add, edit, archive, delate, import or export your accounts

Tax rates
Add, edit or delete tax rates

Tracking categories

Manage tracking items for more powerful raporting
i

Co&v\erygipﬂ balances
Update account balances from previous accounting systems

Looking for organisation seftings?



0BSTramng Servces»  Dashboard  Business  Accounfing  Payroll Projects  Contacts

34 Click "Save"

Conversion Blances
Sales Invoices
711 - Less Accumulated Depreciation on 36,000.00 |
Office Equipment - .
: Enter invoices sent on or before 30 Jun 2023 that have not been fully paid
720 - Computer Equipment 300,000.00 X
721 - Less Accumulated Depreciation on 4500000 | B Addimice (3 Add et ote
Computer Equipment
800 - Accounts Payable 125,000.00 | Nunber Woow Die Delde  AnoutDue 3 Jm 25 D
820 - GST 86,18182 1, Use the uttons ot add your st seles v and et notes,
825 « PAYG Withholdings Payable 56,000.00 | D w
826 - Su b 35,000,001
s WE RO Aecounts Recehble Bance — 2,000,000.0
880 « Ovmer A Drawings 8,830,783.00 L
891 - Owner A Funds Introduced 500,000.00 | L L
900 - Loan 6,000,000.00 | A s moices r et nafes t bng tis bilance b 2,
Show all accounts  Remave 2éro balances
B dd a new line
Total Debits 22,137,764.82  Total Credits  22,137,764.82 E
Adjustments 0,00
This accounts for the dfference betwaen dabits and credis and for FX. gaing
and lozses

m

1 Setup Guide 8]




0BS Training Services* ~ Dashboard  Business  Accounfing  Payroll  Projects  Contacts

35 C“Ck "Add InVOlCe" Sales ovenview 2 Invooes
Q Frviw ‘PrianDF v | ;

Invoice INV00! - Bseingpaent
You have 10 days leftin your ial which includes al features

Add more details for polished, professional invoices. Sipfrnow LG X

Sent

OBS Training Services v+~ Dashboard ~ Business  Accounting  Payroll  Projects  Contacts

To lssupdate  Duedate  Invoicenumber Reference  Online payments ~ Branding theme

Forsythe 19002022 2702023 V0001 Carsma  Noe Standard

Conversion Balances »
Getselup now

Sales Invoices

Amaunts are fax inclusive
Enter invoices sent on or before 30 Jun 2023 that have not been fully paid
/ \ Item  deseription Quantity Price Taxamount Amount
dedljwoict B Add Credit Note N
y Billng Invoice forthe Financial priod 2022-2023 1 200000000 16181618 200000000
- Reocount Sales » Taerae: GST on Income
Number Ref T Date Due Date s
Use the buttons above to add your historic sales invoices and credit notes, St 20000000
Totd 63T 18131818
AUD Accounts Recen s | e 200000000
Bali
Add seles invoices of cre v fistry and otes ‘M‘
O Send as nelnvice

Stich  classic invoicing

1 Setpuide B)



(OBS Training Services v

1 Seupuide @)

You have 15 days lefin yourrial which includes 2 festures [ALNEERTAGIT

Dashboard  Business  Accounfing Payroll Projects  Contacts

Comverion Belances »

Bills

‘ 0 Your Total Bl match your Total Accounts Payable. Clck Next o continue.

Enter invoices received on or before 30 Jun 2023 that have not been fully paid

Bl [ A et e

Ref From Date Due Date Amourt Due (30 Tun 2023) AUD

Tekfr BndB3  TnNB 3000000

ToalAUD 50,0000

AUD Accounts Payable Balance 50,0000

0  Matded

Page | 1| of { (L totlems)  Showing items per page

16 Click "Trial Balance"

B Add Account

All Accounts

What's this? \2)

Delete Archive

L Codea

(] m

Learn more &l - pecount Transacions

N\

Add Bank Account | T Print

Assels Liabilties Equity

Change Tax Rate = No &

Name

Soles

Income from any normal busness act
Other Revenue
Any other Income that does not relate

recurring

Interest Income
Interest income

Cost of Goods Sold

Cost of goods sold by the business

Advertising

Expenses incurred for adverbising while trying to increase sakes

accounts
Activity Statement
Aged Payables Summary
Aged Receivables Summary
Balance Sheel
P/rqﬁljnd Loss
&@;m [ype
Revenue
% Advanced
Revenye
Chart of accounts
; Revenue
Fixed assets
Direct Costs
Expense

[ax Rate

(ST on Income

GST on Income

GST Free Income

GST on Expenses

GST on Expenses



Date: Custorm

S0 Jun 2023

Trial BEalance

Colurnmmns

- S columns selected

OBS Training Services

As at 30 June 2023

200
2&0
270
10
4D
A

Accoount Code

416
420
429
433
A3T
441
a5
4490
453
461
460
473
ATT
a7e
485
489
493
ET-1
S10
10
711

20
21

s00D
S20
=225
826
230
Sa81
S
Total

Sales

Oither Rewvenue

Interest Incomea

Cost of Goods Sold
Auddwvertisimg

Paornlk Eooc

AuCCourmt

Drepreciation
Entertainrment

SGeneral Expenses
Insurance

Interest Expenss

Legal expenseaes

Light, Power, Heating
Miotor Wehicle Expenses
Office Expenseas

Printing & Stationery

Rent

Repairs and Maintenance
YWhlages and Salaries
Superannuation
Subscriptions

Telephone & Infternet
Trawvel - Mational

Trawvel - Inmtermatonal
Accounits Recsivable
Crffice Equipmeaent

Less Accumulated Depreciation on Offics
Equiprment

Cromputer Equipment
Less Accumulated Depreciation on Compuiter
Equiprment

Accounts Payvabhle

==ST

PAaY' S Withholdings Payvable
Superannuation Favable
Owwner A Drawings

Crvvner A Funds Introduced
Loam

Cormpare with

Compars with 1 wear

Rewvenus
Revenus

Rewvenus
Direct Costs
Expense

[ = N TN

AuCCoui

Type

Expesnse
Expanse
Expense
Expesnse
Expanse
Expense
Expense
Expanse
Expense
Expense
Expasnse
Expense
Expense
Expesnse
Expense
Expense
Expesnse
Expense
Current Asseaet
Fooed Assat
Fwed Asset

Foced Asset
Fwed Asset

Current
Current
Current
Current
Current
Current

Liakility
Liakility
Liakility
Liakility
Liakility
Liakrility

MMon-current Liabilify

2, 000, 000

(= la i}
=Tt

SO0
-l

Lptel

Delit - ear to date

16, o0
S.,000
3,000

19,000
SO0
e}
D
SO0
e}
D
o0

25,000
5,000
25,000
2,000
15,000
S

1., 500,000

S0, 000
D
oD
SO0

5,000,000
525 000
4 000

T, 181,
13,000
SO0
w1}
oD

90,000
2,275,000
250,000

2200, OO

2,830,723

22,157,764,

oD
SO0
w1}

[n-ln}

Lnln}

=2
oD

o0

0

=22

SroupingSummarising

MNone

More

0 Reorder columns

15,250,000
2,000
583

e le}
anln]
anlu]

Credit - Year to date

26,000

A5, 000

125, 000
83,131
56,000
25 000

500,000
5,000,000

22,157,764,

e )

e )

01w
=22
anln]
01w

nln]
anlu]

a2

20 June 2022



What i» Corwerdion Balance?

«Conversion balances are the opening balances of your accounts in Xero when you switch from a
previous accounting system

«Conversion balances include balances for assets, liabilities, equity, revenue, and expenses.



2 Click "Accounting" 3 Click "Advanced"

You have 11 days left in your trial which includes all features Youhave 11 days leftin your trial, which includes al features

p—

raining Services v Dashboard  Business Accqbnﬁng‘\ Payroll  Projects  Contacts b Training Services v~ Dashboard  Business  Accounting  Payroll  Projects  Contacts

\

raining Services Yourlast login: 4 days agorom  Training Services Rank accounts Your lastlogin; 4 days ago fi
Reports
= \‘
Business bank account 0 Invoices owed to you Business bank account Advanced es owed to you
\eckzs
YOO J00-XXK —— "/
New sales involce Dra if'f’”keb K Repors TR Draf ~1nyoices
Securely connect a bank account Baiance In Xero 0.00 : gwj:t;tt H— Securely connect a bank account . Baancein) Accou Trnsacions : g":’:;“l paymy
| Statement balance 0.00 . | Statement! —
Activity Statement
0-0-0-00~0~00~0=0~0~0~0~0~0~0-0~0~0~0~0~0~0~0~0~0~0~0~0~0~0 0~0~00~0~0~0~0-0=0~0~0~0~0~0~0-0~0-0~0~0~0~
Aged Payables Summary

Oct 29 Nov'§ Nov 12 Nov 10 0ct29 Nor § N2 Aged Receivables Summary



4 Click "Conversion balances" 5  Click "Conversion Date"

% Chart of accounts You have 11 days leftin your tral, which Includes al features

Add, edit, archive, delete, Import or export your accounts

OBS Training Services v Dashboard  Business  Accounting  Payroll  Projects  Contacts

+ Taxrates
Add, edit or delete tax rates

Advanced accounting »
Conversion balances
Tracking categories
Manage tracking items for more powerful reporting
B Add Comparative Balances onvem;t Date

onverson baances
date-account balances from previous accounting systems 1Jul 2022 - 30 Jun 2023

0 Starting with the right numbers

Account Debit Credit
200 - Sales 15,000,000.00 | What's this?
260 - Other Revenus 2,000.00 1
Y A 270- Interest Income 0 L 1. Enter bank balances as they were on tis
310 - Cost of Goods Sold 3,000,000.00 X
400 - Advertising 6,000.00 X 2. Enter total outstanding involces on this da
404 - Bank Fees 300.00 X
408 - Cleaning 15,000.00 X 3. Enter total outstanding bills on this date

412 - Consuling & Accounting 20,000.00



7 Click this link. 9 Click this link.

OBS Training Services v Dashboard ~ Business  Accounting  Payroll  Projects  Contacts OBS Training Services v~ Dashboard  Business  Accounting  Payroll  Projects  Contacts

Conversion Balances » Conversion Balances »
Conversion Date Conversion Date
Conversion Date

Conversion Date

Enter the date that you began processing all your transactions in Xero, )t eaest when
you et your comversion date to be the start of a GST period. Tipe for Choosing &

Enter the date that you began processing all your transactions in Xero, Jts easiest when
you et your comversion date to be the start of a GST period. Tips for Choosing &

COHVCTS~OU Datt COn\lcfslon Datc
Horth mm v Manth Yedr /\
My MRE d iy vl | ?-'\
way S Al R 2006 o/
omvession baances (860 known o opening For this conversion date you n s *In a5 opening
February balances) s ot 30 Jun 2023 2007
e = [ -
o ol
. 0
hy an
fopt At
September © 014 v




You have 15 days left in your trial, which includes all features ose a plan to buy

OBS Training Services « Dashboard Business Accounting Payroll Projects Contacts

Advanced accounting >

Conversion balances

Add Comparative Balances Conversion Date

1 Jul 2022 - 30 Jun 2023

o Starting with the right numbers Get more help
Account Debit Credit
200 - Sales 15,000,000.00 . What's this? -
260 - Other Revenue 2,000.00
270 - Interest Income 583.00 o 1. Enter bank balances as they were on this date ~
310 - Cost of Goods Sold 200,000.00 X
400 - Advertising 6,000.00 3 2. Enter total outstanding invoices on this date N
404 - Bank Fees 300.00 <)
408 - Cleaning 15,000.00 3 3. Enter total outstanding bills on this date ~
412 - C Iting & A i 20,000.00 3
416 - Depreciation 16,000.00 >< 4. Enter any other balances ~
420 - Entertainment 5,000.00
425 - Freight & Courier 0.00 5. Confirm N5
429 - General Expenses 3,000.00
433 - Insurance 19,000.00
437 - Interest Expense 85,000.00 3
441 - Legal expenses 6,000.00
<45 - Light, Power, Heating 25,000.00 X
<449 - Motor Vehicle Expenses 2,000.00
453 - Office Expenses 15,000.00
461 - Printing & Stationery S500.00 .
469 - Rent 1,500,000.00
473 - R irs and i e 50,000.00 e3
1 Setup Guid &3, 477 - Wages and Salaries 5,000,000.00 <
478 - Superannuation 525,000.00 (X |
494 - Travel - International 90,000.00 =3
499 - Realised Currency Gains 0.00
505 - Income Tax Expense 0.00
610 - Accounts Receivable 2,000,000.00 ><
620 - Prepayments 0.00
630 - Inventory 0.00
710 - Office EqQuipment 250,000.00 >
711 - Less Depr ion on -36,000.00 ><
Office Equipment
720 - Computer Equipment 300,000.00 =3
721 - Less Accumulated Depreciation on -45,000.00 ><
Computer Equipment
800 - Accounts Payable 50,000.00 (1
801 - Unpaid Expense Claims ©.00
804 - Wages Payable - Payroll 0.00
820 - GST 70,000.00 4
82S - PAYG Withholdings Payable 56,000.00 .1
826 - Sup ti 35,000.00 .-
830 - Income Tax Payable 0.00 |
850 - Suspense 0.00 1
860 - Rounding 0.00
880 - Owner A Drawings 50,000.00 0.00 1
881 - Owner A Funds Introduced 500,000.00 0.00
900 - Loan 4,580,783.00 0.00
960 - Retained Eamings 0.00 1
970 - Owner A Share Capital ©.00
Show all accounts Remove zero balances

B3 Add a new line

Total Debits 15,294,583.00 Total Credits 15,294,583.00

Adjustments ©o.o0
This accounts for the difference between debits and credits and for FX gains

and losses

1 Setup Gu




OBS Training Services Dashboard Business Accounting Payroll Projects

Conwersion Balances »

Sales Invoices

Enter invoices sent on or before 30 Jun 2023 that have not been fully paid

Add Invoice BB Add Credit Note

Mumber Ref To Date Due Date Amount Due (30 Jun 2023) AUD

Use the buttons abowve to add your historic sales invoices and credit notes.

Total AUD 0.0
AUD Accounts Receivable Balance 2,000,000.00
Balance cout by 2,000, 000.00

add sales invoices or credit notes to bring this balance to zero.

1 Setup Guide &)

Dashboard Business Accounting Payroll Contacts

ales owverview > nvoices.
Invoice INV-0001 |[Awsiting peyrent D Prewview Print PDF -~ Add paymment H

Add more details for polished, professional invoices. Skip for now

Sent
To Issue date Due date Invoice number  Referemce Cnline paynents. Bramding theme
Forsyths 15 Jul 2022 27 Jun 2023 INW-0001 Carisma MNone Standard

Get set up now
Mo address

Amounts are fax inclusive

em f description Quantity Price Tax amount Armount
Billing Invoice for the Financial period 2022-2023 1 2000000.00 131318.13 Z2000000.00
Account: Sales - Tax rate: GST on ncomme
Subtotal 2,000,000 .00
Total GST 181.818.18
Attach fles - Amount due 2.000,000.00
~ History and notes Add note

3 Send as an einvoice @

Switch to classic invoicing




You have 15 days left in your trial, which includes all features B GTEEET I ELRGN T

OBS Training Services « Dashboard Business  Accounting Payroll Projects Contacts

Conversion Balances »

Bills

o Your Total Bills match your Total Accounts Payable. Click 'Next' to continue.

Enter invoices received on or before 30 Jun 2023 that have not been fully paid

Add Bill Add Credit Note

Ref From Date Due Date Amount Due (30 Jun 2023) AUD
Telstra 15 Jun 2023 27 Jum 2023 50,000.00
Total AUD 50,000.00
AUD Accounts Payable Balance 50,000.00
(] Matched

Page of 1 (1 total items) Showing items per page

1 Setup Guide @)




You have 15 days left in your trial, which includes all features U8 GOETE RV ET R G T

OBS Training Services - Dashboard Business  Accounting Payroll Projects Contacts

Reports

Bank accounts . .
Trial Balance « Tipsandtricks
Reports
Date: End of last ﬁnancif Advanced | Compare with Grouping/Summarising
30 Jun 2023 ted v Compare with 1 year A None -
W Reports

) ! More Update
Account Transactions

Activity Statement

Trial Balance Aged Payables Summary Il Reorder columns

OBS Training Services Aged Receivables Summary

As at 30 June 2023 Balance Sheet
Account Code AT Profit and Loss Account Type Debit - Year to date Credit - Year to date 30 June 2022
200 83 Trial Balance ' Revenue 15,000,000.00 -
260 ot ' Revenue 2,000.00 -
270 Int ' Revenue 583.00 -
310 Cq W Advanced ' Direct Costs 3,000,000.00 -
400 Ad ' Expense 6,000.00 -
404 g Chartof accounts ' Expense 300,00 i
408 o ' Expense 15,000.00 -
412 o ixedassets ' Expense 20,000.00 i

1 Setup Guide @)

. Compact view Save as custom Export -




You have 11 days left in your trial. which includes all features

Dashboard Business Accounting Payroll Projects

Reports
Trial Balance == Tips and tricks S

Date: End of last financial year Columns Compare with Grouping/Summarising

30 Jun 2024 ‘ -~ ‘ 5 columns selected ~ Compare with 1 year ~ None -~

Trial Balance ] Reorder columns

OBS Training Services
As at 30 June 2024

Account Code 1 Account Account Type Debit - Year to date Credit - Year to date 30 June 2023
200 Sales Revenue - (15.250.000.00)
260 Other Revenue Revenue - (2.000.00)
270 Interest Income Revenue - (583 00)
310 Cost of Goods Sold Direct Costs - 3,000,000 00
400 Advertising Expense - 6,000 00
404 Bank Fees Expense 300 00
408 Cleaning Expense - 15,000 00
412 Consulting & Accounting Expense - 20.000 .00
1 Setup Gu (
Compact view Save as custom Export -
— I — . S
433 Insurance Expense - 19,000 00
437 Interest Expense Expense - £5.000.00
441 Legal expenses Expense 6.000 00
445 Light, Power Heating Expense - 25.000.00
449 Motor Vehicle Expenses Expense 2,000 00
453 Office Expenses Expense - 15,000 00
461 Printing & Stationery Expense - 500 00
469 Rent Expense 1,500,000 .00
473 Repairs and Maintenance Expense - 50,000 00
ar7 Wages and Salaries Expense - 5.000.000 00
478 Superannuation Expense 525,000 00
485 Subscriptions Expense - 4 000 00
489 Telephone & Intemet Expense - 77.181.82
493 Travel - National Expense - 18,000 00
494 Travel - International Expense - 90,000 00
610 Accounts Receivable Current Asset 2.275.000.00 2,275,000 00
710 Office Equipment Fixed Asset 250,000 00 250,000 00
711 Less Accumulated Depreciation on Office Fixed Asset 36,000.00 (36.000.00)
Equipment
720 Computer Equipment Fixed Asset 300.000.00 300,000 00
721 Less Accumulated Depreciation on Computer Fixed Asset 45,000 .00 (45,000 00)
Equipment

800 Accounts Payable Current Liability 125,000.00 (125.000.00)
820 GST Current Liability 88.181.82 {(88.181.82)
825 PAY G Withholdings Payable Current Liability 56,000.00 {56.000.00)
826 Superannuation Payable Current Liability 35,000.00 (35.000.00)
880 Owner A Drawings Current Liability 8.830,783 00 8,830,783 00
aan Owner A Funds Introduced Current Liability 500,000.00 (500.000 00)
S00 Loan Non-current Liability 6,000,000 .00 (6.000.000.00)
960 Retained Eamings Equity 4.770,601.18

Total 11,655,783.00 11.655,783.00 -



What iy Comparative Balance?

«Comparative balances are historical account balances from previous financial periods that you
can add to your Xero reports.

*You can include data from multiple past years for in-depth trend analysis.



2 Click "Accounting” 3 Middle-click "Manual journals'

Go back to last organisation Account Code ~ Account Profit and Loss Debit-Yeartodate ~ Credlt - Yeaffoidote

090 Business Bank Account Trial Balance 11906 37
moCompany (AU)»  Dashboard  Business  Accountihg  Payroll  Projects  Contacts T 091 Business Savings Account | 687626 _-_“_
\'" ./ 200 Sales
M Iterest Income & Advanced -
- 300 Purchases |
I Balance 0l Mg Chart of accounts
404 Bank Fees ,
Find and recode
Date: Custom Columns Compare with Grouping/Su ::: ghanT; y—rs
| onsu u ~
130 Jun 2025 v || §columns selected v Compare with 1 year v | None 40 Enlenain:went — i
| % Foight & Couter Mm@ds
| 49 General Expenses
|V Filter | i Legal expenses Expense
445 Light, Power, Heating Expense
449 Motor Vehicle Expenses Expense
453 Office Expenses Expense
Trial Balance 1 461 Printing & Stationery Expense
Demo Company (AU) tcontent v () Compact view

As A 30 June 2025



5  Click "Import" 6  Click "Download template file"

UEmo

& Go back to last organisation
Manual Journals »

Import Manual Journal

Demo Company (AU)»  Dashboard  Business  Accounting Payroll Projects Contacts

Toimport a draft manual journal please follow the steps below.

Manual Joumals Step 1. Download our manual journal template file
Start by downloading our manual journal CSV (Comma Separated Values) template fie,
New Journal [ New Repeating Journal &wﬂ This file has the correct column headings Xero needs to import your manual journal
= data/‘\
Nl Dt Posted  Voided  Repaating  Avchive g el
e vl |ncasiicima Step 2. Copy your manual journal into the template
Using Excel or another spreadsheet editor, il the Xero template with your manual
L) Nerration Date v O Journal data, Make sure the manual journal data matches the columa headings provided
|| Being depreciation on office equipment 11 Apr 2024 o the s

TMPORTANT: Do not change the column headngs in the template file. These nead to
be unchanged for the import to work in the next step,

Dates are assumed to be in English (Austrais) format, For example,
25/12/2024 or 25 Dec 2024,

Step 3. Import the updated template file



T Click "Import" 8  Click "Complete Import"

| -;I Download template file Manual Journal » Import »
Import Manual Journals
Step 2. Copy your manual journal into the template
Using Excel or another spreadsheet editor, fill the Xero template with your manual
Journal data. Make sure the manual journal data matches the column headings provided o The imported Manualloumnal.csv contained 1 valid journal the following vl be imported into Xero:
in the template.
- v 1 new draft joumal wil be Imported
TMPORTANT: Do not change the column headings in the lemplate fle. These nead to
be unchanged for the import to work in the next step,
Dates are assumed to be in English (Rustralia) format, For example, 1Fyou're happy to continue with the import please clck th "Complets Import” buton
it bl Pless e tis action CANNOT be undone
| (2
3. Import the u template file
sup M m m Comple!e lmport
Choose a fle to import ‘ &,
Browse  Manualournal.csv
The file you mport must be  CSV (Comma Separated Values) file, The name of your
file should end with sither .cov of txt.




9 Click "Comparative balance of 2024

o 1 manual joumnal added.

[ tiewJoumal [ New Repeating Journal  Import

Bl Draft  Posted  Voided  Pepeaing  Archie

Pml‘ Delete | Mo items selected

(] Mamation

[ Computer apend® Tcomecty coded

(] Accrued liabilties for current manth

30 Jun 2024
35 Mar 2024
12 Mar 2024

48  Click here,

Repairs and Maintenance

Wages and Salaries

Superannuation

Substriplions

Telephone & Infemet

Travel - Nafional

Travel - Infemational

Accounts Recenvable

Ofice Equipment

Less Accumulated Depreciation on Office Eq...

Computer Equipment

Less Accumulated Depreciation on Compute...
| Accounts Payable

GST

PAYG Withhoidings Payable

Superannuafion Payable

Owner A Drawings

Owner A Funds Infroduced

Loan

473 - Repairs and Maintenance ~ BAS Excluded

477 - Wages and Salanes
476 - Superannuation

435 - Subscriptions

469 - Telephone & Intermet
493 - Trave! - National
494 . Travel - International

BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Extluded

710 - Office Equipment

111 - Less Accumulated Depre...
720 - Computer Equipment

e

825+ PAYG Withhokdings Paya...
026 - Superannuation Payable

850 - Owner A Drawings

BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded

881 - Owner A Funds Infroduced  BAS Excluded

BAS Excluded

500
§

88!

6,00



18 Middle-click "Chart of accounts'

Narration ‘ ;
F e s Tot < Account Transactions
- Activty Stalement
Default narration to jounal kne description
Show ournal o cach bass regorts 2| Aged Payables Summary
Aged Receivables Summary
,m m Balance Sheet
Salés 0
i 0 Proft and Loss
Interest ncome m.
Cost of Goods Sold 310 Trial Balance
Advetsing 0.
Bank Fess m
Cleanng 49
Consuling & Accourling in.
Depreciaton 6.
Bk " Find and recode
General Expenses )
e 8  Fixed assels

............. s Manual iaiwanla

22

Nmbuefra_u

Debit AUD
15.250,000.00
2,000.00
583.00
3,000,000.00
6,000.00
300.00
15.000.00
20,000.00
16,000.00
5,000.00
3,000.00
19,000.00
85,000 00

AL AN

Click this image.

- Leam more about customizing the chart of accounts

0ot @ AddBankAccount ) printPOF | Import Export

All Accounts ~ Assets Lishities  Equiy  Dupenses  Revenue  Archive

Whats ths? 3
Delete  Archive |  Change TaxRate | No accounts selectad xcounts rece
0 Codea Name Type Tax Rate
Accounts Receivable
Outstanding invoices the company hat lssued out to the ient but has not yet ~ Curent Asset BAS Excluded
received in cash at balance date.




23 Click "Add Account"

Categorise every transaction in Xero with our full Chart of accounts

R )

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

GL0 ENTRIMANG

Learn more about customizing the chart of accounts

n@ B AddBankAccount T Prnt POF | Impot  Export

All Accounts ~  Assels  Lisbilities ~ Coulty  Dipenses  Revenue  Archive

Wihat's this? =)

Delete  Archive |  Change TaxRate | Noaccounts selected  sKcounts rece
[ Codea Name Type Tax Rate
Accounts Receivable
5 610 Outstanding Invoices the company has issued out to the dient but has not vt~ Current Asset BAS Exduded

received in cash at balance date.

29 Click this text field,

Add New Account
Account Type

Current Asset
Code

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

A description of how this account should be usad

Tax
The default tax selfing for this account

BAS Excluded v
[ Shom on Dashboard Watchlit
{] Show in Expense Claims

|| Enabke payments to this account

How account types affect your reperts

Profit & Loss

Income

Ravenua
falag

Loss Cost of Sales
Ditact Costs

GROSS PROFIT

Plus Other Income
(thar Incoma

Lass Expansas
Expansis
Depreciation

(verheads
WET PROFIT

Balance SI

Current Assats
Currant Assats
Ity
Prepaymants

Plus Bank
Bank Accounts

Plug Flxad Assats
Fixed Assets

Plus Mon-currant 2
Non-currant Ass

TOTAL ASSETS

Lags Current Liabl
Curvent Lizbilitias

Lags Non-cument |
[ fabilitlag
Non-currant Lial

HET ASSETS
Equity

ety
Plus Mot Prafit
TOTAL EQUITY |



48  Click here,

Repairs and Mainlenance 473 - Repairs and Maintenance  BAS Excluded
Wages and Salaries 477 - Wages and Salanes BAS Excluded
Superannuafion 476 - Superannuafion BAS Excluded
Substriplions 435 - Substriplions BAS Excluded
Telephone & Intemet 469 - Telephone & Intemet BAS Excluded
Travel - Nafional 493 - Travel - Nafional BAS Excluded
Travel - Intemational 494 . Travel - International BAS Excluded
s e 10001y Db || BASEcuted
Office Equipment 710 - Office Equipment BAS Extluded
Less Accumulated Depreciation on Office Eq... 711 Less Accumulated Depre...  BAS Excluded
Computer Equipment 720 - Computer Equipment BAS Excluded
Less Accumulated Depreciation on Compute...

Accounts Payable

GST

PAYG Withholdings Payable 825 - PAYG Withholdings Paya...  BAS Excluded
Superannuafion Payable 026 - Superannuation Payable  BAS Excluded
Owner A Drauings 880 - Owner A Dranings BAS Excluded
Owner A Funds Infroduced 861 Owner A Funds Infroduced  BAS Excluded
Loan BAS Excluded

500
S

22i
2

88
8
6,00

52  Click "No Tax"

Date

5()

Ndun 204 | v

Account

200- Sales

260 . Other Revenue
270 - Interest Income
310 - Cost of Goods Sold
400 - Advertsing

404- Bank Fees

108 - Cloaning

412 - Consuling & Accounfing
415 - Depreciation
420 - Enterfainment

429 - General Expenses
433 Insurance

Tax Rate

BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excludod
BAS Excluded
BAS Excluded
BAS Extluded
BAS Excluded
BAS Excluded
BAS Excluded
BAS Excluded

(] Joumal Options v

Auto Reversing Date (cotiond!)

Amounts are Tax Exclusive v

3,000,000.00 ¥
6.000.00 X
30000 X
15,000.00 ¥
20,0000 X!
16,00.00 ¥
500000 ¥
3,000.00 ¥
10.000.00 M



62  Click "Post'

00001 - Sndy redtors.
820 GST

§25 . PAYG Withholdings Paya..
826 - Superannuation Payable
880 - Owner A Drawings

881 Owner A Funds Introduced

1 Jul 2024 at 19:52pm

ole

Date: End of last financial year Columns

Compare with

Grouping/Summarising

| 30 Jun 2024 ‘ - | | 5 columns selected - | | Compare with 1 year - | | MNone - |
e | e | Y
Trial Balance 0 Reorder columns
N Demo Company (AL
BAS Brcluded 125000 1 As at 30 June 2024
m M w ‘8' 82 W Account Code ¢ Account Account Type Debit - Year to date Credit - Year to date 30 June 2023
MS Eﬁmd ssmm ’ .J 090 Business Bank Account Bank 17,996.37 (8,849.70)
091 Business Savings Account Bank 6,878.28 -
200 Sales Revenue 15,303,378.32 (4,200.00)
BAS &MGd ”mw L.J 260 Other Revenue Other Income 2.000.00 -
270 Interest Income Other Income 680.05 -
BAS Excluded 8830 783.00 X 300 Purchases Direct Costs 763.64 -
310 Cost of Goods Sold Direct Costs 3,000,000.00 -
400 Advertising Expense 10,102.91 -
BASE“M.G SM-mw L..l 404 Bank Fees Expense 6831.50 -
4038 Cleaning Expense 15,465.00 -
BAS ma emm w U 412 Consulting & Accounting Expense 20,008.00 3,600.00
415 Depreciation Depreciation 16,000.00 -
(A
U 433 Insurance Expense 19,000.00 -
437 Interest Expense Expense 85,000.00 -
441 Legal expenses Expense 10,090.91 -
445 Light, Powvwer, Heatin: Expense 26,044.73 -
SM 22‘137'7“’82 21137'7“‘02 449 Mgl;tor Vehicle Expengses Ex::ense 2;938 04 -
453 Office Expenses Expense 16,540.37 2,000.00
451 Printing & Stafionery Expense 566.00 512.00
m“l mB’"w n'l37"“n 459 Rent . . Expense 1,505 573.26 -
473 Repairs and Maintenancs Expense 50,000.00 -
477 Wages and Salaries Expense 5,040,200.00 -
478 ‘Superannuation Expense 525.000.00 -
485 Subscriptions Expense 4.120.00 -
489 Telephone & Internet Expense 77.421.38 -
" 493 Travel - National Expense 18,682.14 -
494 Travel - International Expense 90,000.00 -
610 Accounts Receivable Current Asset 25, 056.55 -
610.001 Sundry Debtors Current Asset 2,275,000.00 -
710 Office Equipment Fixed Assst 257,050.00 -
71 Less Accumulated Depreciation on Office Fixed Asset 36,825.00 -
Equipment
T20 Computer Equipment Fixed Asset 301,969.99 -
721 Less Accumulated Depreciation on Computer Fixed Asset 45,000.00 -
Equipment
a00 Accounts Payable Current Liability 8,984.57 {476.79)
800.001 Sundry Creditors Current Liability 125,000.00 -
820 GST Current Liability 89,746.32 791.20
825 PAYG Withholdings Payable Current Liability 65,042.00 -
326 ‘Superannuation Payable Current Liability 35,000.00 -
240 Higtorical Adjustment Current Liability 19.212.21 -
855 Clearing Account Current Liability 6,000,000.00 -
860 Rounding Current Liability 0.09 -
880 Cwner A Drawings Current Liability 8,830,783.00 -
v 881 Cwner A Funds Introduced Current Liability 500,000.00 -
960 Retained Earnings Equity 8,535.29 623.29
Total 22,248,873.93 22,248,873.93 -
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