— & Fy) — \ N/ Nt
— = \ e\

—

—_— ————
—_—— —
g]f%m —

- =
S — — =

\ \

i \ m@. S
@ e EV.,.,._
o PSS
ok -

il
|

|

!
b
N
3 i
T N
. {

| BN

IR
J
{lbn
M _,.,:m (I
N IS
NN =

N
b
ol B
]
i
1 e
- ]
I
J

f

.»M..

E I,

Xero Software
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» Bank Reconciliation - Introduction

» Bank Reconciliation process in Xero software

= Cash Coding

» [mporting Bank Statement in Xero
» Find & Recode

» History and notes
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Bank Reconciliation Process

What is Bank Reconciliation ?

Bank reconciliation Is the process to
confirm that all the transactions in your
bank account are recorded In your
business account records.
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Xero Dashboard

» Dashboard shows the
number of Bank Accounts
of the client.

» Fach Bank account
shows the number of
transactions that are yet to
be reconciled.

Dashboard

Business Accounting Projects

Business Bank Account
090-2007-006543

Reconcile 27 items Balance in Xero
Statement balance (Sep 26)

S
Sep 3 Sep 10

Business Savings Account
121314121314

No transactions imported

Import a bank statement

Contacts

1,760.54
8,315.64
& L W i e Lt
Sep 17 Sep 24

Account watchlist

Account This month ¥TD
Advertising (400) 2,308.47 8.657.05
Entertainment (420) 22.00 1,553.60
Inventony (G30) 0.00 0.00
Sales (200) 7,26358 2297318

= Next: Add budgets to account categories

LIse budgets to track your spending against your goals

Add budgets Skip

Invoices owed to you

New sales invoice 2 Draft invoices 1,100.00
9 Awvaiting payment 0 194 51
— - e p s
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Types of Accounts:

The types of Accounts that can be added in Xero Dashboard,
» Business Account
= Saving Account
= Paypal Account — (Different Account for each currency)
=  Stripe Account
= Cash/ Petty cash/ undeposited Account if any.
= Prepaid Card - ( For staff if any)
= Trust Account
= [oan Account
= Expenses Claims
= Bills you need to pay
= |nvoice owned to you
= Account watchlist ( To track particular expenses or Liability Account)

= Cash Flow

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



= Bank transactions are imported from
their bank account via bank feeds or they
are manually imported.

= Transactions are created In Xero, these
could be invoices, bills, expenses or cash
transactions.

= |t is the process of matching each Bank
transactions with the existing transaction
or create a transaction during the
reconciliation process.

Match Create Transfer Discuss Find & Match
Who = Name of the contact... What | Choose the account... -
Why  Enter a description..

Region * Tax Rate - Add details

Reconcile (24) Cash coding

What's this?
Review your bank statement lines. ..

13 Sep 2023
Ridgeway University
0025

More details

16 Sep 2023
Truxton Property Management
More details

21 Sep 2023

Ridgeway Banking Corporation
Fee

MMore detailz

21 Sep 2023
7-Eleven
More details

Bank statements

Spent

Spent

1,181.25

Spent

15.00

Spent

15.50

Account transactions

Options

Recsived

B,187.50

Options -

Recsived

Options -

Recsived

Options -

Recsived

Compact view J

...then match with your transactions in Xero
Match Create Transfer Discuss Find & Match
05 Sep 2023 Spant Received
Ridgeway University 6,187.50
Ref. INV-0025
Match Create Transfer Discuss Find & Match
= 16 Sep 2023 Spent Raceivad
Payment: Truxton F"FIZ:I|Z!HEI'|."‘-,II 1,181.25
Management
Match Create Transfer Discuss Find & Match
Whao Ridgev.-ay Bank What 404 - Bank Fees -
Why Bank fee
Region *  Tax Exempt (0%) - Add details
Match Create Transfer Discuss Find & Match
Apply rule Contact name
?’_E|el,‘ren ?—Ele‘u'er‘l
Edit rule Don't apply rule View details
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Transfer

Bank transfer is reconciled within banks > reconcile the inter bank transaction statement lines from both the banks. Make sure to refresh the

page before reconciling.

Options « Match Create Transfer Discuss Find & Match
22 SEIZI 2023 Spent Fecsived Select a bank ¢ Ref
e-Bank IjE'IZI 1:GDG.C'|:| gleCl a Dank accoun grerence
More details m @ Business Savings Account

Discuss

This tab is used when you are unsure about the transaction or when enough details are not mentioned. We can ask the query for the

transaction to the client, as the client also uses it to reply.

Options - Match Create Transfer Discuss * Find & Match
17 Sep 2023 Spent Received
City Limousines 100.00 This is for a really old invoice, wasn't sure how to code it.
0006-FPART
More details
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= Check previous records and find if they are new

or existing suppliers and customers.

= Search for the supplier or customer name > If it
is a new invoice or bill, we can create as new bills /

new invoices.

= We can view the previous bills and invoices to

find out the GL and Tax type.

Dashboard Business Accounting Proje«

Bank Acca .
. al Analytics
Busines:
| Short-term cash flow
Business snapshot
Invoices
Quotes
Sales overview 60.54
Ice in Xero
What's €
. Bills to pay
The s¢ Purchase orders [ deleted:
Purchase overview
Recor Bank 1
Expense claims
Wha
Revie|  products and services
Pay run
13 Cheques
Rig
—

Demo Company (Global) ~

Dashboard Business

Sales overview »

Accounting Projects

Contacts

Invoices
Mew Invoice New Credit Note Send Statements Import Export Invoice Reminders: Off Online Payments
All Draft ) Awaiting Approval (o) Awaiting Payment @) Paid Repeating
Enter Mumber, Reference, Contact or Amount  Search Within Start Date End Date () Unsent Only
| Any date b b v [include Delsted & Voided
Search or Clear
Number Ref To Date Due Date Paid Due Status
IMWV-0025 GE1-White Bayside Club 26 Sep 2023 15 Cct 2023 0.00 234.00 Awaiting Payment
INV-0027 Ref MK315 Marine Systems 26 Sep 2023 2 Oct 2023 0.00 356.00 Awaiting Payment
INV-0026 Basket Case 26 Sep 2023 6 Oct 2023 0.00 914.55 Awaiting Payment
Purchases oveniew »
Bills All Draft Awaiting approval Awaiting payment 12 Paid Repeating Automate bill entry m-
Search Start date End date Date type
Q,  Enter a contact, amount, or reference ] [ Any date - Filter ¥  Columns W
32 items | 8,386.76 USD
From Status Referance Date J Due date Paid Cue
Net Connect Awaiting payment Rpt 27 Sept 2023 07 Oct 2023 0.00 2413
Capital Cab Co Awaiting payment CS815 27 Sept 2023 03 Oct 2023 0.00 242.00
PowerDirect Awaiting payment Rpt 26 Sept 2023 06 Oct 2023 0.00 108.60
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What's this?

Reconcile (54) ~ Cashcoding  Bank statements ~ Account transactions

= Bank Statement is used to search and
find the particular amount, name, etc of Whas

. Search Minimum Amount ~ Maximum Amount  Start Date End Date Status
the Bank statement line.
(] Exact Amount () Exact Date
» Find and Match is been accessed to find —
other possible matches such as amount,

Showing Statement lines Search
i ﬂVO | Ce ﬂ U m be r, b| | | ﬂ U m be r, etc (] Date Type Payes Particulars Code Reference Analysis Code Spent Received Balance  Source Status
(] 198ep2023 Debit Transfer To AAA LIQUID WASTE CommEBa WIS 226.08 4363759  Bank Feed
= Ban k ru | e iS crea ted fo rt h e transact | ons 0 19Sep 2023 Debit  METCASH TRADING LI Card 07237 POS 18275 4386364  Bank Feed
that fa || U nder the Si m ||a r Category Wlth or (] 19Sep2023 Credit  SQUARE AUPTYLT IS 125712 4404639  Bank Feed
W | t h ou t same amoun t suc h as (] 185ep 2023 Debit Transfer To BAGEL WEST pl CommBank WIS 566.00 42789.27  Bank Feed
S u bSC rl pt | O n & m e m be rS h i p’ Sa | eS’ etC. (] 183ep2023 Debif Transfer To IN SEASON CommBank App MIS 116.33 4335527  Bank Feed
(] 18S5ep2023 Debit Transfer to other 3477 MIS 23782 4367160 BankFeed
(] 18S5ep2023 Dedit Transfer To MADE BRANDS pL CommEBank WIS 215.17 4390042  Bank Feed
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Find & Match

= The find and match is used when invoices or bills are being processed.

= Bills once processed will move to awaiting payments. These bills/ invoices will show up as an option to be matched with the respective

transaction. _ . :
Maich Lreale rArsies LsCnss Find & Magch
. . . . . Whao N i Wihat l -
= Other currency Bills or invoices can also be reconciled with the statement
line by using Find & Match. Wiy
Radgian =  Tax Rae - Add dedsals
= Check the date, amount, contact and invoice number of the transactions.
Options Match Discuss
27 5ep 2023 Spent Received
Ridgeway University 6,187 50
ORC01025 Find & select matching transactions below
More details
1. Find & select matching transactions @ Show Spent ltems Search by name or reference  Search by amount
Show AUD items only ridgeway Clear search
Date Mame 4 Reference Spent Received
Your search returned no results. Clear your search
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Options Match Discuss

27 Sep 2023 Spent

Received 21 Sep 2023
Fidgeway University 6,187 .50 Ridgeway University
ORC01025 m
More details
1. Find & select matching transactions @ Show Spent ltems Search by name or reference  Search by amount
ridgeway

Show AUD itermns only

Date Mame 4 Reference

21 Sep 2023 21 Ridgeway University ORCO01025 | PO CEMO08-12 Split

Spent Received
6,187.50

ﬂ Clear search

Spent Received

3,960.32 UsSD

2. View your selected transactions. Add new transactions, as needed.

21 Sep 2023 2) Ridgeway University ORCO01025 | P/O CRM08-12

3. The sum of your selected transactions must match the money received. Make adjustments, as needed.

Transactions in USD 1 AUD = 0.640052 USD Rate from 27 Sep 2023 USD 3,960.32

Subtotal AUD 6,187.50

Must match money received: AUD 6,187.50

New Transaction ~

3,960.32 USD

Adjustments ~

AUD 6,187.50 « Totals match

Carisma Solutions confidential. Please do not distribute.

{I) CARISMA SOLUTIONS



Sent Mark as unsent > Preview Email Print PDF ‘] Invoice Options -
To Date Due Date Invoice# Reference Branding theme Online Payments Total
Ridgeway University 21 Sep 2023 3 Oct 2023 ORCO1025 PO CEMO0OS-12 Standard P democo@ior-deme-purpos. .. 3,960.32
Mo address
Add address
USD United States Dollar 1 AUD = 0.640053 USD (21 Sep 2023, set by XE.com Exchange Rate) Amounts are Tax Exclusive
Item Code Description Cluantity Init Price Disc % Account Tax Rate Region Amount USD
Onsite project management for 1.00 3,600.29 Sales GST on Income 3,600.29
CREM Project 3 days/week
Subtotal 3,600.29
Total GST 10% 360.03
TOTAL 3,960.32
Payment 3,960.32
2T Sep 2023
Realised & 001400  Unrealised 0.00 AuD Net o 0.01 AUD
)
Split:
[ ] 17 Sep 2023 Spent Recaived
Truxton Property Management 1,181.25
More details Find & select matching transactions below

= This option is used when a payment for the bill is partly made.

= Click on split > Enter the amount paid > Click ok to reconcile.

1. Find & select matching transactions @ Show Received ltems

Show USD items only

Date Name + Reference
17 Sep 2023 «y Payment: Truxton Property Managem
17 Sep 2023 «1 Truxton Property Management RENT

Search by name or referenc

e  Search by amount

truxton|

E Clear search

Spent Received

1,181.25U5D

Split 2,000.00USD
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Cash coding

Zhoe, Lingfel t/as Snacks Botany - Dashboard Business

Accounting

Payroll

Contacts

Uncheck all

Datea
1 Jul 2023
4 Jul 2023
4 Jul 2023
6 Jul 2023
7 Jul 2023
7 Jul 2023
& Jul 2023
10 Jul 2023
10 Jul 2023
15 Jul 2023
16 Jul 2023
19 Jul 2023
19 Jul 2023
20 Jul 2023
25 Jul 2023
26 Jul 2023
26 Jul 2023

OOOO0O0OOO0DODODOODOOO O O @

Eank Accounts »

Business Account #2807 v os5-151-10542807

Commortaealth
! Bank

What's this? =)

Reconcile (88)

Discard changes Apply rule - | Shorteut keys (=

Payee

Transfer Te L) CommEBank App Transfe
SAKURA COSMETICS A Card xx8045
LS W COSMETICS ADE Card xx9045
Transfer To Eftason Vie Pty Lid Net

EAT IRVINS Singapo Card xx9045 SGD
EAT IRVINS Singapo Card xx9045 3GD
Transfer Te sakura CommEBank &pp Lyn
W COSMETICS ADELAI

Transfer Te Griun Ply Ltd CommEBank
S0 *FIRST STOP COF

CHLY PTY LIMITED A Card xx3045

W COSMETICS ADELAI

Transfer Te Ton's Investment Phy Lt
SUSHI HUB PARAFIEL Card xx5633
Transfer To W WANG PaylD Phone from
SP SUPER CHEAP BOX Card xx5633

Transfer To JH BErother Investment P

r

Cash coding

Reference
M

POS

POS
C200023099
POS

POS

M

POS

M

POS

POS

POS
13640
POS

MPP

POS
23000878

Bank statements Account transactions

Deszcription

MIS

MIS

MIS

Save & Reconcile All

Reconciliation Report Manage Account ~

Show lines with suggested matches [

Displaying 86 | [ Show more

Spent Receive...
340.00 o
125.87 b
232.14 o
8,483.40 b
211.22 o
237.97 b
600.00 o
65.39 b
238.20 o
7.00 b
27.15 o
154.16 b
207.20 o
3.00 b
1,000.00 o
484.70 b
623.00 o
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Cash Coding

" Cash coding is used when there are similar transactions of the same nature.
" |t is used when there are more transaction to reconcile.

" |t is the fast and easy way to reconcile multiple statement lines.

= |t is not used to reconcile Bills , sales invoices , credit note etc.

= Select the particular supplier one by one and reconcile all in one go.

" Once you enter the details for a particular transaction, the same details gets
prefilled for all the selected transaction. As such, cash coding saves time.

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



Bank Statement import

Dashboard Business Accounting Payroll Contacts

Eank Accounts »

Business Account oi:isazsooe

i'i-'l Q 5] - 'I.'\-__ '.:
:"‘-HI*\nr 42’ETE'99 596’?34'12 T Manage Account
Statement Balance Balance in Xero Different balances? Reconciliation Report
Find New Reconcile Bank Feeds
What's this? = _ _
Account Transactions Spend Money Feconcile Account Activated
. . Bank Statements Receive Mone Bank Rules Disconnect
Reconcile (344) Cash coding Bank statements Ac g _
Transfer Money Reconciliation Report ~ View Status Updates

Impaort a Statement
+ New Transaction

Edit Account Details

I:tecl

= Select the Bank account you wish to import the statement

= Click manage account > import a statement
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" Download xero csv template.

" Enter the date, amount, description
correctly, Ensure the closing balance
matches with the statement.

" Enter the transactions from the
statement under the suitable headings
in the csv template and save the file.

" Drag and drop the csv file to import the
statement into xero.

€© Uupload € Import settings € Review

Prepare file for upload

Download bank statements from your onling banking as an OFX (preferred), QFX, QIF, QBO, or CSV file.

Alternatively, create vour own statement file with our C3V template.
Download Xero CSV template (CSV, 56 B[4

Learn more about imporing transactions [

Most recent transaction

Sep 27, 2023
T-Eleven 515.50

File to upload

Drag and drop file or select manually

Select file

A 1 E_ C D E F G
1 |*Date *Amount Payee Descriptic Reference Check Number
2
3 | 28-09-2023 -100 ABC & Co Paid 1
4 [29-09-2023 100 ABC & Co Refund
3
&
¥
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Find & Recode

Dashboard Business Accounting Payroll Contacts

rers Pty Ltd Bank accounts
" Find and recode multiple transaction line in ' Repors
bulk by recording the source transaction. Business Account Advanced

013148-426722262

W Reports

" To Access find and recode, go to Accounting >  petiy Statement 12
Find and recode >Add condition.

Aged Payables Summary
P e S e W & Sy B e Sy

Aged Receivables Summary

" By clicking on add condition you can select
the change you wish to make from the drop
dOWﬂ menu. Total cash in and out

Aug 27 sep 3 Balance Sheet

Profit and Loss

W Advanced
Chart of accounts
Find and recode

Fixed assets

April May er

Junt - panual journals
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" When you find that the tax rate or Account or Contact etc of multiple
transactions are incorrect you can use this option to make the necessary

changes at a single time.

" By entering the required conditions, select the transactions to be recorded

and make the changes as required.

Find and recode

Find and recode

Find and select an entire group of transaction lines and recode them.
- You can alter accounts, tax rates, tracking codes and more.

Learn more about how it works.

Recode History -

Find and recode

Find transaction lines that match = Al

+ Add a condition

Account

Bank Account

Business

» 0of the following conditions:
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History and notes

H is to ry Dashboard Business Accounting Payroll Contacts
ers Pty Ltd Bank accounts
» Shows the history of changes made | Revors

to the transactions and any attached

notes. e Ropors

Activity Statement

" [t Is recorded when we add a note, e hasdPabessumman
create, edit, or make any other [
changes to the transaction. | |

Profit and Loss

Business Account Advanced i ]
112

349 i

Total cash in and out

= The name of the user who does the - |
action and the time and date s
recorded as history.

Fixed assets

Apri May Ut manual journals
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Advanced accounting

Advanced features Advanced settings
W Find and recode Financial settings
Fix incorrect categorisation across multiple transactions at once Edit financial settings like tax pericds and lock dates

. TO View the hiStory SeIECt the Accounting * '-rli!?::'L-jﬂa’lne-i-i:_-j-'r-r'-l"g"ll'nst’= general ledger * ?:’Iaré"cjf jI’:*'[I:':D'-'jJEﬂt—’?ﬂlﬂtL import or export your account
menu > Advanced > History and notes, select

W Fixed assets Tax rates
start date and end date to run report and select Add, edit or delste tax rates
Export accounting data Fixed assets settings

the pa rticu Ia r pe riOd a n d a p p |y. Export data from Xero for importing into other systems Manage asset types and account defaults

Assurance dashboard Tracking categories
Monitor the accuracy of financial data within your organisation Manage tracking items for more powerful reporting
= We can also export the report to PDF and .
istory and notes Report codes
View a summanry of the actions made by all users to your Map the chart of accounts to practice-wide report coded

EXCEI . transactions

Report fields
Enter details into fields set by your practice

Start date End date User Item

B 14 Sept 2023 R 21 Sept 2023 - All users - All items - Reset filters ‘ m

Showing 100 of 210 results ~ Q  Search in results

Date (Time zone AEST) J User [tem Action Detail

21 Sept 2023 5:13pm Charan Balaji Bank transaction Reconciled Debit payment on 13 September 2023 for -185.52.

21 Sept 2023 5:13pm Charan Balaji Bank transaction Created

21 Sept 2023 5:13pm Charan Balaji Bank transaction Approved

21 Sept 2023 5:13pm Charan Balaji Bank transaction Reconciled Debit payment to THE GOOD GUYS WEB STORE SOUTHBANK

on 14 September 2023 for -736.00.

21 Sept 2023 5:13pm Charan Balaji Bank fransaction Created

21 Sept 2023 5:13pm Charan Balaji Bank transaction Approved
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Note

= We can manually add a note when creating or existing invoice, bills, spend or receive money

transaction.

= To create a note Click Add note > Enter your note > and save .

History & Notes

Debit payment to THUAN PHAT SMKT AD Card xx9045 on 13 September 2023 for -9.75.

Hide History (2 entries) Add Note

Changes Date User Details
Reconciled 14 Sep 2023 7:32 p.m. Lakshmi Ramakrishnan Debit payment to THUAN PHAT SMET AD Card xx9045 on 13 September 2023 for -9.75.

Created 14 Sep 2023 7:32 p.m. Lakshmi Ramakrishnan

History & Notes

Debit payment to THUAN PHAT SMKT AD Card xx9045 on 13 September 2023 for -9.75.

Hide History (2 entries)

Note

Changes Date

Add Note

Reconciled 14 Sep 2023 7:32 pm.

Created 14 5ep 2023 7:32 p.m.

User

Lakshmi Ramakrishnan

Lakshmi Ramakrishnan

Details

Debit payment to THUAN PHAT SMET AD Card xx9045 on 13 September 2023 for -8.75.
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Thank you
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