Conversion Balance &

Comparative Balance in Xero.




- It Is the balances in your previous accounting software on the
day ( for the year end 30th June) and you're moving to any
new accounting software like Xero, MYOB. The Conversion

] balances needs to be updated as opening balances of
Conversion balances < accounts in the new accounting software.

- which is the current balance on each account in your existing
accounting software.

- The balances of accounts to be entered for the previous
periods.

Comparative balance < - It helps to compare the financial reports with previous
comparative years.
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HOW to
setup
Conversion
balances in
Xero

1. Organization Setting.

2. Entering GL/Charts of accounts, Bank accounts.

3. Conversion & Comparative balances.

4. Supplier & Customer contact creation.

5. Entering / Importing Purchase & Sales

6. Matching AP & AR balances

7. Payroll Setup.

8. Importing Bank Statement & Reconciliation

9. GL Fixing
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BasicOrganizational Setting

in MyXero

Add an Organization in MY Xero by Add
organization TAB,

Subscriptions Billing accounts Settings

My Xero

Hi suryan, you last logged into Demo Company (Global) today at 10:18 AM

Organisations
Name a Last viewed Access Subscription .
Run another business?
yfyrdf Pay Now | Info | Cancel | Ackd an isati |

& Trial Expired

Try the Demo Company (Global) Reset or Change Country

« By entering Business name, Industry, and
Financial year.

* You can create an entity in Xero.

Henm

Add your business

Business name

Industry

Q, eq: construction. retail, services

f you can't find your industry, Select it from this list

Country

India hd

Time zone: (JTC+E520) Chennai, Molkata, Mumbai, New Delhi -

Currency: Indian FRupsse W

Last day of vour financial year

31 - December -

Do ywou have employees™?

1 Yes

o

() No, it's just me
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1.

Organizational Detail

Name - \=]eRlsi=Igsr-1dle]at:]

2. Address - |ESVEIEEVAERV/lelelf=lS
SYDNEY NSW 2000

Street,

Email Address — EEEEI@E]olekele]aa k=18

Website -

Company Logo — [@=1gliaglelelgMig[=H Nele[e)
Business Entity — Sellc)=ige]elgl=ive]g

7. Nature of Business -

Ecommerce/ Florist etc...

Constructions/

Organisation settings

Currencies

e o e e e
anage the currencies your business uses

Connected Apps

SO0 and manage inird pany connecions i Asnd

-eatures

Invoice settings

B Y IR U T U R B
~+redte Drancing themes mr Jocy nis, aca p

MeMINcers 1or INwoices

Fayment senices

/00 and manage onling payment Oplons for your sales inwoices

Email settings

Setarep y-10 emall adarass and emall iemplate conient

Fay runs

Manage your pay run settings

Expenses

iznage your expense settings

Chegue styles

CdIl the appearance and conient of the Checks you genarame

Xero to Xero
vvvvv
™~  oaapt

I - ~thar n reare froanfnmaba inunieee and R
~+QNNech with olner Aerg usars 1o autcmat doICas anad o

Custom contact links

- - I
reatbe el e Far snma e Faoen et S
—Megie SNoncCUIs 10r your Tavounte A C

—IDING TOr advanced sell "":_!E?
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mailto:aaaa@abc.com.au
http://www.abc.com/

Other Setting >Click to Setting > Organization setting to start the organizational setting

Organisation settings

1. Users - You can add and overview the users
for this Compa ny General Fealures

Organisation details Invoice settings

Address, logo and basic financial information Create branding themes for documents, add payment services and auto

2. Currencies: You can add multiple Jsers

. . . Add, remave or madify users of this arganisation Fayment services
currencies w Ni C a t a e b usiness uses fo r Add and manage online payment optians for your sales invoices

Currencies

tra nsaCtlonS Manage the currencies your business uses Email settings

Setarep y-10 emall 3adress ana emai tempiate conient

raminders for invoices

Connected Apps

Add and manage third party connections to Xero Pay runs

3. Invoice settings: Customize your invoice by
USIﬂg th'S tab Expenzes

\anage your expense seftings

Cheque styles

4. payment se rVices: Ad d O n | i n e paym e nt Edit tha appaarance and content of the checks you generate
modes to your Xero Yeroto Xer

Connect with other Xero users to automate inveices and bills

Custom contact links

5. Connected apps . Connect software like
Dext, Hubdoc.. with Xero by using this tab

Looking for advanced setfings?
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1.

Advanced Settings Financial Setup

Financial Year End - 30/06/2020

Periodical Filling - Monthly/ Quarterly/ Annual
TFN -0123456789

Accounting method - Accrual/Cash

Tax Period - 01/07/2019 to 30/06/2020

Tax Setting - Select the required tax
basis/scheme and period, and enter registration
detalls as required. Depending on the
organization's country, these might be sales tax,
VAT or GST details. If your client is not registered
for GST, select None as the tax basis.

A dvancad features

+ Find and recode

™ 1 G0 L« -:|l':_; IEEANGN ACriEs m

w Manual jowrmnals
Work direcdly with tha general ledgear

Advancad seftings

Financial settings

W Chart of accounts

Add, edit. archive. delete. impoart

al setlings ke

lax pancds and lock dates

O axport your accounts

Financial Year End

30 Jume Change

Activity Statement Settings '

GST Accounting Method Tax File Mumber

G5T Calculation

PAYG Withheld Period

PAYG Imcome Tax Method

| cash Basis | ~| [465 153 o7 | [Quarterly (Optien1) | = | | Quarterly [ ~]| [Mone [+ |
Additional tax areas applicable to your business
] Fringe Benefits Tax [ Fuel Tax Credits ] wine Equalisation Tax
Tax Defaults
For Sales
itemns

| Tax exclusive
For Purchases

|Tax inclusive

Lock Dates .-/

| -~ | Includes bills, purchase orders, credit n

| - | Includes invoices, gquotes, credit notes and receive money

Lock dates stop data from being changed for a specific period. You can change these at any time.

Stop all users {except advisers) making changes on and before

Stop all users making changes on and before

Time zone

| (UTC+10:00) Canberra, Melbourne, Sydney

otes, and spend money items
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Entering GL/Charts of accounts, Bank accounts

There are 3 methods to create COA into Xero,

Dashboard Business  Accounting Projects  Contacts

1. Manually adding Accounts

2. |mpOrtIng COA Advanced accounting )
3. Importing COA with balance ( By using this method Chart of accounts
entering conversion balance step can be avoided) < > i
B Add Account B Add Bank Account "] Print PDF Import Export
All Accounts Azzets Liabilities Equity Expenses Fevenue Archive
Categorizing Account types - Whaksthis? |
Delete Archive Change Tax Rate Mo accounts selected
1. Assets
2. Liabilities
3. Owner's Equity
4. Income
5. Expense
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Manually adding Accounts

Adding General Ledger or Charts of
Accounts ( If count is low ) Manually

1. To create a new account

2. In the Accounting menu,
select Advanced.

3. Click Chart of accounts.
4. Click on Add new account.
5. Enter the details.

o. Click Save.

Add New Account

Account Type
Current Asset -
Code
A unigue codef/mnumber for this account {limited to 10 characters)
oo0

‘000 is awvailable

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

Sales

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

Sales made inm store

Tax
The default tax setting for this account

Tax Exempt (02%) -
[ ] Show on Dashboard Watchlist
[ ] Show in Expense Claims

[ ] Enable payments to this account

—
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Add Bank Account

 Bank accounts aren’t included in Xero's standard charts of accounts. Add your client’s
business bank accounts so you can enter opening balances for them in the conversion

balances.

 Depending on your client’s bank, you may be able to apply for a direct feed to
automatically import bank statements into Xero. This makes it easier to monitor bank

balances and stay on top of reconciliations.

Foxglove Studios w Dashboard Busnoss Accounting Comtacts

Acdvanted ScoOuTth

Chart of accounts

= Add Accoun L Adld Bank Account - Print PDF Import Export

.

From the Accounting menu, select Advanced.
 Click Chart of accounts.
 Click Add Bank Account.
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Enter the below,
« Account name
« Account type

« Account code
« Currency

And click save to add bank account.

Enter the name of the bank the account is held
at so Xero can check if a bank feed is available. If
a feed is available, you'll be guided through the
set-up process. If no feed is available, select the
option to add your account without a bank feed.

Account details for BMO Commercial Bank

Account name

e.0. Business Account

Account type

Select account type

Account code (optional)

Currency

USD US Dollar

Leam about adding_accounts (4

Back Save & add another

Carisma Solutions confidential. Please do not distribute.
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If you have more charts of accounts, you can import bulk into Xero

Importing of Chart of Accounts

Advanced accounting »

Chart of accounts

Add Account Add Bank Account

All Accounts Assets Liabilities

What's this? [=

™ Print PDF

Equity Expenses

Import

Rewvenue

Export

Download the format of uploading CSV file from Xero

Please follow the below steps:

1. Accounting menu Chart of accounts Click Import Under Example filg, click the link for the chart of accounts CSV file Under

Example file.

2. If you don't want to include an optional field, delete the column or leave all cells in the column blank.

3. The Code column is formatted as text.

4. The file must upload as same
5. After uploading the file

Accounting menu select Advanced_ then click Chart of accounts Click Import.
Select whether the file includes balances. If Yes, enter the conversion date.

format CSV
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{I) CARISMA SOLUTIONS



Template file for importing COA

A B C D E f 6
1 |*Code *Name Type  *TaxCode Description Enable Payments Balance |
2| 200 Sales Revenue  TaxonSales(0%)  Income from any normal business No
3| 260 OtherRevenue Revenue  TaxonSales(0%)  Anyotherincome that does not reNo
4| 270 Interest Income Revenue  TaxExempt(0%)  Interestincome No
5| 310 Cost of Goods Sold Direct Costs Tax on Purchases (0% Cost of goods sold by the busines¢No
6| 400 Advertising Expense  Tax on Purchases (0% Expenses incurred for advertising No

« Ifyou want to import COA with balances fill the balance column and import

By importing COA with balances, you can skip the Conversion balance process
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Conversion Balance

To enter conversion balance — Get the Trail Balance from the old accounting software

Then go to Accounting menu, select Advanced, then click Conversion balances

Advanced accounting

Advanced features

w

w*

Find and recode
Fix incorrect categorisation across multiple transactions at once

Manual jc:umals
Waork directly wiih the general ledger

Fixed assets
Create and manages assets

Export accounting data
Export data from Xero for imporiing 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 setlings 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 SE‘HiI‘IgS
Manage assei types and account defaults

Tracking categories
Manage tracking items for more powerful reporting

Reporting preferences
Manage reporting meihod and report display

Conversion balances
Update account balances from previous accouniing systems

Carisma Solutions confidential. Please do not distribute.

{I) CARISMA SOLUTIONS



« Conversion date - Enter the date of the
period

« Click Show all accounts. To add a new
account, click Add a new line, then
click Add new account.

 Enter balances from your previous
accounting system's trial balance into the
debit and credit fields

 Click Save.

Advanced acoountimg »

Conversion balances

B} Add Comparative Balances Conmnmversion Date

11an 2023 - 27 Jun 2023

Account Debit Cradit
090 - Business Bank Accownt 4,130,928
510 - Accounts Recsivable .00
Z00 - Accounts Payabls 000
200 - Purchasacs Z.00
Z00 - Sales 2,00

. Show all accounts Remowe zero balances
B Add a new line

Total Debits 4,132.98 Total Credits 2.0

Adjustments 4, 130.98

This accounts for the difference bebween debits and oredits and for FX gains and
losses

[ ] Lodk balances at 27 Jun 2023
Locking ensures no accdental edits to balances or transactions are made before this date.
Cwndy users with Adviser roles will be able to make anmy dhanges. Read mors

e
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Comparative balance

Add comparative balances
T

o Advanced acco 3
* In the Accounting menu, select Advanced, e e
then click Conversion balances. Conversion balances
i C||Ck Add Com pa rative Balances B} Add Comparative Balances [E] Conversion Date
- Enter the year-end account balances into the 1 Jan 2023 - 27 Jun 2023 1 Jan 2022 - 31 Dec 2022
debit and credit fields.
Enter your account balances as at 31 Dec 2022

 Click Save.

 Repeat steps 2 to 4 for any additional years
you want to enter.
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Conversion date VS Comparative Date

. Conversion date:

- It I1s the date of your opening account
balance known in Xero as conversion
balance.

- If you are coming from another
accounting system, it's important the
conversion date Is the day after the
date when you balanced all your
accounts in previous system

- If your conversion date is in past and
you've carried on business since then,
you need to import from your
conversion date onwards.

Comparative Date:

- The date for which the Comparative
balances are entered is referred as
comparative date.
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Adding Supplier & Customer Contact

1. In the Contacts menu, select All contacts.

2. Click New contact.

3. Enter the contact's name.

4. (Optional) Select the Contact details, Addresses,
and Financial details sections on the left and enter
any additional details.

5. Click Save & close.

Demo Company (Global)»  Dashboard  Business  Accounfing Projects  Confacts

Contacts

Al

Customers Suppliers Archived Groups » Smartlists -
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Importing Supplier & Customer Contact

e Go to all contacts and click the below
highlighted tab. Accounting Projects Contacts

« Then download the template

&) Upload contacts €) Complete import

Prepare file to import

 Fill all the available details into the file.

Download the template and add your contacts. Don't delete the column headings as
they are needed Tor the import to succeed.

To update contacts already in Xero, export your contacts to C53%W and edit them in the

(*) h |g h | |g hted head | ﬂg |S com p u |SOI’I |y spreadsheet. Existing contacts will be updated if the value in *ContactName matches

the name of a contact that already exists.

needs to fill UP to 1,000 contacts can be imported each time.
Others are optional, save the file. @m mB

Drag and drop the saved file and over Read instructions on how o fll out the template 2
Review the data and then complete Upload contacts

Tad PO rt. File to upload (required)
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Import of Sales and Purchase

 The Step Is followed when the conversion is done at the middle of Financial
Year

* |Invoices and bills can be imported into Xero as draft, awaiting approval,
approved, or approved and paid. The status determines the fields in the
Import file. You can import transactions that have multiple lines, but all
lines must use the same invoice/reference number and date. You can't
Include a negative line on a multi-line invoice.

Steps to Import:

Prepare the CSV file.

« Click Import Invoices, Bills, and Payments.
 Download the template file.

 Open the template, adjust the column headers and content as needed,
then save the file in CSV format
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Import of Sales and Purchase

A B C D E F G H | J K L M N 0

! *ContactName EmailAddress *InvoiceNumber Reference *InvoiceDate *DueDate Total *Description *Quantity *UnitAmount Discount *AccountCode *TaxType TaxAmount Currency

Import of Sales and Purchase

- B C D E F G H I J K L M
1 *ContactName *InvoiceNumber *InvoiceDate *DueDate Total InventoryltemCode Description *Quantity *UnitAmount *AccountCode *TaxType TaxAmount Currency

After updating these CSV files, follow the below steps to import..
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Import into Xero

» Select the status you want the invoices imported as, then click Next Step.

* |n the Field column, select the field that maps to each column in the import
file. Select None for columns you don't want to import detail from, then
click Next Step.

* |In the Xero Tax Type column, select the tax types that match the imported
tax types, then click Next Step.

 Check the preview. Once you're happy, click Next Step to import your invoices
or bills.

« View the results of your import, and if you're happy click Finish. If you need to
make changes, import your invoices or bills CSV file again. This overwrites
your existing bills or invoices files.
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Matching AR and AP Balances

* You should enter the customer invoices and supplier bills that were unpaid at your
conversion date.

« Post the Debtors/Creditors balance as in the trail balance, while posting Conversion
balance.

« Post the GST as in the balance sheet.

« Then import the Unpaid bills/Invoices with GL Xero as BAS Excluded.

After this process, the total of Aged payables/ Receivables must match with Balance of
Sundry Debtors/Creditors.
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Payroll Setup

Payroll Setup - If at the end of a FY Payroll Setup - In-between a FY
« Setup Periodical Payroll (Weekly/Fortnight/Bimonthly/ * You can post the payroll which are done
previously in the old software without filing
Monthly / Quarterly) STP to avoid Double filing of STP.

« Adding Employees details

« If your client requires the STP balance needs
to add in Xero, you can add the STP opening
balance employee wise.

« Creating various types of Pays items, Pay Category
« Setting up Pay run Template for Employees

« Select Location (Suburb) of the company to setup

Holidays automatically
« Creating Superannuation types

« Mapping Wages expense, Liability and bank account in

payroll settings
« Setting up Employee’s opening leave balances

« Setting up Single Touch Payroll lodgment
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Importing Bank Statements and BRS

This step will be done when the conversion is done at the middle of a financial year, While doing
conversion for a completed FY, importing bank statement is not necessary.

Steps to Import bank statement:

« Similar to importing of Chart of Accounts download the template file from Xero and prepare
the file to import.

« Then Accounting menu, select Bank Accounts.

 Forthe bank account you want to import your file into, click Manage Account, then
select Import a Statement.

7
=
M ACCOU

8,315.64 j,?ED.Ed i - S Sep A [
Statement Balance Balance in Xero Different balances? Reconciliation Report
Find New Reconcile
What's this?
Account Transactions Spend Money Reconcile Account
: . : - Bank Statemenis Receive Money Bank Rules
Reconcile (z7) Cash coding Bank statements Account fre o
Tranzfer Mongy Reconciliation Repor

Impord a Statement
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Template file for importing bank statement

A B C D E F
*Date *Amount Payee Description Reference Check Number

« In File to upload, drag and drop a file or click Select file to choose a file from your computer,
then click Next.

« |f prompted, assign the columns in your import file to the matching bank statement fields in
Xero, then click Next.

 Review the imported transactions and clear the checkbox next to any transaction you don't want
to import.

« Click Complete import.

« After importing bank statements, you need to reconcile the bank

* You can also import reconciled bank transactions by using Conversion Toolbox.
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GL Fixing

 This the final step In this process.

« GLfixing is a process of reviewing all the balances of corresponding accounts are
correctly fixed and placed.

 The newly entered data must be reconciled with the data from previous software.

 The report such as Trail balance or Profit and Loss Account and Balance sheet should
be taken to review all the GLs and their balances are rightly allocated and reconciled.

After completing all these stages the book is ready to function in the new
software.
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Thank you!
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