Update Conversion Balances and Create Scribe™
Sales and Purchase Entries

1

Navigate to https://go.xero.com/app/!SbW82/dashboard

2  Click "Accounting"

You have 11 days left in your trial, which includes all features R GLEEEY I ELRGR Y

raining Services » Dashboard Business

Accounting Payroli Projects Contacts

raining Services Your last login: 4 days ago from

Business bank account Invoices owed to you

K==
New sales invoice Draft invoices
- | Balance in Xero 0.00 ' 1 Awaiting paymen
Securely connect a bank account 1 Overdue
1 | Statement balance 0.00

Oct 29 Mov 5 Mow 12 Mov 18
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https://scribehow.com
https://go.xero.com/app/!SbW82/dashboard

3  Click "Advanced"

You have 11 days left in your trial, which includes all features RS LLEEERIEL RGE O

Training Services « Dashboard Business Accounting Payroll Projects Contacts

Training Services Bank accounts Your last login: 4 days ago fic
Reports
Business bank account Advanced es owed to you
XHX-HX-XKK
W Reports ;]es e ] Draft invoices
\ Balsncaing b 1 Awaiting paym:
Securely connect a bank account Account Transactions 1 Overdue

Statement t

Activity Statement
Aged Payables Summary

Oct 29 Mov 5 Mow 12 Aged Receivables Summary

4 Click "Conversion balances"

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

Tax rates
Add, edit or delete tax rates

Tracking categories
Manage tracking items for more powerful reporting

Conversion balances
Update account balances from previous accounting systems

Looking fer organisation settings?

Made with Scribe - https://scribehow.com



5 Click "Conversion Date"

You have 11 days left in your trial, which includes all features STLEERFIETRGR T

OBS Training Services v Dashboard Business Accounting Payroll Projects Contacts

Advanced accounting

Conversion balances

Add Comparative Balances Conversion Date

1 Jul 2022 - 30 Jun 2023

0 Starting with the right numbers

Account Debit Credit

200 - sales ' | 15,000,000.00 [0 What's this?

260 - Other Revenue 2,000.00 |

270 - Interest Income 583.00 L0 1. Enter bank balances as they were on this
310 - Cost of Goods Seld 3,000,000.00 X

400 - Advertising 6,000.00 x| 2. Enter total outstanding invoices on this da
404 - Bank Fees 300,00 X

408 - Cleaning 15,000,00 x| 3. Enter total outstanding bills on this date
412 - Consulting & Accounting 20,000.00 | X

6  Click this link.

OBS Training Services « Dashboard Business Accounting Payroll Projects Contacts

Conversion Balances »

Conversion Date

Conversion Date

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

Month Year

[1uly [=] | |2023 [~]

For this conversion date you need to enter conversion balances (also known as opening
balances) as at: 30 Jun 2023.

—
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7  Click this link.

OBS Training Services v Dashboard Business Accounting

Payroll Projects Contacts

Conversion Balances »

Conversion Date

Conversion Date

Enter the date that you began processing all your transactions in Xero. It's easiest when
vou set your conversion date to be the start of a GST period. Tips for Choosing a
Conversion Date.

Month Year
July [=] ][2003 [~]
January

“ ronversion balances (also known as opening
February

March
- _—
June

July
August
September

8  Click this link.

OBS Training Services v Dashboard Business Accounting

Payroll Projects Contacts

Conversion Balances >

Conversion Date

Conversion Date

Enter the date that you began processing all your transactions in Xero. It's easiest when
vou set your conversion date to be the start of a GST period. Tips for Choosing a
Conversion Date.

Month Year
[2uly |v| [2023 [~]

For this conversion date you need to enter conversion balances (also known as opening
balances) as at: 30 Jun 2023.

—-——
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9  Click this link.

OBS Training Services v Dashboard Business Accounting Payroll Projects Contacts

Conversion Balances »

Conversion Date

Conversion Date

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

Month Year

[1uly =] [2023 [~]

For this conversion date you n| Ll “ Wi as opening

balances) as at: 30 Jun 2023 5007

2008
2003

2011
2012

2013
2014 -

10 Click "Save"

Lonversion wv4die

Conversion Date

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

Month Year
[1uly |+ |2023 [~]

For this conversion date you need to enter conversion balances (also known as opening
balances) as at: 30 Jun 2023.

= N
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11  Click "15,000,000.00"

1 Jul 2022 - 30 Jun 2023

» You have not yet confirmed the balances below. Click the 'Save' button to continue.

» For help please read the user guide on changing conversion balances.

Confirm your 30 Jun 2023 account balances

0 Starting with the right numbers

Account Debit Credit

200 - Sales | 15000,00000 What's this?

260 - Other Revenue 2,000.00 |

270 - Interest Income 583.00 [0 1. Enter bank balances as they were on this date
310 - Cost of Goods Sold 3,000,000.00 B3

400 - Advertising 6,000.00 B 2. Enter total outstanding invoices on this date
404 - Bank Fees 300,00 B3

408 - Cleaning 15,000.00 B8 3. Enter total outstanding bills on this date

412 - Consulting & Accounting 20,000,00 X

416 - Depreciation 16,000.00 [x] 4. Enter any other balances

420 - Entertainment 5,000.00 X

425 - Freight & Courier 0.00 [x] 5. Confirm

429 - General Expenses 3,000,00 k3

12 Click "2,000.00"

1 Jul 2022 - 30 Jun 2023

* You have not yet confirmed the balances below. Click the 'Save’ button to continue.

+ For help please read the user guide on changing conversion balances.

Confirm your 30 Jun 2023 account balances

e Starting with the right numbers

Account Debit Credit
.-ZDD - Sales . I 150000005 What's this?
260 - Other Revenue 2,000.00 |2
270 - Interest Income 583.00 £J 1. Enter bank balances as they were on this date
310 - Cost of Goods Seld 3,000,000.00 X |
400 - Advertising 6,000.00 B 2. Enter total outstanding invoices on this date
404 - Bank Fees 300.00 X |
408 - Cleaning 15,000.00 B8 3. Enter total outstanding bills on this date
412 - Consulting & Accounting 20,000.00 X |
416 - Depreciation 16,000.00 ] 4. Enter any other balances
420 - Entertainment 5,000.00 X |
425 - Freight & Courier 0.00 [x] 5. Confirm
429 - General Expenses 3,000.00 X |
433 - Insurance 1%,000.00 Bl

ATT Tedhmmmeh Framm—— ar nnn Ao
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13  Click "3,000,000.00"

* You have not yet confirmed the balances below. Click the "Save' button to continue.

» For help please read the user guide on changing conversion balances.

Confirm your 30 Jun 2023 account balances

6 Starting with the right numbers

Account Debit Credit
. 200 - Sales . 15,000,000.00 | What's this?
260 - Other Revenue
270 - Interest Income 583.00 [0 1. Enter bank balances as they were on this
310 - Cost of Goods Sold 3,000,000.00 ]
400 - Advertising 6,000.00 2. Enter total outstanding invoices on this da
404 - Bank Fees 300.00 ]
408 - Cleaning 15,000.00 3. Enter total outstanding bills on this date
412 - Consulting & Accounting 20,000.00 .
416 - Deprediation 16,000.00 4. Enter any other balances
420 - Entertainment 5,000.00
425 - Freight & Courier 0.00 5. Confirm
429 - General Expenses 3,000.00
433 - Insurance 19,000.00
437 - Interast Expense 83,000.00
441 - Legal expenses 6,000.00

14 Click "Save"

W DuEiuny Wi e ngne numoers

Account Debit Credit
. 200 - Sales . 15,000,000.00 | What's this?
260 - Other Revenue 2,000.00
270 - Interest Income 583.00 [ 1. Enter bank balances as they were on this
310 - Cost of Goods Sold 3,000,000.00 ]
400 - Advertising 6,000.00 2. Enter total outstanding invoices on this da
404 - Bank Fees 300.00 ]
408 - Cleaning 15,000.00 3. Enter total outstanding bills on this date
412 - Consulting & Accounting 20,000,000 J
416 - Depreciation 16,000.00 4. Enter any other balances
420 - Entertainment 5,000.00
425 - Freight & Courier 0.00 5. Confirm
429 - General Expenses 3,000.00
433 - Insurance 19,000.00
437 - Interast Expense 83,000.00
441 - Legal expenses 6,000.00
445 - Light, Power, Heating 25,000.00
444 - Motor Vehicle Expenses 2,000.00
453 - Office Expenses 15,000.00
461 - Printing & Stationery 500.00
180 1,500,000.00
1 Setup Guide and Maintenance 50,000.00
e vages and Salaries 5,000,000.00
478 - Sunerannuatinn L25.000.00

Made with Scribe - https://scribehow.com



15 Double-click "Save"

B20 - G5T

825 - PAYG Withholdings Payable
826 - Superannuation Payable
830 - Income Tax Payable

BS0 - Suspense

860 - Rounding

BB0 - Owner & Drawings

881 - Owner A Funds Introduced
900 - Loan

960 - Retained Eamings

970 - Owner A Share Capital

Add a new line

Show all accounts

70,000.00 [0

56,000.00 [

35,000.00 [
0.00 | £
0.00 | E3
0.00 | g3

8,330,783.00

500,000.00 ||
6,000,000.00 |

0.00 [
0.00

Remove zero balances

Total Debits

21,794,583.00  Total Credits

21,794,583.00

Adjustments

0.00

This accounts for the difference between debits and credits and for FX gains

and losses

1 Setup Guide

16  Click "Business"

Dashboard

OBS Training Services v

Business

Accounting

You have 11 days left in your trial, which includes all features RS GHEEETELR G OTY

Payroll Projects Contacts

Advanced accounting >

Conversion balances

‘ o Balances saved for period 1 Jul 2022 - 30 Jun 2023.

Add Comparative Balances

1 Jul 2022 - 30 Jun 2023

Account

i 200 - Sales

260 - Other Revenue
270 - Interest Income
310 - Cost of Goods Sold
4NN - Adwerticinn

Made with Scribe - https://scribehow.com

Conversion Date

Debit Credit

15,000,000.00

583.00

3,000,000.00
& nnn nn

6 Starting with the right numbers

ol What's this?
2,000.00 |

L) 1. Enter bank balances as they were on this

7 Fnter tntal nntetandinn invniras an thic da



17 Middle-click "Sales overview"

T W IR W OWE W EW I P AIRAE R

‘ o Balances saved for period 1

Add Comparative Balances @ |

1 Jul 2022 - 30 Jun 2023

Account

200 -
- Other Revenue
270 -
310 -
400 -
404 -
408 -
412 -
416 -
420 -
425 -
429 -

260

Sales

Interest Income

Cost of Goods Sold
Advertising

Bank Fees

Cleaning

Consulting & Accounting
Depreciation
Entertainment

Freight & Courier

General Expenses

Short-term cash flow

Business snapshot

Invoices
Online payments
Quotes

Sales overview

Bills to pay
Purchase orders

Purchase overview

Expense claims

0 Starting with the right numbers
What's this?
1. Enter bank balances as they were on this
2. Enter total outstanding invoices on this da
3. Enter total outstanding bills on this date
4. Enter any other balances

5. Confirm

18  Switch to tab "Xero | Sales overview | OBS Training Services"

Made with Scribe - https://scribehow.com



19 Click "+ New"

The sales dashboard shows your invoices, who owes you money and

———

Watch how to create online invoices so your customers can pay you i
oy

Streamline your sales process by creating online quotes

Send Statements | | Import

Invoices Praid Repeating Seeall

Draft Awaiting Approval Awaiting Payment (1)
None None 2,000,000.00 y
Money coming in Customers owing the most List = Pie

2M - Forsyths 20

20 Click the "To" field.

Sales overview » Invoices

New invoice | Draft = Tips and tricks @» Preview Save & close

Add more details for polished, professional invoices.

To Issue date Due date Invoice number

B 1Jul 2024 - ‘ ‘ B 1Jul 2024 - ‘ ‘ #  INV-0002

Online payments

‘ Set up online paymen

Show/hide fields

Item Description Qty. Price Account

Made with Scribe - https://scribehow.com 10



21 Type "For"

22  Click "Forsyths"

To Issue date Due date Invoice number
- Fl::rl | B 1 Jul 2024 - ‘ ‘ ] 1 Jul 2024 - ‘ ‘ #H#  INV-0002
+ Add 'For' as a new contact Online payments

‘ Set up online paymen

-

Show/hide fields |

Item Description Qty. Price Account

4

Subtotal

Made with Scribe - https://scribehow.com
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23 Click the "Issue date" field.

Sales overview » Invoices

New invoice |Draft|  Saving... = Tips and tricks @» Preview Save & close
Add more details for polished, professional invoices.
To Issue date Due date Invoice number
F  Forsyths x | ‘ B 1Jul 2024 v ‘ B 1Jul2024 v | # INV-0002
4+ Add last items
Online payments
‘ Set up online paymen
Showlhide fields |
Item Description Qty. Price Account
24  Click the "Issue date" field.
Sales overview > Invoices
New invoice |Draft| Saving.. = Tipsandtricks @ Preview Save & close
Add more details for polished, prefessional invoices.
To Issue date Due date Invoice number
F  Forsyths *® ‘ £ [ Jul 2024 - B 1Jul 2024 - ‘ ‘ #  INV-0002
4+ Add last items
Today 1 Jul Online payments
Tomorrow 2 Jul ‘ Set up online paymen
T ™ Pick another date
Show/hide fields
Item Description Qty. Price Account

Made with Scribe - https://scribehow.com
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25 Type "30/5/2023 tab 30/6/2024 tab tab"

26  Click the "Description" field.

<4 Add last items
Online payments

Set up online paymen

Show/hide fields

Item Description Qty. Price Account

14—

Subtotal

Total GST

Attach files + Total

27 Type "Carisma work tab 1 tab 250000 tab tab"

Made with Scribe - https://scribehow.com
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28 Click here.

= date Due date Invoice number Reference
30 May 2023 - ‘ ‘ B 30Jun 2024 - ‘ ‘ #  INV-0002 ‘ ‘ | |
Online payments Currency

‘ Set up online payments ‘ @ Australian Dollar - |

Amounts are

‘ Tax exclusive =

ption Qty. Price Account Tax rate

na work 1 25000000 200 - Sales |
[i]
»
Subtotal 250,000.00

29 Click here.
= date Due date Invoice number Reference
30 May 2023 - ‘ ‘ R 30 Jun 2024 - ‘ ‘ #  INV-0002 ‘ ‘ n |
Online payments Currency
‘ Set up online payments ‘ ® Australian Dollar - |
Amounts are
‘ Tax exclu%’ :
ption Qty. Price Account Tall Tax exclusive
na work 1 250000.00 = 200 - Sales Gs Taxinclusive
No tax
— 14
Subtotal 250,000.00

Made with Scribe - https://scribehow.com



30 Click this button.

You have 11 days left in your trial, which includes all features RS TLEEERIELRGE N

Business Accounting Payroll Projects Contacts

b

anges saved as draft = Tips and tricks & Preview Save & close

- ‘ Approve & email - :

sional invoices. Skip for now Add details x

= date Due date Invoice number Reference
30 May 2023 - ‘ ‘ R 30 Jun 2024 - ‘ ‘ #  INV-0002 ‘ ‘ | |
Online payments Currency

‘ Set up online payments

‘ @ Australian Dollar « |

31 Click "Approve"

You have 11 days left in your trial, which includes all features S TLERE R ET RO T

Business Accounting Payroll Projects Contacts

anges saved as draft = Tips and tricks & Preview Save & close - ‘ Approve & email n
Approve

sional invoices. Skip
Approve & add another
Approve & get link

2 date Due date Invoice number Approve & print PDF l

30 May 2023 - ‘ ‘ B 30 Jun 2024 - ‘ ‘ #  INV-0002 ‘ : |
Online payments Currency

‘ Set up online payments

® Australian Dollar « |

Made with Scribe - https://scribehow.com
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32 Click "Business"

You have 11 days left in your trial, which includes all features RS LLTEEFIELRGE T

Projects Contacts

OBS Training Services » Dashboard Business Accounting Payroll

Sales overview » Invoices
Invoice INV-0002 |Awaiting payment|

Invoice approved

Add more details for polished, professional invoices.

|:| Sent

To Issue date Due date

Forsyths 30 May 2023 30 Jun 2024

33 Middle-click "Bills to pay"

| IvuILE dypiuveud

Add more details for polished, professio|

|:| Sent

To Issue date Due date

Forsyths 30 May 2023 30 Jun 20:

No address

Item |/ description

Carisma work

Account Sales » Tax rate GST on Income

Made with Scribe - https://scribehow.com

Invoice number  Online payments

INV-0002 None

Invoices
Online payments
Quotes

Sales overview

ayments
Bills to pay

up now
Purchase orders
Purchase overview
Expense claims

Juantity

Products and services

@ Preview

Branding theme

Standard

Branding theme

Standard

Price

250000.00

Te

16



34 Switch to tab "Xero"

35 Click the "Search" field.

Purchases overview

Bills

All Draft Awaiting approval

Search

Q. Entef a contact, amount, or reference

From

Telstra

36 Type "Telstra"

Awaiting payment 1 Paid Repeating Autc
Start date End date Date type
|E | lm | | Any date
Status Reference Date 4 C
| Awaiting payment 15 June 2023 3

Made with Scribe - https://scribehow.com
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37 Click "New bill"

.
You have 11 days left in your trial, which includes all features RS TLEEERIELRGE N

Business Accounting Payroll Projects Contacts

Awaiting payment 1 Paid Repeating Automate bill entry m- :

Start date End date Date type
%] | | | ‘ | ‘ | Any date v | Fiter ¥ Columns [
1item | 50,000.00 AUD
Status Reference Date 4 Due date Paid Due
|Awa.iling payment 15 June 2023 ) 27 June 2023 0.00 50,000.00

38 Click this text field.

You have 11 days left in your trial, which includes all features UGS ELRGR T

OBS Training Services v Dashboard Business Accounting Payroll Projects Contacts

Purchases overview » Bills to pay »

New Bill
From Date Due Date Reference
1 Jul 2024 v - 1
AUD Australian Dollar v A
Item Description Oty Unit Price  Account Tax Rate

Made with Scribe - https://scribehow.com
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39 Type '"Tels"

40 Click "Tels"

OBS Training Services v Dashboard Business Accounting Payroll Projects

Purchases overview » Bills to pay »

New Bill
From Date Due Date Reference
Tels 1.Jul 2024 v - 1
Telstra
+ New Contact
Item Description Oty Unit Price  Account

41 Type "30/4/2023 tab 30/6/2024 tab"

Made with Scribe - https://scribehow.com

Contacts

Tax Rate

19



42 Click here.

From Date Due Date Reference

Telstra 30Apr2023 '« |30Jun2024 @« 1

Add last items

AUD Ausfralian Dollar 4

Add anewline |~

43 Type "Internet Usage tab 1 tab 75000 tab inter down tab"

Made with Scribe - https://scribehow.com
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44  Click this image.

Business Accounting Payroll Projects Contacts

Due Date Reference
v 30Jun2024 ¥ i

Qty  UnitPrice  Account

1.00 75,000.00 489 - Telephone & Internet

45 Click "Tax Inclusive"

Due Date Reference

v 30Jun2024 ¥ ]

Qty Unit Price  Account

1.00 T5,000.00 489 - Telephone & Internet

enses to a customer or project

Made with Scribe - https://scribehow.com

Total
0.00
Amounts are | Tax Inclusive »
Tax Rate Amount AUD
GST on Expenses 75,000.00
>
X
Total
0.00
Amounts are | Tax Inclusive -
Tax Exclusive
: Tax Inclusive
B i Erpas h
No Tax
4
X
Subtotal 75,000.00

27



46 Click here.

Amounts are | Tax Inclusive >
Qty Unit Price  Account Tax Rate Amount AUD
1.00 T5,000.00 489 - Telephone & Internet GST on Expenses 75,000.00
X
X
X
o4
enses to a customer or project Subtotal 75.000.00
Includes GST 10.00% 6,818.18
TOTAL 75,000.00
o
_ _ -
47  Click "Approve"
>
X
%
A
enses to a customer or project Subtotal 75,000.00
Includes GST 10.00% 6,818.18
TOTAL 75,000.00
Approve i
Approve

Approve & add another

Made with Scribe - https://scribehow.com
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48  Click "Accounting"

You have 11 days left in your trial, which includes all features RS LLEEERIEL RGE JTY

Training Services v Dashboard Business Accounting Payroll Projects Contacts

Purchases overview » Bills to pay »

View Bill

Bill approved
Add another bill

Awaiting Payment Print PDF
From Date Due Date

Telstra 30 Apr 2023 30 Jun 2024

Mo address

Add address

49 Click "Trial Balance"

Awaiting Payment 5 Print PDF
i Account Transactions

Activity Statement

From Date Due Date
Telstra 30 Apr 2023 30 Jun 2024 Aged Payables Summary
Mo address

Add address ,
Aged Receivables Summary

| Balance Sheet |
[tem Code Description Qu \ccount Tax Rate

Profit and Loss
Internet Usage 1.4 [elephone & GST on Expenszes
niemet
Trial Balance
Subto
W Advanced Total GST 1t
Chart of accounts TOTA
Fixed assets

btup Guide

Make a payment

Made with Scribe - https://scribehow.com



50 Click "Account Code"

Trial Balance

OBS Training Services

As at 30 June 2024

Account Code Account Account Type Debit - Year to date Credit-
200 Sales Revenue

260 Other Revenue Revenue

270 Interest Income Revenue

310 Cost of Goods Sold Direct Costs -

400 Advertising Expense -

404 Bank Fees Expense -

408 Cleaning Expense -

412 Consulting & Accounting Expense -

1 Setup Guide

Comnact view

51 Click "Update"

Business Accounting Payroll Projects Contacts

= Tips and tricks oy

Columns Compare with Grouping/Summarising

r

‘ 5 columns selected - ‘ ‘ Compare with 1 year - ‘ | None - ‘

0 Reorder columns

Account Type Debit - Year to date Credit - Year to date 30 June 2023

Made with Scribe - https://scribehow.com 24



