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One Business Service - Training

What is Accounts Receivable

% Accounts receivable (AR) is the proceeds or payment
which the company will receive from its customers
who have purchased its goods & services on credit.
Usually the credit period is short ranging from few
days to months or in some cases maybe a year.
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¢ Accounts Receivable is maintained by Accountants
when the books of account are in accrual basis.



Checkpoints while doing jobs.

¢ Check for Debtors who are outstanding
for more than 90 days.

**If any debtors are not cleared, check for
the payments which maybe mistakenly
recorded in Sales Account or any other
account.

“*Always attach supporting documents or
prepare workings to support the balance
of Accounts Receivable.
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Accounts Receivable Summary in Xero

Aged Receivables Summary I Reorder columns

As at 28 February 2025
Ageing by due date

Contact 1 Manth 2 Months 3 Months

n
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2,640.00
2,604.00
66000

1,100.00

Allianz Australia Insurance LTD 85.00
Armmidale Automotive Group 36.00
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Avis Rentals
Cash Sale

Elders Insurance
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Essential Energy

110.00

B - - 660.00
Guyra Smash Repairs 5550 1,143.00 - 1,698.50
Instant Windscreens 0,994.01 - 10,994.01
Johnson & Kennedy 847.00 - 847.00
KA & HE Blake - 770.00 - 770.00
Mational Windscreens Pty Ltd 956.50 - 1,956.50
New England Motor Group T/AS Armidale Mazda & Suzuki 440.00 - 440.00
Peter Townsend Smash Repairs 946.00 7,034.50 - 18,980.50
Summit Leasing 564 52 - h64 52
Superair PIL 990.00 - 990.00
Total 38,831.53 9,057.50 48,185.03
Percentage of total 80.59% 18.20% 100.00%
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Accounts Receivables more than 90days

Home Sales Purchases Reporting Payroll Accounting Tax Contacts

Reports
Aged Receivables Summary

Date: Custom Ageing Periods Ageing By Columns

30 Jun 2023 4 periods of 1 Month d Due Date 3 columns selected

Grouping/Summarising

None Y Filter : More

Aged Receivables Summary 0 Reorder columns

i
As at 30 June 2023

Ageing by due date

Contact < 1 Month 1 Month 2 Months 3 Months Older Total

Maturious - - - 5,500.00 5,500.00
QBE Insurance (Australia) 16,940.00 - - - 16,940.00

Total 16,940.00 - 5,500.00 22,440.00
Percentage of total 75.49% - 24.51% 100.00%

NOTE : If Any Debtors Are Outstanding For More Than 90 Days, Query Need To Be
Asked Whether Those Amounts Are Receivable Or Need To Be Moved To Bad Debts




Invoice in Xero

Xer® -~ e g e ™ Home  Sales  Purchases Reporing  Payroll  Accounfing

Sales gverview > Invoices

Invoice INV-1033  [awsiting payment

86% of customers say they prefer to pay via credit and debit card
Add online payments to your invoices. Get paid up to fwice as fast.

Issue date Due date

.. 18 Nov 2022 28 Feb 2023

Mo address

Descripfion

=imiwsowe Data and Analylics review - phase
1 report as per engagement letter signed on
4 Movember 2021

Report delivered in September 2022

Columns (0 hidden) - [ Attach files -

Invoice number

INV-1033

Online payments

Mone
Get setup now

Branding theme

Sfandard

Price

5000.00

Disc.

Account

200 - Sales

Tax rate

G3T on Income

Subtotal

Total GST on Income
Total

Less: Payment (19 Dec 2023)

Less: Payment (23 Jan 2024)

Amount due

& Preview

Add online paymenis

Amounts are tax exclusive

Tace amount Amaount AUD

500.00 5000.00

5,000.00

500.00
5,500.00

2,500.00

1,000.00

2,000.00




Other Important things while
doing Debfors

“ Raising Credit Notes.
* Considering Bad debts.
* Negative Debtors

* Manually taken Debtors



Raising Credit Notes

xere TS Lot - Home Sales Purchases Reporting Payroll Accounting Tax Contacts

P e —_—

Sales overview » Invoices »

New Credit Note

Credit Note # Reference (optional)
CM-1061

Amounts are | Tax Exclusive

ax Rate
Maturious Data and Analylics review - phase 1 report 2= . 1.818.18 200 - Sales GET on Income 1.818.18
per engagement letter signed on 4 November 2021

Report delivered in September 2022

Add a new line | - Suibtotal 1.818.18
Total GST 10.0:0% 181.82
TOTAL 2.000.00

L1033 2.000.00

18 Mow 2022

Remaining Credit 0.00

[ s |- S

History & Motes

Add Note




Considering Bad debts.

xero T : Home  Sales

Sales overview : Invoices

New Credit Note

Date Credit Mote #
30 Jun 2025 ~ CHWN-27277

AUD Australian Dollar
ription
F1175: Pain Suisse  Pain Suisse Large

Large

Add a new line

Purchases Reporting

Accounting Tax Contacts

Reference (optional) Branding

OMO30 2 of each flavour ta | Fuel Bakery Invoices

450 6-1425 - Bad Debt

Amounts are | Tax Exclusive

Subtotal
Total GST 10.00%
TOTAL

Less Credit to Invoice OMI30
14 Aug 2025

Remaining Credit 0.00

| fewoe |- I




Negative Debtors

b {=][0] Fuel Bakery Pty Ltd Home Sales Purchases Reporting Payroll  Accounting Tax Contacts

Reports
Aged Receivables Summary

Date: End of this month Ageing Periods Ageing By Columns

31 Dec 2025 4 periods of 1 Month ra Due Date 3 columns selected

Grouping/Summarising

None Y Filter : More

Aged Receivables Summary Il Reorder columns

Fuel Bakery Pty Ltd
As at 31 December 2025
Ageing by due date

Contact 2 Months 3 Months Total

3 Weeds - 30.25
A1 Tasty Bread - - 133.46
About You Cafe - (76.27)
Ada's Affair Glebe - - 69.56
Ada's Affair - 895.49
Advantage Hospitality Services - - 350.91




One Business Service - Training

What is Accounts payable

“ Accounts payable, sometimes called “Payables,”
is a key part of how businesses control their cash
flow. in general accounting terms, ap is a current,
short-term liability/debt for goods or services
received on credit from a vendor. within a
company's financial statements, accounts
payable appears as a Credit on the balance
sheet.

% Accounts Payable is maintained by Accountants

when the books of account are in accrual basis.
11



Xero — Purchase B8ill

Home Sales Purchases Reporting Payroll Accounting Tax Contacts

Purchases overview » Bills to pay »

Bill INV-0008699

Awaiting Payment | Go to Hubdoc Print PDF (1 1 Bill Options ~

From Date Due Date Reference

T 15 Dec 2025 29 Dec 2025 INV-0008699
Mo address
Add address

Amounts are Tax Exclusive
ltem Code Description Quantity Unit Price Account Tax Rate Pop up cafe Amount AUD

Elliott's Waste Management - INV- 1.00 289.09 Cleaning Waste GST on Expenses 889.09
0008699 Liguid

Subtotal

Total GST 10%

TOTAL




Accounts Payable Summary in Xero

Date: End of this month Ageing Periods Ageing By Columns

28 Feb 2025 4 periods of 1 Month ra Due Date 3 columns selected

Grouping/Summarising

Group by Document Type Y Filter ! More

Aged Payables Summary I0 Reorder columns

Demo Company (AU)
As at 28 February 2025
Ageing by due date

Contact < 1 Month 1 Month 2 Months 3 Months

Aged Payables
Bayside Club 130.00 - 130.00
Bayside Wholesale 640.00 - 840.00
Capital Cab Co 242.00 - 242.00
Central Copiers - 163.56
Heritage Trust 132.00 - 132.00
MCQ Cleaning Services 170.50 - 170.50
Net Connect 5413 - 5413
PC Complete 2,166.99 - 2,166.99
PowerDirect 108.60 - 108.60
SMART Agency 2,500.00 2,000.00 4,500.00
Sumith Kumar 476.79 - 476.79
Total Aged Payables 6,821.01 2,163.56 8,984.57

Total 6,621.01 2,163.56 8,984.57




Accounts Payables more than 90days

Aged Payables Summary Il Reorder columns

A P
As at 31 December 2025

Ageing by due date

Contact Current = 1 Month 2 Months 3 Months

NOTE : If Any Aged Payables
Creditors Are AGL Sales Pty Ltd 4.485.03 4.485.03

Arla Foods Mayer Australia Pty Lid 530.96 1,525.28

O u t S t a. n d i n g F O r Chefs’ Warehouse - 167.20
Chemi Call Pty Lid - 242 55
More Than 90

Elliott's Waste Management 978.00

D a y S ) Q uer y F Mayer Imports Pty Ltd 816.33
Farmer Joeg's Chickens - - 418.00

N e e d T O B e Food & Dairy Co - - - 207 .34
A S k e d Hajos, Anstee & Associates - - - 1,000.00 1,000.00
Healthy Kitchen - 3,300.00 4,950.00 - 8,250.00

icare 23.882.08 - - - 23,882 08

JO's Bakery Repairs - 566.50 - - 566.50

Lindsay PieMaking Equipment - - 1,309.00 1,296.90 2,605.90

Manildra Group 1.571.72 - - 1.6571.72

MD Fresh 1,209.90 1,385.20 - 258510

Mext Business Energy 282523 - - 2,.825.23

Morthside Paper & Packaging - 1.264.54 - 1.981.63

Opal Fibre Packaging - - 132.00 132.00

Ordumentum - T96.49 - 796 49

Senior Paper Supplies - - 215578 215578

Simotas 3,175.90 5,400.89 683.30 - - 9.260.09

Socrates - 115.60 24545 - - 361.05

Two Providores - 43915 - - - 43915

Total Aged Payables 16,313.96 8,799.03 1,000.00 67,312.50

Total 32.664.83 16,313.96 8,799.03 1,000.00 67.312.50




Thank you

BUSINESS SERVICE - TRAINING

TOGETHER WE ARE GREAT #
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