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What is Accounts Receivable

❖ A c c o u n t s  r e c e i v a b l e  ( A R )  i s  t h e  p r o c e e d s  o r  p a y m e n t  

w h i c h  t h e  c o m p a n y  w i l l  r e c e i v e  f r o m  i t s  c u s t o m e r s  

w h o  h a v e  p u r c h a s e d  i t s  g o o d s  &  s e r v i c e s  o n  c r e d i t .  

U s u a l l y  t h e  c r e d i t  p e r i o d  i s  s h o r t  r a n g i n g  f r o m  f e w  

d a y s  t o  m o n t h s  o r  i n  s o m e  c a s e s  m a y b e  a  y e a r .

❖ A c c o u n t s  R e c e i v a b l e  i s  m a i n t a i n e d  b y  A c c o u n t a n t s  

w h e n  t h e  b o o k s  o f  a c c o u n t  a r e  i n  a c c r u a l  b a s i s .
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One Business Service - Training



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
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Accounts Receivables more than 90days

N O T E  :  I f  A n y  D e b t o r s  A r e  O u t s t a n d i n g  F o r  M o r e  T h a n  9 0  D a y s ,  Q u e r y  N e e d  T o  B e  
A s k e d  W h e t h e r  T h o s e  A m o u n t s  A r e  R e c e i v a b l e  O r  N e e d  T o  B e  M o v e d  T o  B a d  D e b t s5



Invoice in Xero
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Other Important things while 
doing Debtors

❖ R a i s i n g  C r e d i t  N o t e s .

❖ C o n s i d e r i n g  B a d  d e b t s .

❖ N e g a t i v e  D e b t o r s

❖ M a n u a l l y  t a k e n  D e b t o r s



Raising Credit Notes
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Considering Bad debts.
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Negative Debtors
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What is Accounts payable

❖ A c c o u n t s  p a y a b l e ,  s o m e t i m e s  c a l l e d  “ P a y a b l e s , ”  
i s  a  k e y  p a r t  o f  h o w  b u s i n e s s e s  c o n t r o l  t h e i r  c a s h  
f l o w .  i n  g e n e r a l  a c c o u n t i n g  t e r m s ,  a p  i s  a  c u r r e n t ,  
s h o r t - t e r m  l i a b i l i t y / d e b t  f o r  g o o d s  o r  s e r v i c e s  
r e c e i v e d  o n  c r e d i t  f r o m  a  v e n d o r .  w i t h i n  a  
c o m p a n y ' s  f i n a n c i a l  s t a t e m e n t s ,  a c c o u n t s  
p a y a b l e  a p p e a r s  a s  a  C r e d i t  o n  t h e  b a l a n c e  
s h e e t .

❖ A c c o u n t s  P a y a b l e  i s  m a i n t a i n e d  b y  A c c o u n t a n t s  
w h e n  t h e  b o o k s  o f  a c c o u n t  a r e  i n  a c c r u a l  b a s i s .

11

One Business Service - Training



Xero – Purchase Bill
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Accounts Payable Summary in Xero
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Accounts Payables more than 90days

N OT E  :  I f  A n y  
C re d i t o r s  A re  

O u t s t a n d i n g  F o r  
M o re  T h a n  9 0  
D a y s ,  Q u e r y  
N e e d  To  B e  

A s ke d



Thank you

B U S I N E S S  S E R V I C E  - T R A I N I N G

TOGETHER WE ARE GREAT 
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