Tips to get
your business
ready f.r

financial
year end

How to update information in Xero ready
for your accountant or bookkeeper at year end

The information in this guide should be used for general guidance only and you should seek appropriate tax, financial and legal
advice as may be appropriate for your particular business needs.




Checklist

Confirm your bank account balances

Finalise and reconcile your sales

Finalise and reconcile your purchases

Perform a stock take and enter any adjustments (if applicable)

Upload supporting documents
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onfirmyour bank
account balances

This includes all bank account types including credit cards, loans and
savings accounts.

Check that your bank account balances in Xero match the closing balances on your
external bank statements. This helps to ensure that all your business transactions are
accounted for within Xero.

You can confirm the closing balances by running the Bank Reconciliation report.

Tip:
o Reconcile your bank accounts first, up to and including your balance date.

See how to record any transactions you paid for personally in the help article on
managing funds in and out of your business.
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Demo Company (NZ) + Dashboard Business Accounting Payroll Projects Contacts

Reports

Bank Reconciliation

Contents
1. Bank Reconciliation Summary - < > Add report
Pack date range: This financial year Bank Account (required) Columns
1Apr2022 31Mar2023 ~ 090 - Business Bank Accot ~ 4 columns selected A { More Update

The bank balance your bank is showing and Statement Balance (Calculated) must malch. If the balances don't match you'll need to identify
why and fix any errors.

Learn how to identify and fix errors

Bank Reconciliation Summary 10 Reorder columns

Dermo Company (NZ)
As at 31 March 2023
Business Bank Account

Date Description Reference Amount

Balance in Xero
31 Mar 2023 1811722

Statement Balances

31 Mar 2023 Statement Balance (Calculated) 18,117.22
26 Jan 2023 Imported Statement Balance 18,1722
31 Mar 2023 Calculated balance out by
insert content ¥ | (_JI) Compact view Saveas ¥ | Export ¥

1. From the bank reconciliation screen, click the Manage Account button

2. Select Reconciliation Report

3. Set the date to your financial year: Select the arrow and choose Last financial year
4. Click Update

5. Check that the Balance in Xero total matches the Statement Balance (Calculated) If

they don’t match, click the link
6. Learn how to identify and fix errors for instructions

Once the balances match, click Save as, then select Published to publish the report
for your accountant to review

8. Repeat this process for each bank, credit card, loan, savings account, and so on

For more information, see the help article on running the bank reconciliation report.
If you need help getting your balance in Xero and your statement balance to match,
reach out to your accountant or bookkeeper.
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Tools to help with smarter and faster bank reconciliation

Auto-suggestions

Xero memorises how you reconcile transactions using the Create tab and will suggest the
same coding for future transactions to keep coding consistent throughout the year.

1. From the dashboard, click Reconcile x items

2. Select the tick box Suggest previous entries at the bottom of the page if it isn’t
already ticked

3. Select the Create tab to create an account transaction based on the bank statement
line. Fill in the who, what and why

4. Click OK

Xero’s memorisation is based on previously reconciled transactions with similar payee,
particulars and reference details.

For more information, see the help article on reconciling your bank account

Demo Company (NZ)+ ~ Dashboard  Business  Accounting  Payroll  Projects  Contacts

Bank Accounts

Business Bank Account 12-0102-0345678-000 ~

Match transactions from your bank with your =5

books in Xero.
Watch how bank reconciliation works in Xero.

See our step-by-step guide to bank reconciliation.

18,117.22 16,246.82 BWUNZ0D e ncount v
Statement Balance  Balance in Xero - Different balances? Beconailiation Report
What's this?
Reconcile (17) Cash coding Bank stalements Account transactions compact view (I
What's this?
Review your bank statement lines. .then match with your transactions in Xera
Options = Match ( Create ) Transfer  Discuss Find & Match
22 Jan 2023 Speat Fiscened
Central City Parking 12.00 Who  Central City Parking What 449 - Motor Vehicle Exp ¥
Why  Parking |
Region ~ 15% GSTonExperses v Add details
Options ~ Match ~ Create  Transfer  Discuss Find & Match
22 Jan 2023 Spont Rscenved
Whitcoulls 20.80 Who  Name of the conlacl... What  Choose the accounl.. =
More details
Why Entera description. 2]
Reglon * TaxRate - Add details
Options ~ Match  Create  Transfer  Discuss Find & Match
23 Jan 2023 Spent Racenved
Central Gity Parking 12.00 Who  Name of the contact... What  Choose the account.. ¥
More details
Why  Enter a description @
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Bank rules

Create rules for regular cash transactions to save time and maintain consistency when
you’re reconciling.

1. From the dashboard, click Reconcile x items
2. From the bank statement line, click Options, then select Create bank rule

3. Edit or add to the conditions that the bank statement line must meet in step 1.
Apply a bank rule

4. Fill out steps2to 5

Then click Save

Next time a bank statement line meets the conditions of a bank rule you’ve created, Xero
will suggest the rule and you can select OK to apply it.

For more information, see the help article on creating a bank rule

Company (NZ)»  Dashboard  Business  Accounting  Payroll  Projects  Contacts

Bank accounts » Bank nules
Create rule Spend money rule Receive maney rule Transfer meney rule

1. Apply a bank rule
© Any conditions match
All conditions match
Add conditions.
Field Condition Value
Any text fisld ~  contains *  Mobil
Any text field ~  contains » | BP
Payee - contains - z

Any text fiald - contains - Caltex

@ 8 8 e s

Any text field - ‘containg * Waitomo

Add condition

2. Set the contact

The Payee from the bank -
3. Allocate line items
Automatically allocate fixed value line items
Description Account Tax Rate Region ‘Amount
Add a now line

Total 0.00

With any remainder, allocata ratios using percent line items
Description Account Tax Rate Region Percent
Petrol 449 - Motor Viehicle Expe 15% GST on Expenses 100.00%
Add a new line
Total 100.00%

4. Set the reference

from the Reference -

5. Add rule details

Run this rule on Name the rule

All bank accounts b Petrol

Cancel Save
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Finalise and reconcile
your sales

Review the list of customers owing you money at year end and identify any amounts
that may need to be written off as bad debt.

Tip:
» Check that all accepted quotes have been invoiced, and any draft invoices
are actioned.

Run the Aged Receivables Summary report to view the outstanding amounts owed by
your customers.

1. Select Accounting, then Reports
2. Use the search bar to find and open the Aged Receivables Summary report

3. Set the date to your financial year: Select the arrow and choose End of last
financial year

4. Click Update
Review each customer

6. To add notes, hover your mouse by their name and clicking the Add note button when
it appears, then type in your note and click Done

7. Click Save as and select Published to publish it ready for your accountant or
bookkeeper to review

For more information, see the help article on running the Aged Receivables report.

Aged Receivables Summary 10 Reorder columns

Demo Company (NZ)
As at 31 March 2023
Ageing by due date

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

Basket Case - - 914.55 - - - 914.55
Bayside Club - - 3,434.00 - - - 3,434.00
Boom FM - - 3,247.50 - - - 3,247.50
City Limousines ( [ ~ 3 650.00 G 289.95 250.00 1,160.95
DIISR - Small Business Services - - 4,200.00 - 270.63 - 4,470.63
Hamilton Smith Ltd - - 550,00 - - - 550.00
Marine Systems - - 396.00 - - - 386.00
Rex Media Group + + 550.00 : . ‘ 550.00
Total - - 13,942.05 - 540.58 250,00 14,732.63
Percentage of total - - 94.63% - 3.67% 1.70% 100.00%
1. Older balance disputed. Write off as bad debt? Edit

Enter text
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Tools to help with smarter and faster invoicing

Products and services

Save time by using inventory items to populate descriptions and unit prices for items or
services you sell regularly. When you raise an invoice, select the item you’ve set up and the
details will populate for you.

1. Select Business then Products and services

2. Select New Item then fill in the details

3. Select whether you sell or purchase this item and fill out the fields
4,

Select Save

For more information, see the help article on adding an inventory item.

Code (required) Name

CONSULT 5=} Initial Consultation

Track inventory item

Track the quantity and value of stock on hand. This option is suitable for organisations with less than 4,000
products or services, who purchase items before they are sold, and who calculate the average cost of items.

Learn more about tracked inventory, [4

Purchase

Add item to bills, purchase orders, and other purchase transactions

sell

Add item to invoices, quotes, and other sales transactions
Sale price Sales account Tax rate

250.00 200 - Sales 15% GST on Income

Description

Initial Consultation

Save & add another E
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Demo Company (N2) + Dashboard Business Accounting Payroll Projects Contacts

Sales overview > Invoices »

New Repeating Invoice

a
Repeat this transaction every Invoice Date Due Date End Date (Optional)
1 Monthis) v 28Feb2023 v  Due 20 | o the folowing month . =
() Save as Draft () Approve (@ Approve for Sending nvoice No. and currency rate (when applicable) will be set on invoice creation date.
Invoice to Reference Branding Online Payments
Customer A SLA [Months1] [Year] Standard = "‘T:""“@"Pm‘m %0
Manage
Amaunls are: NZDNew Zeaknd Dotar v Tax Inclusive 5
Description @y Unitprice.  Disc%  Account Tax Rate Reg Amount NZD
SLA: Service Level Agreement 1.00 300.00 205 - Service Level 15% GST o0 300.00
Service Agreement (SLA) Income
Level
Agreement
Add a new line  ~
Subtotal 300.00
Includes GST 15.00% 20.13

Repeating invoices
Set up repeating invoice templates for recurring sales transactions so Xero automatically
creates and emails them out for you.

1. Select Business then Invoices

2. Select the arrow next to New invoice
3. Select New Repeating Invoice
4.

Fill in the repeating details: select Approve for sending, then click Save

For more information, see the help article on adding a repeating invoice template.
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Copy function
Copy information from one or more invoices to a new transaction to speed up data entry.

—

Select Business then Invoices

Select the tab for the status of the invoices you want to copy.
Tick the invoices with line items you wish to copy.

Click Copy to, or click More then select Copy to

Choose the transaction type, for example Invoice

Click Copy or Copy & merge

Fill out the invoice header fields and make changes to the line items as required.

CE

Click Approve

For more information, see the help article on creating an invoice for your customer.

Demo Company (NZ) = Dashboard Business Accounting Payroll Projects Contacts
Saas overview -
Invoices
New invoice New Credit Note Send Statements Import Export Invoice Reminders: Off
Al Draft (o) Awailing Approval () Awailing Payment (14) Paid Repeating
Print Email Deposit Copy to... )4 ilems selected 13,484 30 NZD 7 14items | 1473253 NZD  Search

[ Number  Ref To Date » Dus Date Overdue by Expected Date Paid Due Sent
O INV-0044 Boom FM 27 Jan 2023 3 Feh 2023 0.00 162375
& INV-0043 Boom FM 27 Jan 2023 10 Feb 2023 0.00 1,623.75

(0 INV-0038  GB1-White Bayside Club 25 Jan 2023 4 Feb 2023 0.00 234,00

O iNv-0042 DIISR - Small Business Services 24Jan2023 17 Feb 2023 0.00 4,20000
INV-0040  Monthly support Rex Media Group 24Jan2023 8 Feb 2023 0.00 550,00

1 INV-0033  Monthly support Hamiton Smith Ltd 24Jan2023 8 Feb 2023 0.00 550,00
INV-0037  Ref MK815 Marine Systems 24Jan2023 3 Feb 2023 0.00 396.00
B INV-0036 Basket Case 23Jan2023  2Feb2023 0.00 91455

O INv-0041 Baysida Club 220an2023 5 Feb2023 0.00 3,20000

O INV-0034 PO T 22Jan2023 1 Fob 2023 0.00 650.00

0 INV-0028  Book City Lim 21Dec2022 31 Dec 2022 30 cays 0.00 19.95 Sent
0 INV-0027  Yr Rel WO8-143 DIISH - Small Business Services 16 Dec2022 26 Dec 2022 35 days 579.57 27063

(] INV-0023  PIO9711 City Lirr 14Dec2022 24 Dec 2022 37 days 0.00 250,00

(0 INV-0017 PO 9711 City Lin 14 Nov 2022 24 Nov 2022 67 days 0.00 25000 Sent

Page (1] of 1 (14 totalitems) ~ Showing [25 | items per page
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Finalise and reconcile
your purchases

Similarly, review what supplier bills are still outstanding at financial year end. Make sure
you have supporting documents attached to any large purchases.

Aged Payables Summary Il Reorder columns

Demo Company (NZ)
As at 31 March 2023
Ageing by due date

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

Aged Payables

ABC Furniture - - 1,150.00 - = - 1,150.00
Bayside Club - - = 130.00 = - 130.00
Bayside Wholesale - - 840.00 - - - 840.00
Capital Cab Co s = 242.00 = = - 242,00
Central Copiers. = = = = E 163.56 163.56
Gateway Motors - - 411.35 - - - 411.35
Net Connect - - - 54.13 - - 54.13
PowerDirect = # = 108.60 B . 108.60
SMART Agency - = = 2,500.00 2,000.00 = 4,500.00
Swanston Security - - - 59.54 - . 59.54
Xero - - - 56.35 - - 56.35
Young Bros Transport - - 125.03 - - - 125.03
Total Aged Payables = & 2,768.38 2,008.62 2,000.00 163.56 7,840.56

Expense Claims

Terry Brown - - - 115.85 - - 115.95
Total Expense Claims = = = 115.95 = - 115.95
Total - - 2,768.38 3,024.57 2,000.00 163.56 7,956.51
Percentage of total - - 34.79% 38.01% 25.14% 2.06% 100.00%

Run the Aged Payables Summary report to check outstanding amounts you owe
to suppliers.

1. Select Accounting, then Reports
2. Use the search bar to find and open the Aged Payables Summary report

3. Set the date to your financial year: Select the arrow and choose End of last
financial year

4. Click Update
Review each supplier
6. Click Save as and select Published to publish it ready for your accountant or

bookkeeper to review

For more information, see the help article on running the Aged Payables Summary report.
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Tools to help with smarter and faster bill and
receipt management

Hubdoc

Automate your bills and receipts process using this data capture solution. Best of all, it’s
included in all Xero business edition subscriptions.

Benefits include:

o Capture bills and receipts: Take photos, use email, scan or upload documents
« Capture data automatically: Add key information to Xero without data entry

« Match bank transactions: Seamlessly reconcile data with bank feeds

« Store documents online: Search and access bills and receipts from anywhere

For more information, see the help article on using Hubdoc for data capture.

[=> FOLDERS +NewFolder (2 DOCS Sort By: Unioad Date |5 [2) Spark (NZ) Statement

= Hippy Chippy Ltd Al Processing  Review Faled  Archived

& Al Documents (4] ‘ Gotting Started with Hubdoc @ ZoomCut @ Zoomin 'O Rotatsleht C RotateRight Z Resat

B Bits 8 Statemants
s ANZMNZ
T 122-24994-xx (13

v * (NP L [ 10 THE BACK FOR THE
L AT E ST FROM SPARK
& Nz NZ)
FATSARAET 15 Account: X00(K5004
Business (3) Date: Jan 11, 2019

Super Loan 834 [13) $2,000.00 NZD

) Farmiands Co-Opa.

Spark NZ)

" Account: hippychippySymai. cog,
Officedax 20) Date: Jan 16, 2019

) Spark (NZ) (8 $105.34 N2

Mercury Energy (12)

Watsrcare Auckian,

Bs Uploads Spark [NZ)
¥ Account sman@hubdoc.com
) Airbrib : o
Diater Jan 16, 2019 Your bill - 16 January 2018
) Airines $105.34 NZD
Due: Feb 3, 2018 TN Y

Preveous charger Curvent charges.
Apple (1)
Beat Buy $100.00 A direct debit of $10834 will be processed on 01021
. ANZ(NZ) e -+ —— Tocharge thi, please contact us  least two daiin
Bunnings Warehousa (2} 0 it J0O0XNTESH duance ofthe due date.
Cafle Lafiare {1)
Previous charges

Otz Jan 11, 2019
Fiights $2,000.00 NZD
Previous balance.
Changes to previous balance
Funders ANZNZ) Frevious charges are
Account: X0X0848

7 Fuel

Harvey Norman (1) Date: Jan 11, 2019

Monthly Charges
Hubdon (1
- fubdos (1} $2.000.00 NZD {og. ol Ot Tt
Mercury Energy (1) Additional verdcrs
Orange Demo Ca... (1) Spark NG ot o
PG Virightson Account hippychippyShymal o, The total you need to pay is
Date: Dec 16, 2018 (This inwoice inchuches GST of $30.30)

Tips to get your business ready for financial year end


https://central.xero.com/s/article/Hubdoc-in-Xero

Perform a stocktake and
enter adjustments

Count and value your stock on hand and make any necessary adjustments. This is a good
opportunity to discount slow moving stock and dispose of any obsolete stock.

Use the Inventory Item List report as a starting point to conduct your stocktake, then use
the adjustments feature in Xero to adjust the quantity on hand or revalue items.

Tips to get your business ready for financial year end
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Demo Company (NZ) ~ PEELLLER Business Accounting Payroll Projects Contacts

Reports

Inventory Item List

Date: Custom Columns Grouping/Summarising
31 Mar 2023 - 8 columns selected - Group by Inventory Acco... ¥ Y Filter (1) X
Inventory ltem List 0] Reorder columns

Demo Company (NZ)
As at 31 March 2023

Inventory Type contains Tracked

Item Code Item Name Purchases Description Inventory Type Unit Cost Price Unit Sale Price Total Value Quantity On Hand

630 - Inventory

TSL - Black TShrlage Black  Gompany Branded T-Shint Large Black. Order  Tracked 2000 40.00 100.00 5
Code #2412
TS5 - Black T-ShrtSmallBlack  Company Branded T-Shint Small Black. Order  Tracked 2000 40,00 140,00 7
code #2308
TSM - Black T-8hirt Medium Black Company Branded T-Shirt Medium Black. Tracked 20.00 40.00 B80.00 4
Order code #2382
Total 630 - Inventory 320.00 16
Total 320.00 16
insertcontent *  (_JI) Compact view Showing items 1-6 of 6 Saveas ¥ Export ¥

Run the Inventory Item List report to do your stock count.

1. Select Accounting, then Reports

Use the search bar to find and open the Inventory Item List report

3. Set the date to your financial year: Select the arrow and choose End of last financial
year

4. Click Filter and click on Inventory Type

5. Tick Tracked, leaving Untracked unticked

6. Click Apply 1 filter

7. Click Update

8. Click Export, then select your desired format to work with.

9. Conduct your stocktake, noting down differences in both the quantity and value, or any

that you need to talk to your accountant or bookkeeper about

For more information, see the help article on running the Inventory Item List report.

Tips to get your business ready for financial year end
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Enter inventory adjustments to update the quantity on hand or value of your items.

1. Select Business then Product and services

2. Use the search bar to find and open the item that needs adjusting, then click New
adjustment

Fill out the details of the adjustment, then click Next

4. Check that the adjustment details are correct, then click Post adjustment

For more information, see the help article on making inventory balance adjustments.

Pro tip:

o Enter a purchases credit note to quickly decrease the quantity (or a purchases bill to
increase the quantity) of multiple tracked inventory items at a time. You could set the
contact record to 2023 Year End Adjustment’, or something similar.

New adjustment

Quantity on hand Average cost Total value

5 20.00 100.00

Adjustment type Date

¥+ Decrease quantity - B 30Jan 2023

Decrease quantity by New quantity on hand

2.00 3.00

Adjustment account

310 - Cost of Goods Sold

Region (optional)

Reference

Y/End stocktake adjustment

Reasors for adjustment
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load supporting
documents

Upload all your supporting documents in Xero throughout the year so they’re available
online for you and your accountant or bookkeeper anywhere and anytime.

You can attach documents directly to your transactions as well as using the Files inbox to
store and manage all other documents such as term deposit notices and loan summaries.

Demo Company (NZ)+ ~ Dashboard  Business  Accounting  Payroll  Projects  Contacts

Bill SMO210

Print PDF a Bill Optins ~

From Date Due Date Reference Total
¢ 11Jan 2023 21 .Jan 2023 SM0210 —i = 250000
are Tax Exclusive
ltem Code pton Quantity Unit Prica Account Amount NZD
type media banner & print 1.00 217381 Advertising #Add from fle library... + Uplaad files... 217391

chups for Oaktown Busiess
Loadar ad serios
Subtotal 2173,

Total GST 15% 26,08

TOTAL 2,500.00

Maks a payment

Amaunt Paid Date Paid Paid From Feterence

2500.00 - -
History & Notes

Show Histary (4 entries) Add Note

How to attach documents to new or existing transactions

1. Click the document icon when creating a transaction such as an invoice or bill

2. Upload the document from your file library or computer

For more information, see the help article on attaching files to a transaction.

Tips to get your business ready for financial year end
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How to upload other supporting documents not linked to
transactions

1. Select your Organisation name, then select Files

2. Upload files in one of these ways:
» Click the Upload file button to upload a file from your computer

« Email the file to your unique files email address shown on the files screen in the
Inbox tab

» Go to the files section of the Xero mobile accounting app and snap a photo of the
file you want to save

Tip:
» Create folders to neatly group your documents for easier future reference.

For more information, see the help article on managing your file library and inbox.

Demo Gompany (NZ) = Dashboard Business Accounting Payroll Projects Contacts

Files

- i Options ~
Contracts 0

Contracts 0 Upload file

Fixed Assets 0

Hire Purchases 0

Insurance 0O

Legal O

Loan Statements 0

1 Y

S |

There are no files in here yet

+ New folder

Upload your files to store them alongside
all your financial documents
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Tips and tricks to prepare for an efficient end of financial year
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