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Want to make the most of this tax season
for you and your clients? Use the steps and
tools in this guide to quickly gather and

reconcile your client information, and see

how much time you could be saving.

Note: This guide is intended for Xero partners ready to
activate their purchased Schedule C organizations. This
includes the Xero team pre-populating a Schedule C template
on your behalf for these organizations. If you don’t yet have
Schedule C organizations ready to activate in your Xero
account, please connect with your Xero account manager
about a customized business plan.

Let’s get started!
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Organization details

Include some of your information on the online invoices you send.
Learn more.

You can choose which details below.
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2. Open the Clients tab and click Go to Xero next to the organization
you want to activate.

Basic Information

Display name Jose Smith

Prctic Financial | Activity ~ Clients  Explorer  Reports Ask  Staff  Practice COVID-19Support @ A

Legal  Trading name Jose Smit

ractice clients 24 + Export Manage client groups v m E P
ogo

Learn about the new look client list in Xero HQ

The all new HQ client list is here. Learn more about the improvements to the client list.

That’s it! The client file has been updated and
should already be populated with the correct

chart of accounts per the terms of your custom
Another Test Client i m 3 Trial Go to Xero H .
business plan.
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Import bank Option1

If a bank feed is available, you can connect it and wait for the transactions
[ ] [ ] . . . I
I“formatlon to arrive. If the transactions imported don’t include older data, you can
import the missing lines manually using OFX, QBO, QFX, QIF, CSV or PDF
file formats.

Add Bank Account B Bank Rules B Uncoded Statement Lines

What's this?

1. In the client’s file, click Accounting > Bank Accounts, then the Add Business Checking
Bank Account button. -

Manage Account »

0.00

Statement Balance BETENTS o Cll or manually import a statement

Juan Pablo ~ Dashboard Business Accounting Contacts
Show account on Dashboard ~ Change order |«

Bank accounts

L]
Connect your bank account to Xero so transactions flow il optlon 2

i _ If your bank doesn’t offer a bank feed at all, you can have your client
o Watch how to add and connect bank and credit card acco 3 .
download a PDF of their bank statement and import the statement PDF

straight into Xero in less than 35 seconds. (OFX, QBO, QFX, QIF and CSV
file types are also available).

See our step-by-step guide to adding a bank account in X

Add Bank Account [ Bank Rules B Uncoded Statement Lines

What's this? |
Spent Received

29 February 2024
Copper Street Bakery 15.75
Team lunch

10112289

2. Follow the step-by-step prompts to create your bank account
in Xero.

Upload document

Drag and drop file or select manually

Select file

Some banks have the option to connect a bank feed. Bank feeds allow

File should end in OFX, QFX, QIF, QBO, PDF, or CSV

the transactions from the bank to appear automatically in Xero.
[l PDF bank statement.pdf

You can set them up using the login information from the client’s
bank. Don’t worry, if a connection isn’t available, you can still import

transactions manually.

Once all of the bank statement lines are in Xero,

you’re ready for the next step.



https://central.xero.com/s/article/Add-a-bank-account-or-credit-card-account

Reconcile
transactions in bulk

1. In the client file, click Accounting > Bank Accounts, then the name of
the bank account you’d like to reconcile.

2. Click the Cash Coding tab near the top of the page.
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Cash coding allows you to select multiple bank lines and reconcile

them in one go. Please see this page for more information on

reconciling via cash coding.

3. When the cash coding page is empty, you’ve fully reconciled. The
balance at the top of the page should match the balance in the actual
bank account as at the last reconciled date (ex: 31st December).

Juan Pablo ~ Dashboard Business Accounting Contacts

Bank Accounts >

Checking
Match transactions from your bank with your books in Xero
Watch how bank reconciliation works in Xero
See our step-by-step guide to bank reconciliation
47,958.14

@ Reconciled

Statement Balance Different balances?

What's this? |=

4. Repeat for any other bank accounts as needed.

You’re almost done!

Only one thing left before you can file.



https://central.xero.com/s/article/About-cash-coding-US

Run the Schedule C
report

1. Click Accounting > Reports.

2. Here, click the Advisor tab and select the Schedule C report.

CONTRATISTALLC » Dashboard  Business  Accounting Contacts

Reports Summary Custom Drafts Published Archived

Funetic Financial

77 2020 Schedule C
77 Law Firm

77 Prepared Financial Statements

3. Set the date range of the Schedule C using the button at the top right.

JuanPablo~  Dashboard  Business  Accounting  Contacts
Reports » Aavisor

2020 Schedule C

2. Schedule C - ciali Report Settings

Schedule C

Juan Pablo
For the year ended December 31, 2020
Cash Basis

Schedule C 200 208 ot %change

Part! income

1 Gross receipts or sales 25907.72 259772 10000%

4. The Schedule C report template has multiple pages. You should
flip through them to verify the data is correct and to include additional
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information by using the “<” and “>” options at the top.

5. When the report is ready, click either Publish or Export to save a copy
of the report.

25937.72 100.00%

22 625.00 100.00%
Export as PDF

48,562.72 100.00%

Excel

Google Sheets
287.13 100.00%

Save draft

=x

Congrats - you did it! You can now use this report

to create the Schedule C filing for your client.

Note: Currently, you cannot file the report directly with the IRS, but
you may transfer the data manually to the corresponding boxes on the
Schedule C form.

*Please enjoy this Spanish language content that we have provided for
your convenience. If there are any discrepancies between this content
and any English language version of it, the English language version
controls. As a reminder, our product and any terms of use, notices or
agreements related to our product and services are currently available
in English only. Additionally, all landing pages hyperlinked are
currently only available in English.


https://central.xero.com/s/article/Schedule-C-report-template
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