Xero Instructions for importing
MTD information — Invoice basis

1. Open up theinvoices page in Xero.
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2. Click import at the top
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New Invoice New Credit Note Send Statements Import Export | {1 Invoice reminders off
All Draft (2) Awaiting Approval (0) Awaiting Payment (14) Paid Repeating
47 items Search
Number = Ref To Date v Due Date Paid Due Status Sent
INV-0045 Boom FM 9 Mar 2021 23 Mar 2021 0.00 162375 Awaiting Payment
INV-0044 DIISR - Small Business Services 6 Mar 2021 30 Mar 2021 0.00 4,200.00 Awaiting Payment
INV-0038 GB1-White Bayside Club 6 Mar 2021 16 Mar 2021 0.00 23400 Awaiting Payment
INV-0040  Monthly support Rex Media Group 5Mar 2021 20 Mar 2021 0.00 550.00 Draft
INV-0038  Monthly support Hamilton Smith Ltd 5Mar 2021 20 Mar 2021 0.00 550.00 Draft
INV-0037 Ref MK815 Marine Systems 5 Mar 2021 15 Mar 2021 0.00 396.00 Awaiting Payment
INV-0043 Bayside Club 4 Mar 2021 18 Mar 2021 0.00 3,200.00 Awaiting Payment
INV-0036 Basket Case 4 Mar 2021 14 Mar 2021 0.00 91455 Awaiting Payment
httpsi//ge.xero.com/Import/Importaspx?type=IMPORTTYPE/ARINVOICES =

3. Download the template file and open. This will usually be saved to your
"Downloads” file and called "SalesInvoiceTemplate"
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Import your invoices
To import invoices from another system please follow the steps below...
Step 1. Download our invoices template file

Start by downloading our invaices CSV (Comma Separated Values) template file. This
file has the correct column headings Xero needs to import your invoice data.

Step 2. Copy your invoices into the template

Export your invoices from your old system as a3 comma separated list. Using Excel or
another spreadshest editor, copy and paste your invoices from the exported file into the
Xero template. Make sure the invoice data you copy matches the column headings
provided in the template.

IMPORTANT: Do not change the column headings provided in the Xero template.
These need to be unchanged for the import to work in the next step.

Dates are assumed to be in English (United Kingdom) format. For
example, 25/12/2021 or 25 Dec 2021.

Step 3. Import the updated template file

Select the file to import
Browse No file selected
The file you import must be a CSV (Comma Separated Values) file. The name of

your file should end with either .csv or .txt.

Would you like to update contact address details?
@) No, ignore all address details
() Yes, update contacts with imported address details

Is the UnitAmount field tax inclusive or exdusive?
@) Tax Exclusive
() Tax Inclusive

Import




4. Open a new worksheet and copy the sales data from your vet system csv file into
this worksheet. Sum the Net, VAT and Gross columns (sometimes called invoice

total)

S BERNO - SaleslnvoiceTemplate - £ Search Jade Nash N &= - o
Fle  Home  Insert  Pagelayout  Formulss  Data  Review  View  Developer  Sage 50 Accounts  Help  DocsCorp  iManage  QuickBooks % Share I Comments
. EHinsert ~ . Timel
[T % | come g A A | Genera L B O B vy O | £ ol rimelne
Paste| 2 Conditional F Cor | EDeere - | Bl fda | g 5 -: A
'aste - = = onditional ormat as el ort i eas En
B I U~ Hi- dvA- @ - Y 0 0 =
- ¥ = = — = B~ % 9 W Formatting~ Table~ Styles~ | CEHFormat~ | €~ Fier~ Select~ Link [ Versions
Clipboard & Font & & HNumber & Styles. Cells Editing Ideas Sensitivity iManage ~

06 < fe

A B C D E F G H | J K L M N o P Q R -
1 number vatperiod Type name description  cost price amount inc VAT % amount ex VAT
2 ) 01/02/2021 5-2021-11111 ? sales MrJ Smith Drugs 50mg 0.00 25.00 20.0% 20.83 4.17
3 |02/02/2021 5-2021-11112 ? sales Mr J Smith Vaccine Dog 0.00 30.0020.0% 25.00 5.00
4 ) 03/02/2021 $-2021-11113 ? sales Mr J Smith Drugs 50mg 0.00 120.00 20.0% 100.00 20.00
5 | 04/02/2021 5-2021-11114 ? sales Mr J Smith Consultation 0.00 50.0020.0% 41.67 8.33
6 |05/02/2021 5-2021-11115 ? sales Mr J Smith Consultation 0.00 50.00"20.0% 41.67 8.33 1!
7 i 06/02/2021 5-2021-11116 ? sales Mr J Smith Vaccine Cat 0.00 39.0020.0% 32.50 6.50
8 i 07/02/2021 $-2021-11117 ? sales Mr J Smith Drugs 50mg 0.00 50.00 20.0% 50.00 10.00
9 | 08/02/2021 5-2021-11118 ? sales Mr J Smith Drugs 50mg 0.00 35.0020.0% 29.17 5.83
10 | 09/02/2021 5-2021-11119 ? sales Mr J Smith Consultation 0.00 50.0020.0% 41.67 8.33
1] =
12 | 4598.00 382.50 76.50
13
14 | -
| SalesinvoiceTemplate Sales ® 4 v
Ready G i) m - 1 + 100%
5. Fill out the template worksheet, left to right.
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Contact name would be the usual name you put to sales invoices e.g. Vet System.
You can hide all of the address columns.

The invoice number should unique (not yet used as an invoice number on Xero)
Reference can be hidden.

Make the invoice date the last day in the period on every line (e.g. would be 28/02/21 for February
2021).

Due date should be the same for all lines, this can be whatever you would like it to be.
Total and inventory item can be hidden.

Description should be descriptive of what you are posting, for example, | have called this one "Sales
February 2021"

Quantity should be 1.



Unit amount should be the net amount. You must link this from the sales worksheet just created. In
cell S2, type "="and then click the sales tab, and select the net amount summed in step 4.

Account code should be the sales code.

Tax type will be the name of the Xero tax code - this needs to be exactly the same as what is in Xero.
Usually "20% (VAT on Income)" but could also be "No VAT" or "Zero Rated Income"

Tax amount should be filled in with the VAT amounts as per the vet system report. You must link this
from the sales worksheet just created. In cell w2, type "=" and then click the sales tab, and select the
VAT amount summed in step 4.

The other columns can be hidden.

6. You should save this spreadsheet and then browse and find it on Xero and import it.
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Import your sales invoices

The imported SalesInvoiceTemplate.csv contained 1 invoice, the following will be imported into Xero:

« 1 new draft inveice will be imported

Invoices will be imported as drafts and can be edited or deleted afterwards
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6. This should then create 1 new invoice that you can check before you approve it.
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O Number Ref To Date - Due Date Due
O INV-0040 Monthly support Rex Media Group 5 Mar 2021 20 Mar 2021 550.00
O INv-0039 Monthly support Hamilton Smith Ltd 5 Mar 2021 20 Mar 2021 550.00
O Feb21 Vet System 28 Feb 2021 31 Mar 2021 204.00




8. Select approve to post the invoice from draft.
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Edit Bill Feb-21

Draft Print PDF | | Bill Options =
From Date Due Date Reference Total
Vet System| 28Feb2021 = |31Mar2021 + |Feb21 il 459.00
GBP Briish Pound - Amounts are | Tax Exclusive -
Item Description Qty  UnitPrice  Account Tax Rate @ Region Amount GBP
Sales February 2021 1.00 382.50 20% (VAT on Income) 382,50
Add anewline | ~ Assign expenses to a customer Subtotal 382.50
Total VAT 20.00%. 76.50
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