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Xero Training Package

Introduction:

Welcome to our comprehensive Xero training course!

Designed to cater to users at all levels, we offer three distinct packages:
-Basic

-Standard

-Advanced

Whether you're just starting your journey with Xero or seeking to refine your skills to master
its intricacies, our courses are tailored to meet your specific needs and objectives. From
understanding the fundamentals to harnessing advanced features, our training modules are
structured to empower you with the knowledge and expertise required to navigate Xero
efficiently and effectively. Whether you're a student seeking to build foundational
accounting skills, a business owner looking to streamline financial management processes,
or an accountant aiming to enhance your proficiency with Xero, our training courses offer
comprehensive packages tailored to meet your specific learning needs and objectives. Join
us on this learning journey and unlock the full potential of Xero for your business or career
aspirations.

About The Course:

In this extensive Xero course, you will engage with practical scenarios to acquire a solid
understanding of Xero. By completing this course, you will gain the skills and knowledge
necessary to handle the accounting needs of small or medium-sized businesses. You will be
able to generate Bills and invoices, do bank recociliations, cashflow management, manage
accounts payable/receivable, prepare VAT reports, Inventory, Fixed Asset and much more.
Certified Xero advisors who possess practical experience in bookkeeping instruct these
courses.

Our Xero training course, structured into Basic, Standard, and Advanced levels, offers a
multitude of benefits tailored to students, business owners, and accountants alike:
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For Students:

1.

Practical Skills Development: Our Basic package provides students with hands-on
experience using Xero, equipping them with practical accounting skills that are
invaluable in both academic and professional settings.

Enhanced Employability: Completion of our Xero training course enhances students'
employability by adding a sought-after skill set to their resumes, making them more
competitive in the job market.

Career Advancement: As students progress through our Standard and Advanced levels,
they deepen their understanding of Xero's advanced functionalities, positioning
themselves for career advancement opportunities in accounting and finance roles.
Flexibility: Our online platform offers flexible learning options, allowing students to
access course materials at their own pace and convenience, accommodating their
academic schedules and other commitments.

. Networking Opportunities: Engaging with peers and instructors in our training courses

fosters networking opportunities, enabling students to connect with like-minded
individuals and build valuable professional relationships within the accounting
community.

For Business Owners:

. Efficient Financial Management: Our Xero training courses empower business owners

to efficiently manage their finances, gain insights into their business performance, and
make informed strategic decisions to drive growth and profitability.

Cost Savings: By learning how to effectively utilize Xero's accounting software, business
owners can streamline their financial processes, reduce administrative overhead, and
minimize the need for outsourcing accounting tasks.

Real-time Reporting: With Xero, business owners gain access to real-time financial data
and reporting, enabling them to track cash flow, monitor expenses, and assess business
performance with greater accuracy and timeliness.

Business Growth: Leveraging Xero's advanced features, business owners can scale their
operations more effectively, expand into new markets, and seize opportunities for
growth with confidence.

. Tax Compliance: Our Xero training courses provide business owners with the

knowledge and skills necessary to ensure compliance with tax regulations, minimize
tax liabilities, and avoid costly penalties.
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1. Streamlined Workflow: Our Standard and Advanced packages enable accountants to
streamline their workflow, automate routine tasks, and enhance efficiency in managing
client accounts using Xero's advanced features.

2. Client Collaboration: With proficiency in Xero, accountants can collaborate more
effectively with their clients, providing real-time financial insights, advisory services,
and strategic guidance to support business growth and success.

3. Professional Development: Our Xero training courses offer accountants opportunities
for continuous professional development, allowing them to stay updated on the latest
accounting technologies, industry trends, and regulatory changes.

4. Credential Enhancement: Completion of our Xero training courses enhances
accountants' credentials and credibility, demonstrating their expertise in using leading
accounting software to deliver value-added services to clients.

5. Networking and Collaboration: Engaging with peers and industry expertsin our training
programs facilitates networking and collaboration opportunities, enabling accountants
to exchange ideas, share best practices, and expand their professional networks within
the accounting community.

For Accountants:

Who Should Do this Course?

This course is designed for individuals who are new to Xero accounting software and want
to effectively handle the operations of a small or medium-sized business. It is also suitable
for accountants who possess basic knowledge but seek to gain advanced expertise.
Regardless of prior experience with Xero, this course caters to beginners along with being
beneficial for those who are migrating from alternative accounting platforms.

Xero Certificate

In addition to the comprehensive training provided in our Xero courses, we also offer Xero
certification upon completion of each package: Basic, Standard, and Advanced Level. By
offering Xero certification along with our training courses, we ensure that both students and
accountants receive recognition of their expertise and dedication to mastering Xero
accounting software, paving the way for success in their careers and professional endeavors.
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Content
Section A
Xero Introduction

Cloud Accounting

Familiarizing Yourself with Logins, Access, and Pricing
Accessing the Xero Demo Company
Accessing my Xero Account

Establishing a New Organization
Exploring the Xero Dashboard
Navigating the Xero Menus, Icons & Tabs
Obtaining Help & Support with Xero
Xero Notifications

Managing Xero Files

Uploading a File to the Inbox

Emailing a File to the Inbox

Creating a Folder

Generating a Transaction from Files
Taking a Photo

Section B
Xero Setup

Financial Settings

Generating Tracking Categories

Altering the Name of a Tracking Category

Archiving or Deleting and Restoring a Tracking Category
Multi-Currency, Adding, Viewing or Modifying Currency Details
Tax Rate Configurations

Email Settings

Creating an Email Template

Viewing or Editing an Email Template

Deleting an Email Template

Adding an Email Address

Adding a Custom Contact Link

Sending a Xero Network Invite (Xero to Xero)

Add-ons
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Section C
Users
I User Roles
II.  Adding a User
II. Editing a User
V. Removing a User
V. User role access to settings in Xero
VI. Inviting Xero Support
Section D
Charts of Accounts
I.  Chart of Accounts
II.  Account Input Fields
. Importing a Chart of Accounts
IV.  Adding an Account
V. Editing an Account
VL. Deleting / Archiving an Account
VII. Restoring an Account
VIII. Exporting a Chart of Accounts
Section E
Bank
l. Bank Accounts & Bank Feeds
II.  Adding a Bank Account
Ill.  Adding a Credit Card
IV.  Adding a PayPal Account
V. Account Transactions
VI. Spend Money Transaction
VII. Receive Money Transaction
VIII. Transfer Money Transaction
IX. Archiving/Deleting a Bank Account
X. Bank Account Editing
XI. Merging of Bank Accounts
XIl. Restoring a Bank Account
X1, Interpreting Bank Rules
XIV. Making a Bank Rule
XV. Bank Rule Editing

XVL.

Deletion of Bank Rule
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Section F

Bank Reconciliation

I Reconciliation
1. Reconciliation Tab

M. Cash Coding

V. Bank Statement (Tab)

V. Account Transactions (Tab)

VL. Matching

VII. Part Payments

VIII. Minor Adjustments

IX. Prepayments

X. Overpayments

XI. Creating Spend and Receive Transactions
XIl. Auto Suggestion

XM, Transfers between Bank Accounts

XIV. Discuss Tab
XV. Editing Transactions
XVI. Reconciliation Report

Section G
Contacts

I Contacts
Il Contact Input Fields
. Importing Contacts

V. Creating a Contact Group

V. Add contacts to an existing group
VL. Adding a Contact

VII. Editing a Contact

VIII. Archiving a Contact

IX. Restoring a Contact

X. Merging Contacts

XI. Exporting Contacts
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Section H
Purchases

Purchases Dashboard
Bills in Xero

Bill Input Fields
Creating a New Bill
Attaching Files to Bills
Editing a Bill

Copying a Bill

Voiding a Bill

Importing Bills
Recording a Payment
Sending a Remittance
Searching Bills
Repeating Bills

Creating a Repeating Bill
Credit Notes

Creating a Credit Note
Batch Payments
Creating a Batch Payment

Section |
Invoicing — Sales

Invoice Settings

Adding a Payment Service
Branding Theme Input Fields
Creating a Branding Theme
Editing, Copying & Deleting a Branding Theme
Sales Dashboard

Invoice in Xero

Invoice Input Fields
Creating a New Invoice
Attaching Files to Invoices
Editing an Invoice

Copying an Invoice

Voiding an Invoice

Emailing an Invoice

Printing an Invoice
Recording a Payment
Sending Receipts

Searching Invoices
Repeating Invoices

Creating a Repeating Invoice
Credit Notes
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Creating a Credit Note
Importing Invoices
Customers Statements
Sending a Statement
Batch Deposits

Section J
Quotes
Quotes
Quote Input Fields
Quote States
Creating a Quote
Sending, Printing and Deleting a Quote
Accepting or Declining a Quote
Copying Quotes

Section K
Purchase Orders
Purchase Orders
Purchase Order States
Creating a Purchase Order
Editing or Deleting a Purchase Order
Sending or Printing a Purchase Order
Marking a Purchase Order as Billed
Copying a Purchase Order

Section L
Reports

Reports

Reporting Functions

Adding a Summary

Adding a Footnote

Save a Report (Draft)

Publish a Report

Export a Report

Report Layout Options

Creating a Layout

Apply a Layout

Edit a Layout

Delete a Layout

Create a Budget

Import a Budget

Export a Budget
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Section M
Conversion Balances

Conversion Balances
Conversion Date

Setting the Conversion Date
Entering Conversion Balances
Entering Comparative Balances

Section N
Expense Claims

Expense Claims

Expense Claim Input Fields

How Expense Claim

Creating an Expense Claim

Editing and Viewing Expense Claims
Submitting an Expense Claim
Approving an Expense Claim
Declining an Expense Claim

Paying an Expense Claim

Searching for Previous Claims

Section O
Fixed Assets
Fixed Assets
Fixed Asset States
Fixed Asset Input Fields
Fixed Asset Start Date
Creating a Fixed Asset
Importing Fixed Assets
Depreciation
Running Depreciation
Rolling Back Depreciation
Selling And Disposing of Assets
Selling a Fixed Asset

Section P
Inventory
Inventory
Inventory Input Fields
Creating an Inventory Item (Untracked)
Creating an Inventory Item (tracked)
Editing an Inventory Item
Opening Balances (Tracked Items)
Exporting Inventory Items
Importing Inventory ltems
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Section Q
VAT Returns

I VAT Returns

Il. Preparing of VAT return
M. Filing of VAT return

V. VAT Reconciliation Report



