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DBA Lunch & Learn – September 28, 2021 - Xero 

Kirstin: Welcome everyone to DBA's Lunch and Learn. If you can hear me, please drop a 
comment in the Q&A screen. Yay. Awesome. Sounds like people can hear me. 
Yay. Awesome. Oh, yay. I'm seeing all sorts of fun, familiar names. Oh, some I 
spent time with last week. Awesome. Well, we are super excited to have with us 
Carla with Xero. She's going to be demonstrating some different tips and tricks 
and how to get started. And because Xero's very different from another software 
that lots of us use and so we are going to be learning how to get started with 
Xero, how to use it and she's going to be ... We've got someone else here 
answering questions. She can answer questions. Go ahead and if you have 
questions during her presentation, go ahead and type them in and we may hold 
off to answer them till the very end or Molly will answer them in the chat, 
whichever is more applicable at the time. So, we are just super, super excited to 
have you here. Thank you so much, Carla, and take it away. 

Carla: Awesome. Thank you so much, Kirsten. First off, can y'all hear me, okay? I don't 
see the chat so Kirsten you- 

Kirstin: Yeah, yeah. I can hear you. Yep. Can everybody else hear? Can y'all hear Carla, 
okay? Yep. Okay. Getting some yeses. Awesome. Thank you. 

Carla: And y'all are also seeing the screen kind of scrolling through a couple of different 
blue screens. Is that correct, or no? 

Kirstin: Yes. We are getting some yeses. We see the screen. 

Carla: Awesome. Okay. I'm new to the GoToWebinar for presenting. So, I just want to 
make sure y'all could see what I saw. Well, thank y'all so much for having me 
today. I was really excited about the opportunity when Molly came to me and 
asked if I would share a few things about Xero and my experience with Xero. 

Carla: First and foremost, I'm an accountant, bookkeeper just like the rest of y'all. I 
have my degree in accounting from the University of Texas San Antonio from 
way back in the eighties. Have been doing this for about 35 years. Love 
accounting, love technology, love helping clients and now that I'm on the back 
end of my career, I really love sharing knowledge and helping educate other 
bookkeepers and accountants, especially the younger crew that's coming up. The 
world is a lot different now than it was back in the eighties and back then we 
didn't really have software. 

Carla: We started with that T ledger pad. A lot of you may be familiar with that back, in 
the day, and we really had to understand the functions of accounting where now 
software ... It's great that we have software that helps us and Xero is one of 
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those platforms. So, let's get started. I did want to ... If y'all throw in the chat 
what software you currently use and Kirsten, if you can kind of let me know what 
the majority looks like. I kind of think I probably know, but I just wanted to see. 

Kirstin: Yeah. So far, it's QBO is what most everybody's using. Oh, some people are 
saying, "Not using any software yet." 

Carla: Wow. 

Kirstin: Yeah. Half in QBO, half in Xero. Sage Business Works. 

Carla: Okay. Okay. That's good ... Variety I thought. Yeah. 

Kirstin: Yeah. 

Carla: Sage, I used to use back in the day. Before it was Sage it was Peachtree so that's 
been around quite a while as well and of course the Intuit products as well. The 
screen right here on the bottom has my LinkedIn profile. I'd love to connect with 
y'all. I am just very eager. If anybody wants to just brainstorm, if you need help 
with proposals, I'm big into value pricing. I just love to mentor and give back to 
our community as a whole. You don't have to be a Xero user. So, if you just want 
to have a 30-minute hour call. If you're local, I'll even meet you for lunch, treat 
you to lunch, just to have someone else in the industry bounce some things off 
of. 

Carla: So, I do own Bottom Line Bookkeeping Service. Have been full-time in it for two 
years, have been part-time for several years in it as well. And there's my email 
address. That is probably the best way to get ahold of me of or you can always 
message me on LinkedIn as well. 

Carla: So, the agenda for today, and really these slides for y'all are just really for me. 
Y'all, don't worry about taking notes from it. It's just kind of helped me stay on 
track of the flow of things. And so really the meat of what I'm going to do is what 
I share verbally with y'all. So, I am going to share some tips throughout the 
whole presentation so pay attention when I say, "Here's another tip," because 
it's just things that either I've learned with Xero or learned in general about 
accounting that has helped me. So, our agenda, we're going to talk about Xero. 
I'm going to do a little bit of a demo just on some of the very, very basic. Of 
course, I can't do a whole lot in the timeframe we have today. We'll talk about 
some of the pricing plans and what the next steps would be if you're interested 
in Xero. But again, I'm going to kind of make this more personal along the way as 
well, since I'm a fellow bookkeeper with y'all. 
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Carla: Okay, so next. Oh gosh, and I did what I said I was going to do. I was going to skip 
too many. Let me go back. Hopefully this works. Okay. Communities of purpose. 
That is really what Xero, to me, is all about is community. That is really why I 
switched from the big other software for general ledger to Xero a few years ago 
was the community because in my mind a general ledger system is a general 
ledger system. There's going to be some different functions in the way of doing 
the things that we do in accounting, but ultimately, they're both general ledger 
systems. 

Carla: So, when I went out to vet different softwares, when I started my practice full 
time two years ago, and I knew I wanted to be online, totally online so I could try 
and do other things as well as run my business I said, "Well, what ... Which one 
am I going to go with?" And I had used the other competitor for gosh, 30 years 
and so I could run that software in my sleep and especially being in my fifties, I 
thought, "Do I want to learn new a new So, software?" But I had to do what was 
right for my clients that I was fixing to start servicing and so I knew I needed to 
vet both softwares and see really where the differences lie and try to find out 
which one I really wanted to go with. 

Carla: So, I knew from my experience with 30 years of ... With the other service, that if I 
needed help ... Well, even after 30 years, I was just another client to them. They 
didn't know my name. If I called, I didn't have a certain person to call. I called the 
same 1-800 number that people that just started using their service did, even 
though I had been with them for 30 years and I knew it was going to be a lot of 
headaches. The CPA firm I worked at back then we always said that it was like 
having to call the IRS. Half a day is pretty much what you were going to be on the 
phone with them. 

Carla: So really when I started my business full time and went to look for other 
services, there was a couple others, but Xero really was the next in line and so I 
started vetting it and what I found, like I said before, was this community of Xero 
and I know all software probably has their community, but this just really stood 
out and I knew that I was building my practice on providing an exceptionally 
quality service to my clients and if I was going to be a hundred percent remote 
and use all Cloud based products that I had to be able to have providers of those 
services that were just highest quality as I was to my clients, because I didn't 
want to spend hours on the phone if I had a problem trying to get assistance. 

Carla: And so, when I vetted them and just saw the community, saw the support, saw 
the service provided and actually had a person that I could call, an email, and 
could get help within just a few minutes of having any issues, I knew that Xero 
was the one for me. And so, community is really the difference in my opinion. 
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Carla: A little bit of the history and purpose of Xero. Xero's purpose is to make life 
better for people in small business, their advisors, which are us and the 
communities around the world. 

Carla: Some of the benefits of Xero. Rapid innovation. They're constantly updating 
products, also third-party apps that integrate with them. It's just a great, great 
consistently growing and improving the product for us. And they really listen to 
us, their users and partners and suggestions that we make and issues that we 
see with the product. There is somebody out there that's actually listening and 
that they do add our comments. As soon as they get enough comments together 
and it becomes really an item that they can push to turn into innovation to 
improve the product for us. So, it's kind of cool. 

Carla: 24/7 access with internet connection, which is most Cloud based software. You 
do get paid faster and the fact that there are some great online payment options 
that you can link inside of Xero to your invoices, through Stripe, PayPal, 
GoCardless, several others that a client can then just click in the email on the link 
and they will be able to right then pay an invoice for you, so that's pretty cool. 

Carla: Data automation, including Hubdoc, which I'm hoping I have a little time to show 
you a little bit about Hubdoc. It is a service that is actually owned now by Xero as 
well that is a data kind of capture data management system. Most people look at 
it for uploading receipts, bills, things like that. I'm going to show you a tip, 
hopefully later, if we have time about kind of thinking outside of the box, what 
else you can do with Hubdoc. 

Carla: Right now, over 5,000 bank feeds are available, which there's some that are 
direct feed and then some through Yodlee as well. So, and free unlimited users. 
So however, many users you want for a company, it's not a problem to keep 
including them and no additional charge to you, the user. Did want, though, a tip 
in right here that if you are a Xero user right now, just recently, we are required 
to have multifactor authentication and a great tip for that is instead of using like 
the authentication app, you can actually download what is called the Xero Verify 
app. It's V as in Victor, E-R-I-F-Y, and so when you have to do the two step 
verification and you have your phone laying there next to your computer, it just 
a little notification window pops up on your phone, that's saying, "Is that you 
trying to log in," and you just barely tap the little notification and it pops up yes 
or no and you just hit the yes and it logs you in so you don't have to go and go to 
the authentication and get the code and all of that stuff. So, if you don't have the 
Xero Verify app on your phone, that's definitely a plus. 

Carla: Our ecosystem. Man, it's a really cool ecosystem that Xero has constantly 
expanding. It's available to any software that wants to become linked with them. 
I'm not an IT person so I don't know all the terminology, but very, very open with 
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being willing to have other softwares linked in with them. I know as a 
bookkeepers, accountants, we're always like curious about what other people 
are doing, which I am an open book. I will share anything and everything with 
y'all. I just ... I feel like if I can help educate and give guidance to people then all 
the better. 

Carla: So just to share my internal tech stack, and if you don't know what a tech stack 
is, it is the technology stack that you use inside of your practice for Cloud-based 
products and so it's the technology that you use. So, it's basically the software 
that you use. There’re external tech stacks, which those are going to be the tech 
stacks that you use for your clients. So, my internal tech stack is of course I start 
with at the base, which is Xero, which is the general ledger system I use. Also 
remember there's a Xero app. So of course, we have the software that you can 
access from PCs and all of that, but do know that you can download on your 
phone a Xero app to do some of the basic tasks like invoicing and things like that. 

Carla: I had a client not long ago, who has never been on anything technology wise for 
his accounting and of his business and I had him download the app. And so, he 
texted me when and said, "This is so cool. I'm sitting in rush hour traffic and just 
sent my first invoice to a customer from the app." And so, I didn't really care that 
he was sitting in traffic, but it was really cool to me that it was so simple and 
from anywhere on your phone, he could send that invoice to his customer. So, if 
you haven't downloaded the app, go ahead and do so. 

Carla: Another software I use is Xero Expenses, which is part of the Xero platform. It 
also has a separate app that you can download. I personally use it for mileage 
reimbursement. I used to use Expensify to track my mileage reimbursement for 
business and I decided to, after I reviewed it and saw the little cost with Expense, 
with the Xero Expenses versus what I was paying for Expensify every month, that 
it would be wiser for me to go with Xero Expenses. It does other expenses 
besides me mileage reimbursement, but that's what I use it for. 

Carla: For internal communication between me and my contractors, that prep work for 
me, I use ... All of us use slack. S-L-A-C-K, for those who I haven't heard of that 
one. I also use for kind of my general data storage and my email, and also my to-
do list, I use Google Business. I have purchased a Google Business, I think they 
call it Workspace now, but back in the day it's always been known as Google 
Business, but you pay for that subscription. And so, I have my Gmail account 
through there. They have what's called Google Task, which I have just found as 
kind of my brain dump place that I go to for my to-do list and it shows up kind of 
off to the side of my Google calendar. And I also use the Google Drive is where I 
house all of my clients' documents. 
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Carla: And then another software I use is Xero Practice Manager, and that is where I 
keep all of ... My whole, really my whole practice running. It's where all the jobs 
and all the tasks associated with every single client is documented and it's a 
really cool product. I would love to show you if you're looking for a way to 
document your workflow. It works with Xero and your whole staff, if you have a 
staff, can have access to it, and its easy way to keep track of jobs and not let 
them fall off your radar. 

Carla: I use last pass, L-A-S-T-P-A-S-S, for account logins to keep passwords and 
usernames. You can share those with your staff, with the ones that are needed, 
for them be able to log to bank accounts, anything else that your client may 
need. 

Carla: I use Practice Ignition as my engagement letter and payment collection platform. 
If you've never heard of that, it's a really cool way to be able to send through the 
Cloud engagement letters and also collect payment in advance of services. 
Excuse me. 

Carla: I use Acuity, it's A-C-U-I-T-Y, for my calendar scheduling. Instead of going back 
and forth a lot with people, potential clients, things like that, about finding a 
good time that works for them and my schedule as well, I just send them a link 
to my half hour calendar or my one-hour appointment calendar so that they can 
find a day that works for them that's already open on mine. 

Carla: I use Insightly. It's I-N-S-I-G-H-T-L-Y, for my CRM system and it does integrate 
with Xero and it's just a way of keeping track of all of my contacts, potential 
clients, other business advisors for my clients and so forth. 

Carla: I use Patriot for my payroll. It does not currently integrate with Xero, but it is just 
after vetting several software platforms it's just the one I prefer. 

Carla: I use Acrobat Adobe DC. That's D as in dog, C as in cat, for my document editing 
and e-signing that's required for things. So that is my internal tech stack. If y'all 
want to share in the chat with other people, things that y'all use, hey, the more 
names, the better. That way people can go out there and search and see what 
they're all about. 

Carla: So next we'll talk real quick about the user roles in Xero. There’re four different 
user roles. I won't speak a lot about them. You can go online and look to see 
what they are, but I just want to let you know that as you allow people into Xero, 
and this is per client file, so every different client you can have different accesses 
for different people. So, where your worker, let's say you have an assistant or 
something, you may want to give her a standard to one client, an advisor to 
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another, or whatever, so you can mix and match, but you can definitely limit 
what people are seeing and doing in Xero. 

Carla: So, we're going to take a look at some of just the basics of Xero and I am going to 
try to ... Let's see here. Show my other screen. I'm hoping this works. Let's see 
here. This, and then share screen monitor one. Okay. Kirsten, can you tell me if 
you can see the Xero screen that says demo company? 

Kirstin: Yeah, sure can. 

Carla: Hey, this is working pretty good. Okay. I may be a fan of GoToWebinar after this. 
Okay. So, in Xero, just so you know, there is what's called a demo company up 
here, and it's great for learning in Xero. It's great for practicing. You can't really 
screw anything up. I tell people, even in live files, I mean, you can screw things 
up, but anything is fixable. So, but if you just want to go in there and play 
around, you do have to have a ... just sign in for a free partner plan as a user, and 
then you have access to this demo company and so it's also great to show 
potential clients and also train them on it, or even train your staff on it, to be 
able to play around in here. And this is really, truly exactly what a client file looks 
like. It would have the client's name up here, where it says Demo Company, and 
you would be able to change the organization easily to other client files just by 
hitting change organization and it shows the other company files that you have 
there that you can switch to. 

Carla: So, we have running across the top, our little blue banner, kind of the basic 
dropdowns that fall off of it, and this is your dashboard that you'll have for each 
client. You can modify it down here, edit dashboard, and move some things 
around, add a few things, delete things that you may not want. Excuse me. So, it 
is customizable, but I would suggest like definitely your checking account save, 
you know all the accounts that you normally reconcile. I would keep them 
definitely pulled up on your dashboard. 

Carla: I did want you to notice something about Xero that's very different than all the 
other softwares I've ever used. You'll see the terminology is very different where 
really, when I used Peachtree back in the day, it was very geared for 
accountants. If you had a business owner trying to use it, it was just not really 
user friendly for them and I feel like Intuit products, we're still more geared 
wording and terminology wise to the accountant versus a business owner. But 
Xero really has kind of gained ground in the area of, "Hey, we're going to make 
this to where, instead of saying accounts receivable, we're going to say invoices 
owed to you," because not everybody ... That's one thing I've learned through 
the years. The terminology in our industry is very every day to us because we're 
in the industry but to other people who aren't, especially business owners, when 
you say accounts receivable, accounts payable, sometimes they get very 
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confused by those words and so here, they've made it really simple to just say, 
invoices owed to you. And down here instead of accounts payable, bills you need 
to pay. So now everybody, business owners and accountants, can understand 
what's going on in Xero. 

Carla: So, we're going to go ... what I love to do on a Friday afternoon when my brain is 
about mush, but I need to keep working longer for the day, I love to reconcile on 
Xero. It is just fun and I have yet to find somebody to say it wasn't just darn right 
fun. It doesn't take a lot of brain power. So, what happens after you've got your 
bank feeds coming in to Xero, you're going to have this little box here that every 
day as that more transactions are being fed into Xero that number, that 24, is 
going to keep increasing. Come and reconcile whenever you have it on your 
schedule to do so but all you have to do is just click on that blue little bar right 
there and, oh, I hit too many. I was getting too excited there. And it brings up 
these two columns. 

Carla: And so, the left side is going to be what the bank is bringing in to Xero and the 
right side is going to be what's happening in Xero. And so, what ... I get a lot of 
people that say, "Well, I hear that Xero doesn't have reconciliations," and we're 
basing that off what we've always known, which what we knew before in other 
softwares was you go through the process of having to get the transaction into 
the general ledger. So, you have to classify that transaction. Then you wait again 
at the end of the month, or whenever the statement end date is, and then you 
basically have to go and click off the same transactions that you already 
classified to say now that they are reconciled with your bank. 

Carla: Xero takes a different approach and they say, "Instead of you having to basically 
look at the transaction twice, why don't we just classify and as you're classifying, 
we'll be kind of building this reconciliation for you so that at the end of the 
month, we will have this reconciliation built and as long as everything ties and 
the ending balances tie with your bank statement, you're good to go," and I'm 
like, "Wow. That's really cool." So that's really what's happening, is not only are 
you classifying to get all these transactions in your ledger, but you are also 
building a reconciliation throughout the month as you're doing this. 

Carla: And so, this first transaction, what's happened, the bank has brought in some 
money, a hundred dollars has been received by City Limousines. Someone has 
come in here, let's say, it's your bookkeeper, your staff, and they said, or maybe 
the client for heavens sakes, says "This payment is on a really old invoice so 
wasn't sure where to code it." So, under this little discuss tab, the client, let's say 
this was the client, she wrote this in there, so that you, as her accountant or 
bookkeeper at the end of the month was like, "Oh, well, she didn't know what to 
do so she just kind of left it for me," which is fine. And so, what I'm going to do is 
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say, "Well, it's old, she's saying. We're just going to book it to sales. Apparently, 
they got rid of the invoice a while back," or whatever. 

Carla: So, we're going to go to create, the little tab that says create, and I'm going to 
start typing in City Limousines, I'm going to choose them, and I'm just going to 
book it to sales. And as soon as you have a who and a what, an account, you 
don't have to have a why. You can put a why in if you want, if you want to ... 
That's just a description for internal purposes. But as soon as we did that City 
Limousines and what account we wanted to book that to, this Okay popped up in 
the middle and once that Okay is there and we clicked that Okay, these 
transactions are basically going to become one transaction that is now going to 
be in my ledger and it started building my reconciliation report for end of the 
month. So, I'm going to click that okay and then go away. 

Carla: Now why some of these are green is because Xero is like most softwares, is 
trying to use artificial intelligence to help us as bookkeepers as much as possible 
and so it has caught on that this is money being spent. It's a check number. 
Everybody hates those checks when they come in, because we have little or no 
detail about them, but Xero has said, "Hey, we see that there's a payment for a 
bill that you had in Xero for that exact same amount," and you can choose to go 
change this by find and match and change it to another one if that's not the 
accurate one, but it's saying, "We kind of feel like it is, so we're going to mark 
this green and we chose this payment for you, and if it does match," and we're 
going to say it does match, then you can hit Okay and it goes away. 

Carla: Same thing with money received. Here is money that's coming into our bank and 
over here, Xero has said, "Hey, we saw you had this invoice that was still open to 
that same Ridgeway University for that same amount and so we're going to say 
that this is paying that invoice." If it's not, go over to find a match, change it, but 
we're saying it is so we're going to hit Okay. 

Carla: So that's kind of just real quick, I mean low key, how to reconcile. The first thing I 
always do, especially if you have a whole lot of information from a client, is I just 
go through and all the green ones, I pretty much verify they're all right and click 
Okay and get those cleared off. And so, these continue page after page, and like I 
said, it's a great Friday afternoon kind of thing to sit there and match these 
things up because as you build activity in Xero, it starts trying to help you by 
choosing the who and the what to help you along the way. Even if it doesn't, 
most of these transactions, you're going to have ... You're going to know the 
who, and if you know the client, you know what that who's doing and so you can 
just real quickly type that in, your Okay button populates, and then that line's 
gone away. So, it's kind of a fun thing to do and just remember, it's a two in one 
thing. You're not only getting things in your ledger; you're also reconciling which 
I'll show you the reconciliation process in just a little bit. 
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Carla: Okay. Tip here for y'all. This is one way to reconcile, and this is the way I 
reconcile. It's just the way ... You know, how we get caught in the way we do 
things. It's just the way we like it. But just like all softwares, there are multiple 
ways of doing the same thing, but let's say a lot of y'all may do cleanup work, 
and I don't do a whole lot of it, but let's just say you do and you don't want to sit 
here with ... See, right now we're only one of three pages, but what if you had 
one of a thousand pages and you're like, "Oh Lord, this is going to take me 
forever." So, if you come over here to cash coding, basically what it does, it turns 
all of those individual lines from the bank on the left side, the bank side, and it 
turns it into a cool spreadsheet for you and you can choose up here to show 
more. You can actually show up to 200 transactions at a time, and then you can 
tell it just almost like an Excel or Google Sheets, you can tell it to sort by any of 
these columns. 

Carla: Like right now, these are out of order over here and I would think if I was going 
to do it this way, I would choose to sort by payee and it's going to automatically 
line these up for you in alphabetical order and group them for you. So, and 
what's happened here, the 7-Eleven, they have a bank rule in it that says all 7-
Elevens go to office expenses so that's why it automatically plugged those in for 
us. You can set up any kind of rules that you want. And so those two have 
automatically been done, but let's just say down here, these deposits. These are 
all deposits. So, we're going to click each one of those. However, many you got, 
click them all off and I'm going to come over here to the account and I'm going 
to say those are all sales. We don't have any invoices, we do cash. So, we're 
going to do sales and then tab off of that and it automatically populates the 
same account for all the rest of those that you checked off. 

Carla: So, if you have massive amount of cleanup to do this would be a great way to 
man, sort those things and get them tackled and in your ledger really, really 
quick. And then whenever you're done, or if you want, have to break or 
whatever, or periodically even, I would probably save and reconcile the selected 
ones. You can keep doing the screen and just keep adding all you want but at 
some point, I'd probably keep saving and reconciling just so that it's in your 
ledger and it's all accounted for, and you didn't ... The lights went out or 
something that you wouldn't lose it all. So that's a tip for those that do bank 
clean-up and things like that. 

Carla: Let's see what else had on my list here. Let's go to invoices next. Okay. We're 
going to enter a new invoice. Let's just say the ABC Company. I don't know what 
all's set up in here in the demo company. I'm sure there's something under ABC. 
There we go. Okay. You don't have to have an item at all. So, I think back in the 
day, and it's been a couple years since I've used the other product, but I think we 
had to like have items before you could assign them to invoices, but you don't in 
Xero. You can just say, this is ABC furniture company up here. So, let's just say 
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we bought a sofa, one of them for $1,500. I'm sorry. We sold a sofa for $1,500. 
And so, it's going to sales. It added tax. You can set up tax, get rid of the tax, 
whatever you want. And so, I'm going to approve this. 

Carla: Before I do, though, I wanted to see, you can always preview what it's going to 
look like. And so, this is actually what the invoice looks like to the client. I also 
want to show you ... Remember, I told you there's a Xero app. You can also see 
what the invoice looks like if the client is looking at it on their app, or if you're 
doing it on your app. So, a little bit different look to it. You also can attach 
anything you want to, to the invoice. Let's say there was a bill of lading for where 
you received the invoice or something, received the sofa. You can attach it there. 
I'm going to go ahead and approve it. 

Carla: I did want to show y'all the audit trail that kind of happens on every single 
transaction in Xero down here under Show History. It'll show that I created that, 
that it was me that created it. What it was I did when and what time it was and 
also that I approved it. And so, any changes, anything that's done to this invoice, 
know that there's this history down below of what's happened to that invoice in 
case something freaky happens with it. You can always track down who did that. 

Carla: Do make sure you set up online payments. Take the time. It's worth it, to be able 
... For clients to easily click and pay straight from the invoice instead of having to 
... That's if you're not doing prebilling for your services, it's just a great way to 
not have to sit there and wait on them to mail a check or pay however they 
normally pay. It's really easy to do. Xero makes it very easy to set this up. If you 
need help, reach out to me, I'll be happy to show you how to do it, but it's worth 
the little bit of a few minutes that it takes to get that thing set up. 

Carla: Okay. So that's kind of just real quick, like I said, just the basics. You can email 
the invoices. You can set it up, change the template however you want to, to 
email the invoices to the client. One thing I use a lot is copy. So, if you want to 
copy, if you want to ... If it's a big invoice for something for a client, I will just 
copy that same invoice again. Let's say it's, something that's pretty similar, 
maybe only the amounts change or something like that every month, then I will 
do a Copy To and it'll copy that invoice for me where I can just edit it from there. 
You can always do repeating, set it up on a repeating, if it's monthly or whatever 
like that. 

Carla: So that's invoices. And then the other thing I wanted to show you was Bills to 
Pay, which is basically just the same kind of setup as the invoices, just that you're 
paying bills. We're going to say ABC Company. Again, you can attach anything 
you want to there. You don't have to put any item in. You know, we sold that 
sofa a while ago. Let's say this is where we actually bought it for let's say a 
thousand dollars and cost of goods sold. We'll get to that. If you have regions, 
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you can have a couple of different ... what do you call them? Tracking options. 
And so, in this case, in the demo company, they've set up regions and so they 
have if you want to assign it to a region, you can do that and we're going to go 
ahead and approve that. And then again, it shows you down here any kind of 
audit trail going on with it. 

Carla: When payments come in, you'll go down here and enter the payment, partial 
payment or full payment to get that cleared, that balance cleared off. And then 
two other things that I wanted to show you and again, there's multiple ways of 
getting the same thing. Just where I got a while ago under Business, I went to 
Invoices and Bills. You can do that here as well. This little plus sign is really where 
I personally go to, to do all my stuff. 

Carla: I did want to show you Spend Money. So, it's basically the same thing as ... A bill 
is saying you're going to spend the money and so this is just like a cash 
transaction of spending money. You choose which account that's from and we're 
going to say we spent it with ABC again. They're getting lots of our business. If 
you pay by check, you can click that little box and then after you approve this or 
save it, it'll bring up a window for you to enter the check number, so it'll have 
that linked with it. Again, we'll just say the sofa and we bought it for a thousand 
dollars, cost of goods sold. 

Carla: So now this will just basically save that entry straight into your ledger as a cash 
transaction. So that's in there now. Same thing you could do. Again, I won't go 
through the whole thing. The receive money, it's going to look just like the spend 
money, but you're just receiving the money in a deposit. It's not linked with an 
invoice so it's just a straight deposit. You're doing ... Format pretty much looks so 
identical and you're just going to hit save afterwards. So, for time purposes, we'll 
just skip entering it all. 

Carla: Reports. Reports are pretty big in Xero. 

Kirstin: Hey, Carla. Sorry to interrupt. We've got just a few more minutes. We'll need to 
jump off in about eight minutes. Just wanted to heads up. So, thank you 

Carla: No, I can sit here and share forever. So, I think what I'll do is I'll skip the last little 
bit of the demo. Please, if you want any more information or help in Xero, I'll be 
happy to schedule a call with you and do a more intense and thorough demo 
with you or show you more aspects of it that you may be interested in. Like I 
said, though, a general ledger system is a general ledger system. It's just 
different ways of getting to the same result, I feel like, and so know that 
everything you can do in other place and other software you can do, it's just 
going to be a different way of doing it. 
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Carla: So, we'll skip over some of the rest of it. I did ... Well, there's one other I wanted 
to show you real quick. It's called Find and Recode. It's pretty cool function. 
Again, if your client's gone in there and really messed up his books or her books, 
you can do what they call is Find and Recode. And so, we're going to say that 
he's coded all of ... Gosh, let's see. What can we think of? Postage. So, everything 
that's in postage, which I think is 624. Yeah. Hopefully there's something there. 
Oh, there's one. But let's just say there's a whole bunch of transactions. You 
would just click this little box right here. It highlights however many showed up 
that were in postage. You hit Recode. Let's say that we wanted those not in 
Postage, but Office Expenses. So, we're going to tell them to go and recode 
however many transactions there were from Postage over to Office Expenses. 
So, Xero does that for you. So, if a client's really made a mess of things, you can 
clean that up pretty quickly. That's a pretty good tip. 

Carla: We're going to go through pricing. Let's see. Yeah, I guess that'll be the next 
thing that we'll go through. Let me scoot over here and share my other screen 
with y'all. Back to monitor two. Okay. Are y'all back to seeing "Let's take a look"? 

Kirstin: Yes. 

Carla: Awesome. Okay. Thank you. Hubdoc, I'm not going to go into the extra little tip 
in showing it, but I will tell y'all that where most of the time Hubdoc is used for 
bills and receipts, it even says out here on the screen, I used it for a client that 
was in the trucking industry and they had bill of ladings that their truck drivers 
were delivering frack sand in the oil field and bill of ladings are what they build 
their customer from and got paid by the load and how much weight of sand was 
in their truck and so we would actually have them upload the bill of lading 
straight from the oil field and their truck into Hubdoc and inside of Hubdoc, I 
could easily actually totally invoice that bill of lading to the customer, price and 
all, and it would automatically feed into Xero. So, I never even open Xero. I 
would just, as the bill of ladings hit Hubdoc, I would go in there, code everything, 
and it just automatically fed into Xero for me. So, you can think outside of the 
box and not just about bills and receipts, but other ways of how you could help 
your clients use it as a data capture and what all it can do to feed into Xero. So 
that is Hubdoc. 

Carla: Support. You can start a case with support through, I think it's called learning 
central, and I've never had any trouble getting a response pretty quickly from 
them and it's back and forth kind of like an email almost, but it's messaging 
inside of Xero central. Yes, it is because it's up here. Xero central. I just don't 
have to ask for support much. So, I don't wait on lines any longer and on hold. 

Carla: I do want to tell y'all that if you are a Xero user already, I would definitely 
suggest if you have a problem inside Xero, contact your account manager. 
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Everybody that is a Xero partner will have their specific account manager that is 
assigned to them and you find them by going to Xero Headquarters, which is part 
of the Xero platform. Go to Practice on the tab across the top and then click 
Overview in the little dropdown window and then there is towards the bottom 
right a Contact Xero and it's your direct account manager and it gives you their 
name and their email address and so reach out to them if you need help, 
because they may be able to assist you outside of the general support as well. So 
that's really cool to have that account manager link. 

Carla: Pricing. Let's jump on that real quick. Right now, there is a promotion going on. 
50% off. Right here it says for the first three months, but it's actually six months 
that you get 50% off. These are the three main business plans, like it says up 
above. You can find these on the website. I won't spend a lot of time on them. 
There's also what they call partner editions that are only available to you as a 
partner, not your clients. And so, there's two, one's called Cashbook, one is 
Ledger. These are great if your client never wants to access the books and really 
you only need the books maybe to prepare a tax return so you need to get all the 
transactions in somewhere. The main difference between the two is one, the 
Cashbook you can get bank feeds into, the other one you would have to upload a 
file to import the transactions in. So those are available. You won't see them in 
general, out in the public because you have to become partner first before you 
have access to those, but you can get those as well. And this is kind of 
description of those two, the Cashbook and the Ledger. The Cashbook again, has 
the bank feeds. The Ledger, you import the statements. 

Carla: There are some great exclusive partner benefits that you as a partner would 
receive. Looking to see ... Let's see. Usually, it takes about five or ten minutes to 
actually get set up. If you don't have a Xero subscription and account as a 
partner, definitely reach out. You can reach out to me; I'll get you hooked up to 
the right people. Also at the end, we have an email address you can contact as 
well. A tip. If you are a Xero partner, make sure and go to the partner advisor 
directory, which is at Xero Headquarters, Practice on the tab across the top, 
Advisory Directory and go and update your directory, your advisory directory 
profile. I did last probably two months ago and within a week I got a client, he's a 
client now, but it was a potential client out of New York and here I am in Texas, 
that's now added just over $1,200 a month to my revenue from him and all 
through Xero supporting me as a partner and providing that directory for 
businesses looking for bookkeepers. So that was pretty cool. All free. 

Carla: Resources that we have. We have some great resources here. Molly, if you'll 
start throwing in, into the chat, some of these. We've got Xero Hour. It's a 
monthly free round table on specific topics. We have ... We're back to live 
events. We have our XeroCon 2022 in New Orleans next May. There's a link in 
the chat Molly will throw in for that. We have coming up mid-October Xero 
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education month. There’re over 50 webinars that cover a wide range of topics 
from automation to wellbeing. She's throwing a link in the chat for that. There's 
also ... Amanda Aguilar is one of our national Xero ambassadors. She's also a CPA 
and it's kind of like us out here doing the real-world stuff in the accounting 
industry. She has written a book called Xero: A Comprehensive Guide for 
Accountants and Bookkeepers and the link to it in Amazon is in the chat as well, 
if Molly's throwing that in for us. 

Carla: If you're looking for a Hispanic page, there is one now at Xero.com/Hispanic. 

Carla: Next steps. You have free 30-day trial, Xero.com. Join our partner program by 
emailing sales@xero.com or reaching out to me and I'll get you hooked up. You 
can always join another webinar at Xero learning or any of those links that Molly 
threw in there for us. Here's an important screen. 50% off for six months on all 
business and partner edition plans. Here's your code 5046US. Make sure and 
save that. You can always reach out to one of us or a fellow Xero colleague and 
we'll track one down for you. Your account manager can pull it up for you as 
well. 

Carla: A big tip here is don't ever pay full price for a subscription until you have reached 
out to your account manager and found out what the current promo is for that 
month because usually there's always a good one. 

Carla: We have a giveaway. You could win a $50 Amazon gift card. Just click the link 
below and take the survey for a chance to win. And I think I jumped too quick. 
Let me back up and I'm good. If you want to take over, I'll leave that screen up 
for because I think I went too quick and ... 

Kirstin: Yeah. Okay. 

Carla: Yeah, but you can wrap it up and they can click away. Thank y'all very, I had a lot 
of fun and reach out to me anytime. 

Kirstin: Okay. And so, we're out of time for questions, but if anybody has questions, 
where can they like email or contact somebody to get some questions 
answered? Is that one of the links that would be in there? Like Molly, would they 
be able to contact you or- 

Molly: Yes. 

Kirstin: Who should they contact with questions? 

Molly: Yeah. Feel free to contact me. I dropped my email in the chat. It's 
molly.haggler@xero.com and I'll be happy to help you. 
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Kirstin: Awesome. Awesome. 

Carla: Thank you guy so much. At bottomlinebks.com. I'll be happy to share. 

Kirstin: Wonderful. Thank you so much again, Carla, for being here and thank you, Molly, 
for answering questions in the Q&A. I so, so appreciate you being here and we 
will definitely be ... I know that there are some people who are really interested 
in learning more about Xero on a deeper level. So, thank you again for being 
here. 

Carla: Thank you. 

Kirstin: Thanks. We'll see everyone later. Bye-bye. 

 


