
In January 2017 we covered creating a budget in Xero. This is a great way to forecast the year ahead and keep track of how your business is doing 
through the year. 

Now could be a great time to start planning your budget for 2018!

February 2017 saw a review of contacts in Xero. Knowing your contacts, customers or suppliers, is an integral part of any small business. You need 
to know who your key contacts are, who owes you money and how much you spend. Xero released the Contact Transactions - Summary report that 
covered all of this. 

Xero also makes it really easy for you to keep on top of contact activity by integrating your Gmail or Office 365 emails seamlessly with your contacts 
in Xero. So you can see all your correspondence right alongside the financial information for your customers.

In March 2017 we went back to basics and reviewed the Xero Dashboard which is an important part of using Xero. At a glance, you can see how 
your business is doing in real time. It shows you everything from your cash flows in and out, who owes you money and who you owe money to, as well 
as the accounts you want to keep an eye on.

Remember to set up your account’s Watchlist for accounts that you need to keep an eye on by going to Settings > General Settings > Chart of Accounts 
> click on the account and tick the box next to Show on the Dashboard Watchlist.

Another great feature of Xero was covered in April 2017: Xero Files. This is a really handy tool that lets you keep all your documents in one, easy 
to access place. It is also perfect for adding receipts and invoices to transactions and allows you to create folders to organise your documents which 
saves on having to look through piles of paperwork. 

To find Xero Files simply click on the file symbol on the right hand side of the Xero toolbar. 

In May 2017 we looked at how to create and edit a repeating invoice or bill. If you send or receive regular invoices from a customer or supplier, Xero 
can do most of the hard work, you just need to do the initial set up. These are ideal for rental invoices or subscriptions as Xero will automatically assign 
the invoice numbers for you and can be set to generate monthly, quarterly or annually.

Top tips for Xero users
With the festive season fast approaching, we take a look back and summarise some of the most essential tips, tricks 
and updates covered over the last year.
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We then looked at how to deal with overpayments and part payments in June 2017. Overpayments can occur when a customer pays you too much 
or you pay a supplier too much. Whereas a part payment is where either a customer pays part of an invoice or you pay part of a bill. 

There are a few ways to deal with these types of transactions in Xero, please see our June 2017 issue for more details, here.  

In July 2017 we thought it would be a great idea to cover some of the best tips on how to use Xero quickly and efficiently so you could be outside in 
the good weather - enjoying the summer holidays.

One of our favourite tips, illustrated in the July edition, is the ability to use multiple tabs when navigating through your Xero account. To do this, right 
click on a link and choose ‘open in new tab’, this allows you to easily follow transactions without having to re-load pages. And any changes made in 
one tab will update in all tabs after a quick refresh.

September 2017 was back to work so we covered just two of the ways in which connecting with Xero Apps can really help your business profits and 
save time. 

Two great ways to do this is invoicing and expenditure. Harvest is an invoicing App that gives simple time 
tracking, powerful reporting and quick invoicing. It automatically copies invoices across to Xero for you and 
sends out payment reminders to your customers.

Another great time saving App is Receipt Bank. Rather than spending an afternoon inputting expenses manually into Xero, simply 
upload pictures of all your receipts and Receipt Bank will extract all the information and attach the receipt to the transaction. Then all 
you have to do is review and approve.

A great place to start looking at Apps is at Xero’s App Marketplace. 

October 2017 saw the annual Xerocon conference in London and the announcement of the updated Xero Expenses and the launch of Xero Projects. 
You will see our full reviews of both these features in the New Year.

It was also here that Xero talked about machine learning and how it will reduce data entry time, which is the 
subject we covered just last month.

In November 2017 we delved into the world of machine learning and saw how this will work in Xero. 
Essentially, every time you enter data into Xero a tiny robot will learn where you code transactions and once 
enough information has been processed, Xero will start to suggest coding for you. Though you are always 
able to over-write any suggestions auto-populated by Xero.

Need more info?

Contact us at xero@krestonreeves.com or visit our online accounting page at http://www.krestonreeves.com/services/online-accounting 

To view all of our Top tips for Xero users publications please visit our Online accounting news area of the website, here.
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