Allocate a part payment Xero Bank Feed Deposit to an Invoice

Sometimes your clients might make progress payments where they pay a portion of an outstanding

invoice. You can receipt using the Sales menu but | find it easier to pick up my customer receipts

from the Dashboard

1. When you log into your Xero you will land on the
Dashboard. Click on the Blue Reconcile button

2 Inyour Bank Reconciliation window on the left hand columnwyou s
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3 Click Find & Match, A list of all of the unpaid invoices that you have already entered into

your Xero file will appear. From the list that comes up, click the customer and invoice that

you want to allocate that bank deposit to by clicking the check box with your mouse

(/

1. Find & select matching transactions .7} Show Receiveg

Reference

4= | Central Copiers 945-0RC
( mu Feb2017 ¢ | SMART Agency SM0195-70135
h 11 Mar 2017 4a| Met Connect 0721-003
/ 12 Mar 2017 4= | PowerDirect C-20112
yi 13 Mar 2017 4= | SMART Agency 5M0210-70209

18 Mar 2017 4| PC Complete
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Clear search
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4. Click the itty bitty SPLIT

March

3 Sep 2018
A i Find & select matching transactions below
1. Find & select matching transactions Show Spent [tems Search by name or reference  Search by amount
o Show AUD bems only
Clear pearch
Date & Name Befererce Sty Rt evend
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5. Complete how much you want to allocate as the part : :
P y P Split transaction X

payment. Then click the SPLIT button

Split this transaction if you need to record a part

payment.
Balance AUD 165.00
< Part payment [150.00

Remaining amount AUD 15.00

[ o R

6. You will then land back on the reconcile sc een.pnce you have got all Green fields on
your screen, which means that Xero ?s thatwyour transactions now balance, then click

J

the Reconcile Button on the bottom onthe screen and job is done.

3. Thie sum of your selected transactions must match the money received. Make adjustments, as needed,

Subtotal 180,00 AUp B Adiustments =

Must match: Money Received 150,00 AUD 150.00 AUD

&

If you need any further training or assistance with your Xero cloud accounting software contact

Exact Accounting — Xero Certified Advisor.
’(
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Cheers,

Kerry Casanova, CPA




