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integration with Xero

How to set up and maintain the integration with Xero 5. The following message will be displayed. Click the Connect to Xero button.
If you already use Xero as your accounting package you will be able to copy all of your

customers and suppliers from Xero into SmartBiz Online. You will also be able to export o ronwilibeEdiEcedivxeomehstloauheicalesmahonlines

all of your customer and supplier invoices from SmartBiz Online into Xero to eliminate ,

entering them again into Xero.

This setup will only need to be done once when you first set up the interface between

SmartBiz Online and Xero. 6. Log into your Xero account as you usually do. Enter your email address, password
1. Go to the Sidebar menu and click the Login button.

2. Click the [t 4 =L LT option

3. Click the Connect to 3rd party applications link under Set up.

Smar[b|z What do you need help with? Welcoms to Xero

TRl
SmartHub (beta) IR TTT 0TS

Business

Business information Subscription ssword s, x =
Set up your business address(as) and bank account datails Update your subscription settings, printipreview your monthly invoices and Let’s do beautiful business

create supplier invoices from them, if required

Login

Set up

Connect to 3" party applications SmartForm type and status settings
Integrate with accounting packages, on-line payment application Set up SmartForm types and statuses including custom seftings to
and suppliers’ systems. automatically send emails and create work orders.

4. Click the Xero icon

smartbiz What do you need help with?

oniine

SmartHub (beta) [l t to 3™ party n

Accounting packages to integrate with (select one only)

xXero _ @ quickbooks
AccountRight

SmartForms

Customer ﬂ

“. Xero user guide

N




integration with Xero

7. Choose the organisation you want to integrate SmartBiz Online with, then click the
Allow access button. This will link your Xero account to SmartBiz Online and you will be
returned to SmartBiz Online.

xere

SmartBiz Online would like access to
your Xero data

Organisation

Demo Company (NZ) -

Allow access

Cancel and go back

By allowing access, you agree to the transfer of your data between Xero and this application in
accordance with Xero's terms of use and this application’s terms of use and privacy policy. You
can disconnect this application at any time by going to Add-ons in your Xero Settings.

8. Now you are back in SmartBiz Online and you are given the opportunity to import all
your Xero customers into SmartBiz Online. If you choose to not do it now, it can be
done later at a more convenient time.

v Unread notifications

customers from Xero?

Import customers

o You have successfully connected to Xero. Would you like to import

10. After finishing the integration, the Settings page will show that Xero is integrated
with a green border and tick.

What do you need help with?

Accounting packages to integrate with (select one only)

Xero (MmYOB)
AccountRight

SmartHub (beta)
v
-
_
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setting up accounting preferences

How to set up and maintain your accounting preferences
1. Go to the Sidebar menu
2. Click the option
3. Click the Preferences link
4. Click the Accounting accordion.
5. Accounting preferences:
A. Choose how you want a person type customer to be displayed.

B. Choose whether you want the Account Number in Xero to be updated with the
customer/supplier’s Payer reference when exporting customers and suppliers.

C. Choosing this option will update Xero with any new or any changes to existing
customers, suppliers and contractors every six hours.

D. Default Invoice Item and Order Item Account Codes-

A default Income Account code (Invoice Item Code) and a default Expenses Account
code (Order Item Code) must be set up to be able to export invoices

By default, these codes will be pulled from Xero in the Accounting preferences and
you will need to select one to be used for all items that don't have a code recorded
directly on the item. See page 6 for more details.

E. Use Xero tracking categories (SBO cost centers) to see how different areas of your
business are performing. See page 7 for more details.

F. Choose what information do you want stored in the Xero Reference for all
invoices, click the plus icon to see the options. You can select one or all four options.

G. Choose what status you would like the customer and supplier Invoices to have
when they are added into Xero.

You are currently connected to Xero -
Person customer name format used in Xero

Last name + First name @ First name + Last name

Cm Update the Xero Account number with customer/supplier's Payer reference from smartbiz online?
{:E Update Xero every & hours with new and updated customers, suppliers and contractors.

Select the Income Account code to be used as a default if the exported line item has no account code.
With tax Without tax

Select the Expenses Account code to be used as a default if the exported line item has no account code.
With tax Without tax

Select the Xero tracking category to be used with the invoice's cost center when exporting invoices.

v

Select the Xero tracking category to be used with the supplier invoice’s cost center when exporting invoices.

v

What information do you want stored in the Reference for all invoices?

Select an invoice status to use when exporting customer invoices

Job#

Job Description
Customer reference
Job location

Draft Approved Submit for approval

Select an invoice status to use when exporting supplier invoices

Draft Approved Submit for approval
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eXxporting to xero

How to export customer or supplier invoices from SmartBiz Online to Xero

It is very straightforward to export customer or supplier invoices from SmartBiz Online into
Xero. The examples below are for customer invoices but the process is the same for
supplier invoices.

1. Ensure the integration between SmartBiz and Xero has been set up (this only needs to
be done once).

2. Open the Sidebar menu

3. Click the search icon next to Invoice[f3l invoice | [EY| to open the Find Invoices window.

4. The Find Invoices window is opened allowing you to filter and choose which customer
invoices you want to export.

5. Once you have ticked all the invoices you want to export, click the Export to Xero option
in the Actions menu

[HTL LTI Template invoices

eet addres: ation name

Select the o [~ Lo roT ] oo O [ [t
invoices to © Excoman. it
exportto Xero. © e o teaan

0 e Fr 218

© cusmescn Fu A
Involce a

| © Cusomerpion Fo 210
e Y
- O
orser Y

$50000 50000 Tus, 20-A0g-19 50000

siw S48 Fr 21t st
Set as approved
425 $425 Fri 28-Jun-19 8425
s2000 §25200 Sat 2019

[——
stioo sr2650 P swte

[I——
. BT —

Enter payment

© Esstomin. Tis, 1810 s 208 T 200919

Export 1o Xero

AOAOAARA

O0®E

@ ot T e sa9e 25277 Tom, 23010

Click Exportto Xero

6. When you click the export button you will get the following message.

The export will now begin and you will be given a notification when
completed. In the meantime, continue using the rest of the system.

7. When the export has finished you will receive a Notification with the results of the
export.

I Notifications
nvoice export .
3 of 3 invoice(3) have been exported to Xero.
Wed, 30-Oct-19 03:24 PM click here for results >

-
© Balance inc tax 2
b $0.00 .

$150.00 Clear all »

-
Set. as approved
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setting up accounting codes

The accounting codes (Invoice Item Codes and Order Item Codes) are used to determine By default, the accounting codes will be pulled from Xero in the Accounting preferences
which account in the Xero Chart of account an item is exported to. and you will just need to select one as a default to be used for all items that don't have

. . an accounting code recorded directly on the item.
Xero links the accounting codes to the Chart of Accounts.

Invoice Item Codes are set up as chart of accounts type of “Revenue”
Order Iltem Code set up as chart of accounts type of “Direct Costs”
The Invoice Item Code cannot be the same as the Order Iltem Code

HVAC Testing

Accounting

You are currently connected to Xero - Fred’s Plumbing
Person customer name format used in Xero

Last name + Firstname QSIEBE R BT

[ v @RI with irs Payer online?

SmartHub (beta)

Xero Chart of Accounts

Advanced accounting »

Chart of accounts

g
g
]

Jo]o]o]o]o] ]

n Update Xero evary 6 hours with new and updated customers. supphers and contractors.

i

Sedect the Income Account code 1o be used as a default i the exparted ling item has na account code.
With tax Without tax

200 (Sales) - 201 (Sales no tax)

2 g

Add Account ‘ Add Bank Account ‘ T print PDF ‘ Lepod Expod Select the Expenses Account cade 1o be used as 3 default f the exportad line ifem has no acosunt code
Vit tax wWithout tax
e 310 (Cost of Goods Sold) v 311 (CoG Sold no tax)
All Accounts Assets Liabilities Equity Expenses Revenue Archive

]+ ]+]+] ]+

Select the Xero tracking categary fo be used wit the invoice's cost center when exporting invaices
What's this? =) ey

Delete Archive Change Tax Rate | Mo accounts selected Search |
' Name o Tax Rate - If you want to separate items into different accounts in Xero you need to set up invoice
o Sales . T e or order item codes to match the account numbers in Xero’s chart of accounts.

Income from any normal business activity

In SBO got to Settings > Accounting Codes > Click the plus icon to add a new code.

O 2 Sales no tax Revenue No GST 0.00

Other Revenue
O 250 Any other income that does not relate to normal business activities and is not Revenue 15% GST on Income 0.00 In SBO In er'Q

recurring Smartolz ~pa— Chart of accounts

Interest Income il
O am Gross interest income (.. before deducting Residential Withholding Tax), such as  Revenue No GST 0.00

bank interest n o B 3 Add Account Add Bank Account | T} Print PDF Import Export
] Cost of Goods Sold i 15% GST on I Order = = = =
g s Cost of goods sold by the business Hirec Coxls Expenses 0.00 - E Coda 1 e Pr— ANl Accounts  Assels Liabilies  Equity Expenses  Revenue  Archive

n ""'“E AT = What's this? (=)
O s o6 Sold no tax Direct Costs Mo GST 0.00 718 = Pcie
Delete Archive Change Tax Rate | Mo accounts selected

] 400 Advertising Overhead 15% GST on T

Expenses incurred for advertising while trying to increase sales Expenses

Code +. Hame Tyoe
Sales
e Income from any narmal business activity Revenue

200 Sales no tax Revenue.

260 Labour Revenue

Cast of Goods Sold i
e Cast of goods sold by the business Direct Casts.

31 CaG Sold no tax Direct Costs

L2 Sub- Contractor Direct Costs.
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setting up for invoice tracking in Xero

Invoice Tracking in Xero is a way you can slice up your accounts and view reports to see
how specific areas of your business are performing. It provides a different dimension for
reporting - as well as running reports based on where transactions are in your Chart of

In SmartBiz Online
After the Tracking Categories have been set up in Xero.
In Settings > Preferences > Accounting select the category you wish to use in SBO.

Accounts (e.g. rent, sales, travel) you can use tracking to create categories that match
your business activities (division, region, department, activity etc.).
Tracking is optional.

In Xero

Set up the Tracking Categories in Xero first.

In the Accounting menu, select Advanced, then click Tracking categories.

Click + Add Tracking Category.

Under Tracking category name, enter the name of the tracking category. Enter your
tracking option names under Category options.

Click Save.

Division

Tracking category name
Division B Rename

Category options
Install E Rename
Maintenance B Rename
Service B Rename

Add another option |

HVAC Testing

Preferences

Accounting -

You sre currently connected to Xero - Fred's Plumbing

Parson customer name format used in Xero

Last name + Firstname [T EET
AET ) vaate e era ccon Fayer

D Update Xero every & hours with new and updated customers, suppliers and contractors

SmartHub (beta)

Customer

1
&

Sslect the Income Account code to be used as a detaul if the experted lina flem has no account code
With tax Without tax

g

200 (Sales) . 270 (Interest Income)

Salect the be used a5 item
With fax Without tax.
310 (Cost of Gooads Sold) . 404 (Bank Fees)

2
5
&

&
3

Select the Xera kacking calegory 10 be used wilh Ihe invoice's cost center when Xpating invoices.
Division v

o
g

‘Select the Xera racking category 10 be used wilh ihe supplier invoioe' cost center when exporing nvoices
Divisior|

oppoponn

What information do you wanl stored in the Reference for all invaices?
Job descrption X | Job# | X

The tracking category options need to be set up as Cost Centers in Smart Lists.
Go to Settings > Smart Lists > Cost Center and click on the plus icon to add a cost center.
Note the cost center must match exactly the category option you have set up in Xero.

HVAC Testing
Smart lists

Adan saverty lvel
SmartHub (beta)

Assat category
Customer a
0 —

Assst conition

Asset n & @ s

Assel growp

re—
Assel make L4 a

et rd a Service
Assat status
| Cost center
Castng aroup
Invoics profc
Invoics suffx

Job eategory

Jab prefic
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changing the job status

You can set up SmartBiz Online to change the job’s status when a customer’s invoice is
exported to Xero.

To set up the preference go to Settings > Preferences Status Change Events

HVAC Testing What do you need help with?

Orders

Quotes

Reports

Schedule

Supplier invoices
Suppliers

Status change events

Timesheets

Manaae data

Select or add a new status to use when an invoice is exported to Xero, if the this field is
blank the status will not change.

Suppliers o=

Status change events

Change job status on the following events
On first emplayee assigned to job, change fo: On first appointment scheduled for job, change to: On giving job a closed date, change to:

On first emailingiprinting quate, change to: ©On accepting quote, change to:

On first emailngiprnting draft invoice, change to: On first amalling/printing approved invoics, change to-  On approving invoice, change o

v v .

On exporting an invoics, change to: On sefting a partly paid, change 1o On setting as paid in ful, change to

i e s oo - : :
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frequentiy asked questions

Can | export supplier orders from SmartBiz Online to Xero?
No, purchase orders cannot be exported to Xero.

Can | export my "draft" Invoices from SmartBiz Online to Xero?
No, only “approved” SmartBiz Online invoices can be exported to Xero.

Can | export payments entered in SmartBiz Online to Xero?
No, payments can be entered into SmartBiz Online but the payments are not
exported to Xero.

Can | import payments entered in Xero to SmartBiz Online?
No, if you the want the payment details in SmartBiz Online, the payments have to
entered into SmartBiz Online.

How is the data synced to Xero.
You select the customer and supplier invoices you want to export and manually start
the export procedure, (see page 5). In SmartBiz Online preferences you can set up
an option that will update Xero with any new customers or changes to existing
customers, suppliers and contractors every six hours, (see page 4).

How do | disconnect from Xero?
Go to Settings > Connect to 3rd party applications click on the Xero icon and that
will disconnect SmartBiz Online from Xero.

Version2, November 14, 2019

What in data is integrated with Xero?

smartbiz

online

Cosiomersnsspio R corres
-
T - GEITEED
I <
— EETTED
-

Tracking Categories

Chart of Accounts

Unpaid Bills

If you have any questions or need help please contact our support team.

sMartbiz

online

AU phone 1800 350 495 NZ phone 0800 327 943
support@smarttrade.biz
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