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At the end of your billing period, once all invoices for that period
have been finalised, Qunote can provide an export of your invoicing
data as a csv file, which can be imported directly into Xero, ready
for reconciliation within the accounting package.

If you wish to enable Xero integration, first read the below guide on
how to prepare the system. It is important to carefully read all of
the steps below before you begin.

1. ENABLE ACCOUNTS INTEGRATION IN QUNOTE

Go to Admin section > Invoicing > Invoice settings
and set Accounts integration to enabled. Select
“Xero” as the accounts package, then press save.

Invoice enail settings

Tax on expenses o
Activity warning
Accounts Integration
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Xero
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2. SET UP ACCOUNT CODES

Account codes classify the type of revenue, expenditure or transfer that is being recorded
for a transaction. They are used when producing financial reports.

IN XERO:

Xero has a default chart of accounts, but you

can add codes in Xero to use as posting accounts
for sales invoices. Your accountant will be able

to advise on this further, and set up the relevant
codes in Xero.

To view your chart of accounts in Xero, go to
Accounting > Advanced > Chart of Accounts.

The default Tax Rate for each account code is
shown on the right-hand side. This is the default
rate that will be applied when entering invoicing
data manually against that account code. When
importing invoicing data from Qunote, the tax rate
applied will change to the tax rate assigned in
Qunote if it differs from the default.

T — Add Bank Account ‘ ) print POF | T— Export
All Accounts Assats Liabilties Equity Expenses Revenue Archive
whats this? (2
Deete | | Archive | | Change Tax Rate | Noaccounts selected —
O code~ Name e TaxRata
1 090 Business Bank Account Bank No VAT
O ost Business Savings Account Bank. Mo VAT
Sales 20% (VAT an.
D 2 Income from any normal business activity Revenue Income)
Other Revenue
) s Ao tht s ot et 5 el s ety and srt Revawe 2% (T on
recuing
o [nterest Income Revenue No VAT
0 Gross merest mcome
Purchases i 20% (VAT on.
O 0 Gaoek purchased with the nterton of seling these o customers Direct Costs Expenses)
Cost of Goods Sold i 20% (VAT on.
a2 Costof goods sold by the business Direct Costs Expenses)
Direct Wages
SR Payment of nages/salary to an employee whose work can be directy nked to the  Direct Costs NovAT
productor servce
Diract Expenses N 200% (VAT on.
o = Expenses mcurred that reate irecty to earming revenue Direct Costs Expenses)
Advertising & Markating 20% (VAT on
O 40 Expences ncurred for vertising and marketing Overhesd Expenses)
Audit & Accountancy fess 20% (VAT on
& o Evpanses ncued 1Haing to accounting and aud fees Crertnd Erpenses)
Bk Fees o
O e Fees charged by your bank for transactions regarding your bank account(s) . Mo VAT
Cleaning 200% (VAT on.
O e Expenses incurred for dleaning business property L Expenses)
Consulting 200% (VAT on.
0 Payments made to consultants Overhead Expenses)
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IN QUNOTE:

Once you are happy with your chart of accounts
in Xero, you must set up the same account codes
in Qunote. It is important that only account codes
that exist in Xero are added in Qunote.

To set up your account codes in Qunote, go to
Admin section > Accounts Integration > Nominal
codes. Press the green Add nominal code button
and type in the code number and description.

o e

Admin | Accounts integeation | Nominal code / Add nominal sode.

Add nominal code

Code 200

[— e %)

The code numbers must exactly match what is

in Xero. The name/description do not have to be
exactly the same, but should be as consistent with
the description in Xero as possible. You should
make the code Active. Click Save and repeat this
for all of your relevant account codes in Xero.

Adnin [ R

P e
Nominal codes

posmsR - [ nomaatcos
Code. Name/descrigtion Date created Date & time updated Actions.
200 Sales. 221002019 - Edit | Delete
260 Other Revenve 22110/2019 Edit | Delete

a5 Direct Expenses 2211072019 Edn | Delete
04 Bank Fees 2211072010 Edit | Delete
sz Equipment Hire Income =009 . Edi | Delete
18 Travel 2no2019 . Edt | Delete

675 Mieage zznor019 et | Delete




3. SET UP TAX CODES (TAX RATES)

Next you should set up the VAT tax codes you wish to use as VAT analysis accounts for
sales invoices and VAT returns. The Qunote invoicing data export is validated by Xero so it
is important that only VAT tax codes which exist in Xero should be set up in Qunote.

IN XERO:

In Xero, go to Accounting > Advanced accounting
> Tax rates to view the tax rates that you have set
up in Xero.

g Payroll  Projests

Advanced accounting
Avanced teatures Aovances settngs
& Find and recode 7 Financial saftings

& Manual journais % Chartof accounts
[t a—— A0, ot archive,delose, import o xportyous apcounts

& Fixed assats Tax rates
et et o wcets Ad, et o ot e
Assurance dashboard Fixed asasts setings
Export accounting data Tracking sategories
History and notes. Conversion balances
Ven ems

The most commonly used VAT rates are set up in
Xero for you, but you can add tax rates to this list.
Your accountant can provide further information
on the VAT rates to set up.

Advanced accounting >

Tax rates

Getting Started with Tax Rates

Every transaction line item you enter intc.
Account Tax Rate Amourt  your organisation. Tax Rates can have mi
Tax Rate called "City Import Tax (8%)" t

You can generate reports on any Tax Rat.

you need to report on income sep

then you should create a separate T,

- View mare help for Tax Rates

Tax on Sales (8.5%)
Tax on Purchases (7%}
Tax Exempt (0%)
Zero Rated (0%)

New Tax Rate Add Domestic Reverse Charge Tax Rates
Delete | No items selected

Name Tax Rate

20% (VAT on Expenses) 20%
20% (VAT on Income) 20%
5% (VAT on Expanses) 5%
5% (VAT on Income) 5%
EC Acquisitions (20%)

EC Acquisitions (Zero Rated)
Exempt Expenses

Exempt Income

No VAT

Reverse Charge Expenses (20%)
VAT on Imports

Zero Rated EC Expenses

Zero Rated EC Goods Income

OOo0PR OB P EROODRDBERIRO!

Zero Rated EC Services

B 7ero Rated Evpenses

$|2|2|3|% /% 2|32 233

& Zero Rated Income.

IN QUNOTE:

Once you have your list of tax rates in Xero, you
should set up matching tax rates in Qunote.

To set up a tax rate in Qunote, go to Admin section
> Accounts integration > Tax codes and click the
green Add tax code button.

himin e

Adrmin | Accounts integration | Taxcode | Edit tax code

Edit tax code

e ©

» "
oo preye—

e -

Enter a tax code. The 'tax code’ should exactly
match the name/description of the tax in Xero e.g.
‘No VAT'. Then enter the tax rate and the tax name/
description, following what is in Xero as closely as
possible. As you enter each tax code, make sure
that it is active.

admn p— ]

Admin | Accounts imtegration | Tax eode

Tax codes

e E [ rsvncase |
Teiw e e N A =
w e e = P
T . o VAT 22/10/2019 - Edit | Delete
T Zero Reted Expenses 22/10/2019 Edit | Delete
it Zere Reted Income. 22/10/2019 Edit | Delete

Once you have set up the relevant tax rates in
Qunote, you can move to the next step.
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4. SET UP A DEPARTMENT CODE

Xero does not require that you set up department — : ,

codes, therefore, in Qunote, simply create Add department code

a "dummy” department code by going to e B

Admin section > Accounts integration > s (e o
Department codes > Add department code - |

and adding a mock department code, like in

the screenshot shown here.
The reason the ‘department code’ section exists in

Qunote, is because the accounting package ‘Sage’
uses this.

5. ASSIGN ACCOUNT CODES

AND TAX CODES TO SERVICES

You can now assign the account codes and tax - e
codes you have created to each type of service e
you provide. Edit service

Title*

Go to Admin section > Invoicing > Services and S
click Edit next to a service type. S

Mileage nominal code * Milea

Admin | Inveicing | Services Taxcode *

Department code * Defaut

Services
Alprivileged* Yes  @No

Active status * ® Yes No

Choose the account codes that charges for time
(hourly/fixed fee), travel and mileage should be

, , Then press the Save button and repeat for each of
posted to for that particular service type.

your services.
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6. ADDING FEE TYPES

Currently, when adding an expense or regular item
(under “other fees”) to your invoice, you can simply
free-type the description and VAT.

o 1 Vaccination | Pretol v 2000 % 2500

Deseription Rept war Nt

°
H
§

rF
g

Once integrated with Xero, you'll need to select
the description from a pre-defined drop-down
box of “fee types”. The fee type selected assigns
the expense/fee a valid VAT and account code for
when the invoice data is imported into Xero.

To enter a fee type, in Qunote, go to

Admin section > Invoicing > Fee type and click
Add fee type. For each regular item, and each
type of expense, enter a description and select the
relevant account, tax and (dummy) department
code. As you enter each fee type, make sure that it
is active, then press Save.

Adenin Inciceseings  Invocestatuees  Rotegroups  Reguaritams  Servces  Company and Bark deoi  [JERRURNY

Admin | invoicieg [ Feetype | Addfeetype

Add fee type

You'll now be able to select from these fee types
when adding an expense to a filenote or a regular
item to your invoice, so that when you export

this invoice data, it will be validated by Xero.

You can still add a more detailed description of
the expense/fee in the free-text description box
for reference.

Expenses and disbursements

I

Amount * Category * Charge  Receipt

£500 Select category - °

Total

£5.00 AAdd another
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7. CLIENT ACCOUNT REFERENCES

Next, in Qunote, you should enter a client account
reference for each client. The client account
reference in Qunote should exactly match the
Contact Name you have entered for that client
account in Xero. This is imperative to ensuring that
sales transactions can be posted to the correct . |
client account within Xero, when you import the

invoicing data from Qunote into Xero.

Admin / / / Edit client

Edit client account reference

Client name Eloise Weston

Account reference Eloise P Weston

SET UP IS NOW COMPLETE.

To set up your client account references in Qunote,
go to Admin section > Accounts integration >
Client account references and click Edit next to a
client's name. Enter the contact name as it appears
in Xero into the account reference box, then press
Save, and repeat this for all clients.

8. INVOICE DESCRIPTION

Note that when generating an invoice in Qunote,

cM

each item/line of your invoice must have a it rlated

description, as this is a required field for Xero ol — - .
integration. This will be pre-populated according R

to your invoice settings. I“::_ | R - N

Travel time

Category Actualtime  Charged time VAT Rate et

ZHWZOW ° * o e e

Tirme shown n minutes E E £000 £15.00
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9. INVOICE NUMBER

Assigning an invoice number within Qunote is
another required field for Xero integration.

The invoice number can be chosen based on your

preference. Simply click Assign number, choose a

number, then click Use number and then Save.

Invoice number

nroice et vaien doe ovedue

w070 a0z

Choose iroice umber

o (RN (D

Gl e

10. EXPORTING FROM QUNOTE

At the end of the billing period, you can generate
invoices in Qunote and export this invoicing data
into an excel file that can be imported directly
into Xero, meaning you do not have to enter each
invoice manually.

Once you have approved all your invoices for the
billing period, go to Admin section > Accounts
Integration > Export accounts.

Select the start and end dates of the period for
which you wish to export data. It would be usual
to set the "Date from” to a date earlier than the

beginning of the current accounting period so as to

'sweep up’ any invoices raised after the last period
end but dated prior to the previous month end.
There is no danger of importing the same invoice
twice since you can select that the export should

“exclude previously exported transactions”. Set the

‘Date to’ as the last date up to and including which
you want to post invoices to Xero.

10

Press Export and a file of type “.csv” is generated
which will automatically be downloaded.

You should then save this to the correct place on
your computer.

Adnin (RS O —— ]

T S A BT
Export accounts

Date from. oateto

o109/2019 307092019 Exclude previously exported transactions (@) Yes No

There are no ransactions to expartfor this perod

Export

Date & time genrated Period Createdby Transactions Donnload

No exported records
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11. IMPORTING INTO XERO

The next stage is carried out entirely in Xero.

Firstly, ensure that you have a backup of your Xero
Data in case anything goes wrong.

Secondly, ensure that there are no other users on
your multi-user system.

Once logged in to Xero, you will first see the
Dashboard page. This presents you with graphs
summarizing your various balances. It is probably
worth now checking the gross total of all balances
and recording the figure.

To import the .csv file produced by Qunote, in Xero,
go to Business > Invoices > Import.

ited ~ Dashboard  Business  Accounting  Contacts

Sales overview »

Invoices

New Invoice  ~+ New Credit Note Send Statements Export | (D Invoice reminders off

Go straight to step 3 (click browse and select the
sheet exported from Qunote (.csv file)).

Please note: There is no need to download
the template file in Step 1 or copy the invoices
into the template in step 2, as your csv file is
already compatible.

Ensure that ‘Would you like to update contact
address detail?’ is set to No, and the ‘Is the Unit
Amount field tax inclusive or exclusive?’ is set to
Tax Exclusive.

SETTING UP XERO INTEGRATION

- Dashboard Business Accounting Contacts

Sales overview >

Import your sales invoices

Import your invoices

To impart invoices from another system please follow the steps below...
Step 1. Download our invoices template file

Start by downloading our invoices CSV (Comma Separated Values) template file. This
file has the correct column headings Xero needs to impart your invoice data.

BL| Download template file

Step 2. Copy your invoices into the template

Export your invoices from your old system as a comma separated list. Using Excel or
another spreadsheet editor, copy and paste your invoices from the exported file into the
Xero template. Make sure the invoice data you copy matches the column headings
provided in the template.

IMPORTANT: Do not change the column headings provided in the Xero template.
These need to be unchanged for the import to work in the next step.

Dates are assumed to be in English (United Kingdom) format. For
example, 25/12/2019 or 25 Dec 2019.

Step 3. Import the updated template file

Select the file to import
Browse | Mo file selected

The file you import must be a CSV {Comma Separated Values) file. The name of
wour file should end with either .csv or .bet.

Would you like to update contact address details?

© No, ignore all address details

-’T-Ts, update contacts with imported address details
Is the UnitAmount field tax inclusive or exclusive?

10 Tax Exclusive
() Tax Inclusive

The imported invoices will be presented under

the Draft heading and can be identified by the
contact name/account reference and invoice
number. You can view each invoice and edit the
flelds, such as the description, if required. Once
you're happy, each invoice can be ‘approved’, which
presents the invoice as awaiting payment ready for
reconciliation when the money comes in.

THE PROCESS IS NOW COMPLETE.
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12. MANUALLY UPDATE INVOICE STATUS

IN QUNOTE (OPTIONAL)

As a final step, once an invoice has been marked as
‘Paid” in Xero, if you wish, you can manually mark
the invoice in Qunote as 'Paid".

Please note: Invoice statuses don't update
automatically update when they have been marked
as paid in Xero.

In Qunote, go to User section > Approved Invoices
and click on the Status of the relevant invoice to
change the status from ‘Pending’ to 'Paid’. You can
also add a note here. Press Update and the status
of the invoice will be updated.

12
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