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Preparing to Use Xero

You will now apply what you have learnt in the Online resources by completing a case study to report on
financial activity using Xero, a popular online accounting software.

You must use the free trial version of Xero to complete this case study. You will have access to this version
for 30 days of creating the simulated company file in Xero. You must complete the assessment within this
30-day timeframe.

General instructions:

= Throughout this assessment, you must create new accounts or modify the default Xero accounts
when necessary to complete the assessment tasks.

* You must follow Bounce Fitness’s accounting policies and procedures to guide you through your tasks.
= Access and review the following documents for Bounce Fitness:

o Bounce Fitness Accounting Policies and Procedures

o FNSACC414-Bounce Fitness SFC Transactions Information-LR Xero Case Study

This document is provided along with this learner guide. It contains company and
transaction information that you will enter in the Bounce Fitness SFC organisation file in

Xero.

Sign Up With Xero and Activate Your Account

You can sign up for a free Xero account to complete this case study. After activating your Xero account, you
will add an organisation to complete the tasks in the case study.

Required Reading
Read Xero’s support page on signing up with Xero through the link below.

Sign up with Xero
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https://compliantlearningresources.com.au/network/accountabilitynow/policies-and-procedures/
https://compliantlearningresources.com.au/network/accountabilitynow/policies-and-procedures/
https://www.xero.com/au/xero-free-trial/
https://www.xero.com/au/xero-free-trial/

To sign up for Xero and activate your account, follow the steps outlined here:

1. Go to the Xero sign-up page.

@ Go ek 1
Sgn ey
Your sefected plan
-
50-day free trisd
Start a 30-day free trial
it a8 Join gver 2 million substribery vaing Xerd to power their Susinoss
NEerted T taet ~atuires 24T prlne peppen Carvied vy Lme
Fant same
Ladt same
L L
Phane
Lesation
e
» rest e " r ™ ran e avd o™
det
Terms of ase. privacy netice 4~ offer dezalls

2. Enter your details, read and agree to the terms of use and privacy policy, then click ‘Get started’.

w

Open the activation email from Xero. Check your spam folder if you do not receive the email within
a few minutes.

Click ‘Yes, it's me - let's get started’.
Create a password. Your password must contain at least eight characters and one number.

Click ‘Activate your account’.

N o v &

Once your account is activated, you can start using Xero.
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https://www.xero.com/signup/

Bounce Fitness Seniors Fitness Club

You are an accounting assistant for Bounce Fitness, a fitness services company. Bounce Fitness provides
premier personal training services in Cairns, Brisbane, Sydney, and Melbourne. They also own Bounce Fitness
Seniors Fitness Club (Bounce Fitness SFC), a not-for-profit fitness club that provides services to promote
health and fitness for seniors.

You must:

= Start an organisation in Xero

= Record financial data

= (Calculate and analyse financial ratios

= Prepare financial accounts and statements

For this case study, you must record transactions in Xero in the financial year corresponding with the financial
year in which you are completing this report unless otherwise specified.

For example, if you complete this assessment in October 2022, then the financial year is 1 July 2022 to 30
June 2023. You must enter transactions for this financial year unless otherwise specified.

The financial year notations used in all provided instructions and templates are as follows:

1 July 20YY: The first day of the current financial year

30 June 20YY+1: The last day of the current financial year

20YY minus 1 or 20YY-1: One year before the current financial year
20YY minus 2 or 20YY-2: Two years before the current financial year
20YY plus 1 or 20YY+1: One year after the current financial year

20YY plus 2 or 20YY+2: Two years after the current financial year

All screenshots shown in this case study are for the financial year 1 July 2022 to 30 June 2023.
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1. Start a New Organisation File in Xero

To start a new organisation file for Bounce Fitness SFC, you must add an organisation in Xero by doing the
following:

1. Review content in the Conversion Information and Conversion Balances sheets in the Bounce Fitness

SFC Transactions Information-LR Xero Case Studly file.
2. ldentify the following information:
=  From the Conversion Information sheet:
o New Organisation Information
o Organisation Details
o Financial Settings
o Conversion Date

The financial year must be based on the current financial year when you are
completing the assessment. For example, if you are completing this assessment in
October 2022, then the financial year is 1 July 2022 — 30 June 2023.

=  Conversion balances from the Trial Balance in the Conversion Balances sheet
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i.Enter Conversion Information

Required Reading

Before entering conversion information, please read Xero’s support page on how to add your organisation to Xero through the

link below.

Add your organisation to Xero

Here are the following steps:

1. Login to Xero.

2. Enter Bounce Fitness SFC as the organisation's name and complete the other fields.

3. Click Start Trial to add a trial organisation for Bounce Fitness SFC.

@

Add your business
Busliwes nams

Bounce FRness SFC

Industry

Other Services -
Coumry
Australa -

Time pome: UTC«10 00) Cantens. Meitoune Sycrwy »

Do you have senployses?
O ves

No, it's just me

Single Towch Payrol lant inchaded in the il To ose this fasture
youll nead 1o Duy @ Xsro sebscripton

Are yuw registnied Sor GST?

Yes, calculate GST on my ransactions

™~

" Imnata oot

o m
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https://central.xero.com/s/article/Add-another-organisation-to-Xero?userregion=true#AddyourorganisationifyoualreadyuseXero

ii.Enter Organisation Details

Required Reading

Before entering the organisation details, please read Xero’s support page on how to update your organisation's details in Xero

through the link below.

Update your organisation's details

Here are the following steps:

1. Click on the Bounce Fitness SFC organisation name, select Settings, and then click Organisation

details.

2. Enter or edit the Basic Information.

3. Click Save.

m

Organlsailon detalls

orce I°]

Basic Information

Dsspiiry name

Lega | Tradng mane

Logo

VRt |y your e of usiness ?

Orgasisation type

Austraben Busivass Number

Branch (f azppticanie

O1gasisation descoplion

Include some of your information on the online invoices you send
Learn more

V20 EA0 (HA0EA WINCH OWlads Dk

on &

Ecunce Firass SFC

Bounce Fineis SFC

Otrer Servicas
Nt for Prole -

21085 3T @5
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https://central.xero.com/s/article/Update-your-organisation-s-settings-AU

iii. Enter Financial Settings

Required Reading

Before entering financial settings, please read Xero’s support page on setting up your organisation's financial settings in Xero

through the link below.

Set up your organisation's financial settings

Here are the following steps:

1. In the Accounting menu, select Advanced, then click Financial settings.

2. Under Financial Year End, click Change.
3. Select your Financial Year End day and month.
4. Choose the Activity Statement Settings.
Set the Tax Defaults.
6. Click Save.

ﬁlnanclai settings

TRaw's & N acthily slalmnont fist supports bath e ATO's Simpler BAS and Full BAS nporseg
You can chasge 1o the new BAS and manage your BAS seticgs bom the new acthity statement

Gu o oo BAS

Financisl Year Eng

» v iAo -

Actinty Statement Setmngs

G5 Actourtag Metaed Tax P Mavber G5T Ceudaon PRYG Wthheld Permed - SATG Incaws Tas Fethod
Acorasls Pec . 355345 M5 Quamerly [Opnaat] | = fase .| oew
AL13308 130 S8 FFLIIEE W A8 BEIEE

LI Frings st T | Pl T Credts Wee Taasisition T

Tax Detaulty

For L

Tax excherne | Dhctater secrme geom. DeSY PEIM SR AU Tumey tane

Per 2anchanes

T ewihsne o | ltater ads puniims wrewy el viten snf pend marey Sews
Lock Dates

518 fares stvg dsls e ey Caanged be o e pemmd Yen ar themgy huse ot ww Yrm

The boch date for Wes segmmnation u oot 3t

Time zone

(WTC10:00) Cankarm, Mabasron, Frdvey -
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https://central.xero.com/s/article/Set-up-your-organisation-s-financial-details-AU#Aboutfinancialsettings

iv.Change User Settings to Grant Yourself Adviser Access

You will need adviser access to record manual journals.

Required Reading

Before changing user settings to grant yourself adviser access, please read Xero’s support page on finding and changing assigned

user roles in Xero through the link below.

Find and change assigned user roles

Here are the following steps:

1. Click on the Bounce Fitness SFC organisation name, then select Settings.
2. Under General, click Users.

3. Select your username.

4. In Business and accounting, select Adviser.

5. Click Update permissions.

Fou baen acmens 0

W A e ea s 0 e reed

Lo

wstat

(71 2000 il Pk 4 i 35 FINCI 30 IR A EABadns SN 40 PANACH C0R e 0ee ITY

)

8 5ot samas

Sa PUN L Nt A LA IBCLEDG PIRIMmG Snd Ak

Mo ik accens B0 you reed®

[l

AL e o r—
PreAbpeTert Usanvant bet oy pviee

<

AN

AN
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https://central.xero.com/s/article/Change-a-user-s-role-or-permissions

v.Add a Bank Account

Required Reading

Before adding a bank account, please read Xero’s support page on how to add a bank account or credit card account in Xero
through the link below.

Add a bank account or credit card account

Here are the following steps:

1. In the Accounting menu, select Bank Accounts.
2. Click Add Bank Account.
3. Start typing the bank's name. Select the bank from the list.

4. Enter the bank account details. See the image below for reference:

Enter your Suncorp (AU) account details

Account Mame | Suncorp - Bounce Fitness SFC
Account Type | Everyday (day-to-day)
Account Number | 484-T89 234567291 AUD

[] rve set up batch payments

+ Add amother Suncorp (AU) account

Click Continue.

o wu

Do not follow instructions to Connect with the bank. Leave the page.
7. In the Accounting menu, select Chart of Accounts.

8. Click the bank account to open the Edit Bank Account Details window.
9. Enter the Code of the bank account.

10. Click Save.
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https://central.xero.com/s/article/Add-a-bank-account-or-credit-card-account-AU

Refer to the image below for a reference to the ‘Edit Bank Account Details’ window:

Edit Bank Account Details b4

Your Bank
Suncorp Bank (AU)

0 Bank feeds are available

Account Name
Suncorp - Bounce Fitness SFC
As you would like it to appear in Xero (limited 150 characters)

Account Type
Everyday (day-to-day) -

Code

/01 'a01" is available

A unigue code/number for this account (limited to 10 characters)

Currency
AUD Australian Dollar

Bank Account Number
BSB Account Number
484-7040 — 2345678901

Use the options below if you make batch payments... ” |
DE User ID {Required by some banks)

[_] Include self-balancing transaction in the ABA file

-
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vi.Enter Conversion Balances
Required Reading

Before entering conversion balances, please read Xero’s support pages on how to enter conversion balances and how to add, edit
or delete an account in Xero through the links below.

Enter conversion balances

Add, edit or delete an account

Here are the following steps:

1. In the Accounting menu, select Advanced, then click Conversion balances.
2. Click Conversion Date. Select the Month and Year of conversion. Click Save.

Conversion Balances =

Conversion Date

Conversion Date

Enter the date that you began processing all your transactions in Xero. It's easiest when
you set your conversion date to be the start of a G5T period. Tips for Choosing a
Conversion Date.

Month Year
July |»| |2022 |-

For this conversion date you nead to enter comversion balances (also known as opening
balances) as at: 30 Jun 20232.

ﬁm

3. Click Show all accounts.
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https://central.xero.com/s/article/Enter-conversion-balances
https://central.xero.com/s/article/Add-or-edit-an-account-in-your-chart-of-accounts

4. Enter balances from Bounce Fitness SFC’s trial balance into the debit and credit fields.

To add an account not listed, click Add a new line, then click Add new account. Refer to the image
below for reference:

Advanced accounting

Conversion balances

o Conversion date saved.

Add Comparative Balances Conversion Date

1 Jul 2021 - 30 Jun 2022

Enter your account balances as at 30 Jun 2022

Account Debit Credit
601 - Suncorp - Bounce Fitness SFC 73,500.00 | X |
930 - Members Funds Introduced 73,500.00 0
. ) Show all accounts Remove zero balances
Add a new line |
Total Debits 73,500.00 Total Credits 73,500.00
Adjustments 0.00
This accounts for the difference between debits and credits and for FX gains
and lossas
[ ] Lock balances at 30 Jun 2022
Locking ensures no accidental edits to balances or transactions are made before this date.
Only users with Adviser roles will be able to make any changes. Read more
= =
5. Click Save.
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vii.Generate the Trial Balance Report

To confirm accuracy, you should now generate the Trial Balance report for Bounce Fitness and compare it
with the conversion balances you entered.

Required Reading
Before generating the trial balance report, please read Xero’s support page on the Trial Balance report through the link below.

Trial Balance report

Here are the following steps to do so:

1. In the Accounting menu, select Reports.
Find and open the Trial Balance report. Use the search field in the top right corner.
Set a Date range by selecting End of last financial year for the date of the report.

Click Update.

ok W N

Compare the Trial Balance report with the conversion balances you entered.

Refer to the image below to see what a Trial Balance report looks like:

Date: End of lnst fmancial your Colamns Compare with Groupsg! Seemmarising

30 Jun 2022 - 5 columns selecied - Compare with 1 year - None -

Trial Balance ] Reorder columns

Bounce Fitness SFC

o % 20 J 2022
s 8 30 Junhe 2022

0 Suncorp + Beunce Fitness SFC Bark
46} Memters Funos inroduced Equty
Total 73.500.00 73,500.00

6. Correct any errors or discrepancies.

7. Export the report and save it to your computer.
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https://central.xero.com/s/article/Trial-Balance-report-new-version

2. Record Journal Entries
Continue using the Bounce Fitness SFC organisation file in Xero to record journal entries.

1. Access the Bounce Fitness Accounting Policies and Procedures file and review the policies and
procedures for:

= Checking source documents
= Recording journal entries
2. Access the Bounce Fitness SFC Transactions Information-LR Xero Case Study file.

i.  Check the content in the Source Documents sheet in the Bounce Fitness SFC Transactions
Information-LR Xero Case Study file.

ii. Identify all errors in the source documents, which are required to be referred for resolution

and corrected. Compare your identified errors with those shown in the table below.

Source i
Transaction Type Rectification
yp Document

. No GST has been Include $245
Purchase Tax Invoice 18/7/20YY included GST
Cash Payment Cheque Butt 9/7/20vYY Payee (.jeFalls are Include Payee
missing details

iii.  Identify the source documents that have no errors.

These are the external financial data that are consistent and accurate. These transactions will be entered into
the Bounce Fitness SFC organisation in Xero as journal entries.

Further Reading

Please read the ATO’s page on grants and sponsorships for not-for-profits to understand the GST implications on grants through
the link below.

Grants and sponsorships for not-for-profits

Page 17 of 40
Supporting Document: FNSACC414 Prepare financial statements for non-reporting entities ~ Version 1.0 COlab


https://www.ato.gov.au/Non-profit/Your-organisation/GST-for-not-for-profits/Grants-and-sponsorships-for-not-for-profits/

i.Record Grants Received
Required Reading

Before recording grants received, please read Xero’s support page on creating an invoice for your customer through the link below.

Create an invoice for your customer

Post journal entries for each identified grant-received transaction that had no errors to the appropriate
general ledger accounts using the Invoices option. Here are the steps to do so:

1. From the header, click the quick launch icon , then select Invoice.
2. Inthe Tofield, type the contact’s name. Select ‘Add as new contact’.
3. Complete the remaining invoice details.

You must fill out the Due date, Description, Account, and Tax Rate fields to approve the invoice.

To select an account not listed, click in the Account field, then click Add new account.

Add New Account X
Account Type How account types affect your reports
Ravenue M Profit & Loss Balance Sheet
L ) ) Income Current Assets
A unigue code/number for this account (limited to 10 characters) Ravarnua Current Assats
Sales Inventory
201 P
—— Less Cost of Sales repaymants
201" is available Diract Costs Plus Bank
Name GROSS PROFIT Bank Accounts
Plus Fixed Asset
A short title for this account (limited to 150 characters) Plus Othar Income Illé?xelcjlc;ss:ts: :
Other Income
Grants - Federal Government Plus Mon-current Assets

Less Expensas
Description (optional) Expansas

Mon-current Assets

jati TOTAL ASSETS
A description of how this account should be used g::rﬁma;lon
rheads Less Current Liabilities
MET PROFIT Current Liabilities

Lass Mon-current Liabilities
Tax Liabilities
The default tax setting for this account Mon-current Liabilities
GST on Income - NET ASSETS

Equity
[T show on Dashboard Watchlist Equity

Plus Net Profit

[C) show in Expense Claims
TOTAL EQUITY

[T Enable payments to this account

? You can also modify where accounts appear in your reports
“ - using Customised Report Layouts
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https://central.xero.com/s/article/Invoice-a-customer?userregion=true#Createanewinvoice

L300 ptve

New Invoice

that pew ackd yunsr s

cortart ety betate setIEng PA:Tes

Te Date Dee Dete aaie ¢

Asrnaian Oewmn i . AN LR L

AUD Amhe e Deler -
[T o "E Frne
[eveng Seca! Inouman fvougn Soon snd SYepce AR BERTAR

Al Qe Prgam

Adtarem e ~

© Preven [

AenaaTin A% Tex Soomeee -
Aitran e Sowiees BT
101 - dowen - Feana Govenrent ST on ncoem 147 00 0
e 7o 2
ot GST 10.00% W0 M
TOTAL 161,700.00

Ao

4. Check all details.

5. Click Approve.

6. Similarly, create invoices for the remaining grants received transactions.

Refer to the following images for reference:

Add New Account

Account Type

| Revenue -

Code

A unigue code/number for this account (limited to 10 characters)
202

‘202" is available

Name
A short title for this account (limited to 150 characters)

|Grants - State Government
Description (optional)

A description of how this account should be used

Tax
The default tax setting for this account

|GST on Income -
[ show on Dashboard Watchlist
[ show in Expense Claims

[ Enable payments to this account

How account types affect your reports

Profit & Loss

Incomea
Ravenua
Sales

Less Cost of Sales
Direct Costs

GROSS PROFIT

Plus Other Income
Other Incoma

Less Expenses
Expansas
Depraciation
Overheads

MNET PROFIT

Balance Sheet

Currant Assets
Current Assets
Inventory
Prepaymants

Plus Bank
Bank Accounts

Plus Fixed Assets
Fixed Assets

Plus Mon-current Assets
Mon-current Assets

TOTAL ASSETS

Less Current Liabilities

Currant Liabilitias

Less Mon-current Liabilities
Liabilities
Mon-current Liabilities

MET ASSETS
Equity

Equity
Plus Nat Profit
TOTAL EQUITY

You can also modify where accounts appear in your reports

using Customised Report Layouts
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B sewvare ¢ redte

New Invoice
|
[On- that you 200 yees o vl badare waning srecioe
1o Cete Duve Do Nimio ¥ Hetorwncn
VX1t Dt . 1SA2IEE e 1BARNET e WOKE @ roew 1]
AUD Asrvman Dutet * ADSUS IV T Exchane .
tan Dessrtatyn N el Pees Tesz Azzzaer Tat Shate Ammmst AU
Bannts FatCedlat Cranth Progran 100 3450000 202 - Cyurts - 3004 Orrerrenant 157w vronse FA30000
At zewivm - 200 7650 00
Yol GST 10 08 1m0

TOTAL  26,950.00

Dabnl Gwwviime 8O

New Invoice

]
l 0 11 4 ocomimended Bat you 080 pret ST Al e commet Deiale bates 30 Mecions

n Dels D Dete Fresice ¥ Neterenca
Vi taraet Geemin . AN e WA e WOKS @ w1
B0 hasvwan Doan . AZvSets ME T e .
e (et M e peve ME N Asgeen Tou Foame prss——l
Pan Sviy Sew Fung pestt pogem 1 17229 0% 200 - Qrares - Stww Ggverrevem GET m mcone 122%m
Adiarewion « e 1226000

Ve OET 10008 12250

TOTAL  13,475.00

D
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ii.Record Purchases
Required Reading
Before recording purchases, please read Xero’s support page on adding and approving bills through the link below.

Add and approve bills

Post the purchase journal entries for each identified purchase transaction with no errors to the appropriate
general ledger accounts using the Bills option. Here are the following steps:

1. From the header, click the quick launch icon , then select Bill.
2. Inthe From field, type the contact’s name. Select ‘+ new contact’.

3. Complete the remaining bill details.

You must fill out the Due Date, Description, Account, and Tax Rate fields to be able to approve the
bill.

™

New Bill

From e Duw Date Rrterwrce Tatal

Tagh! Trarwg Sersces 2420203 . Mg . L o 1347 %2

e Amtuiels S T Ennve

Musnywine = ARBign weputines (v & cantume Subbetel 2259

fok O3 ¥ 0% "

TOTAL 1,347.50

4. Check all details.
5. Click Approve.

6. Similarly, create bills for the remaining purchase transactions that have no errors.
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Required Reading
iii.Record Cash Receipts
Required Reading

Before recording cash receipts, please read Xero’s support pages on adding a receive money transaction and recording a payment
on a customer invoice through the links below.

Add a receive money transaction

Record a payment on a customer invoice

Post the cash receipt journal entries for each identified cash payment transaction without errors to the
appropriate general ledger accounts using the Receive Money option. Here are the following steps:

1. From the header, click the quick launch icon , then select Receive money.
2. Select the bank account you have received money into, then click Next.

New Receive Money

Select a bank account to make payment to

Saonconp - Bounce Fitnass SFC

3. Inthe From field, type the contact name. Select ‘+ new contact’.
4. Complete the remaining transaction details.

Refer to the images on the next page for reference.
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Add New Account ®

Account T
ype How account types affect your reports
Revenue - ) o
Code Profit & Loss Balance Sheet
203 Incoma Current Assets

*203" is available Revaenue Current Assets
Sales

Inventory

,:hlgl:gqﬁu:r:;:defnumber for this account (limited to 10 Less Cost of Sales Prepayments
Direct Costs Plus Bank
Name GROSS PROFIT Bank Accounts
Plus Fixed Assets
Donaticns Plus Othar Income Fixed Assets
A short title for thi t (limited to 150 characters) Other Income Plus N t Asset:
short title for this account (limited to characters us Non-current Assets
Lass Expensas Men-current Assets
o - Expenses
Description {optional) Dapraciation TOTAL ASSETS
Overheads Less Current Liabilitias
MNET PROFIT Current Liabilitias
Less Mon-current Liabilities
o Liabilities
Mon-current Liabilities
A description of how this account should be used MET ASSETS
Equity
Tax Equity

GST Free Income | * Plus Met Profit

The default tax setting for this account TOTAL EQUITY

[T Show on Dashboard Watchlist et

. ) You can also modify where accounts appear in your
[ show in Expense Claims reports using Customised Report Layouts

[T Enable payments to this account

=

Bark Accourts | Sancap - Bouncs Fivess SFC

New Receive Money

Recelved as  Dwodt Poyomnt « ‘0
From Date Referonce Total
Qn Road Traners 0 .Ju 2022 v 305 98
AUD Austratan Dollar Amounts 8% Tie WCUEvg .
ram Descrpnon Qty (it Pace Acooum Tox Rato Amouns AUD
Denmdon 100 22000 200 - Doradtmns GST Frae Incoms 56000 X
e
AOZ @ now fine fapua 900 00
Gst 200

5. Check all details.

6. Click Save.
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7. Similarly, record the remaining cash receipt transactions.

Add New Account

Account Type
Revenue -
Code

204

‘204" is available
A unigue code/number for this account (limited to 10
characters)

Name

Fundraising Revenu

A short title for this account (limited to 150 characters)

Description (optional)

A description of how this account should be used

Tax

G5T Free Income -

The default tax setting for this account
[CJ Show on Dashboard Watchlist
[T Show in Expense Claims

[C) Enable payments to this account

How account types affect your reports

Profit & Loss Balance Sheet

Income Current Assets
Rewanue Currant Assats
Sales Invantory

Less Cost of Sales Prepayments
Direct Costs Plus Bank

GROSS PROFIT Bank Accounts

Plus Fixed Assats

Plus Other Income Eixed Assets

Other Incoma
Plus Non-currant Assets

Less Expenses Mon-current Assets

Expenses

Depreciation TOTAL ASSETS

Overhaads Less Current Liabilities
MNET PROFIT Current Liabilitias

Less Mon-current Liabilities
Liabilitias
Mon-current Liabilities

MET ASSETS
Equity

Equity
Plus Net Profit
TOTAL EQUITY

You can also modify where accounts appear in your
reports using Customised Report Layouts

=

Rae Accowns : Sancorp - Bagnpe Fteees 0

New Receive Money

0 The transaction hae baen sesad

Recelved as  Dumct Payment
From Date Rotarence
Casdl ety e N2 . 458
AUD Ausstralian Dolter
Mem Descnption Qiy
Fusarasing rafle

Add 2 pew line

et Price

a
Total
1225
Amconts ww T mcusive -
Actoam Tax Rate Amowmn AUD
122500 2M4-Funorasing Rovesue  GST Frad Incomu 122500 X
Subiotal 122500
(1 o0
TOTAL 1,225.00

ﬂ Save & s0d ancther m
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iv.Record Cash Payments
Required Reading

Before recording cash payments, please read Xero’s support pages on how to add a spend money transaction and record the
payment of a bill through the links below.

Add a spend money transaction

Record payment of a bill

Post the cash payment journal entries for each identified cash payment transaction without any errors to
the appropriate general ledger accounts using the Spend Money option. Here are the following steps:

1. From the header, click the quick launch icon , then select Spend money.
2. Select the bank account you have spent money from, then click Next.

New Spend Money

Select 3 bank account to make payment from

Suncorp - Bouncs Filness SFC

3. Inthe From field, type the contact’s name. Select ‘+ new contact’.
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4. Complete the remaining transaction details.

Bawvk Acoouihs » Suncang - Saunce Firon 5FC

New Spend Money

Spentas  Dwwit Dagmant

To Date Reference
Fishy Accourts 17w 2022 - 5558
AUD Austrnlian Doty
e Dexcrpnon Lty
Accounting
o
Aud a mew line Asaign eapmnass 4 8 cusimer

[
Total
95
Amoantz 6 Tax InckiEhg -
Unit Pace Account Tax Satn Amouns AUD
29950  A12-Consutng & Q2T on Expanias WeS0 X
Accounting
Subtoesl 26950
woudes GST 10.00% 2450
3 ==

5. Check all details.
6. Click Save.

7. Similarly, record all cash payments.

Banh Acscunts « Surcep - Gooss Fivess BFC

New Spend Money

0 The trareaction has been saved

Spentas  Dwwct Paymest «

To Dato Refetence
Beta Froperty Marapers 20 34 2022 v 439
AUD Austratien Doliar
Nam Descrgpbon Qry
Lesie premses
e
A A hew boe Asugs exponses 10 3 customet

a
Total
1347.50
Amounts am | Tax Incusive .
it Price Aroosn Tin Natu Amoust AUD
LM a45-Remt GST on Expanses 1Mrs x
Setnon 1347 50
mauges GST 10.00% 1225
TOTAL 1,347.50

Save & aad anorner i Camel |
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v.Generate the Trial Balance Report

You should now generate the Trial Balance report for Bounce Fitness and compare it with the transactions

you entered to confirm accuracy. Here are the following steps:

1.

Supporting Document: FNSACC414 Prepare financial statements for non-reporting entities

Set a Date range by selecting 30 June (20YY+1) for the date of the report, corresponding to the end

of the current financial year.

Click Update.

Compare the Trial Balance report with the transactions you entered.

Date: Custam

30 Jun 2023

Trial Balance

Bource Fitness SEC

As at 30 June 2023

Accourt Code

Lodurrms

v 5 columns selected v

Accourt

Grants - Fedaral Gavermmant
Grants - Stata Govemmant
Denations

Fandraising Revases

Cost of Goods Sala
Consafting & Accounting
Fant

Suncorp - Bounce FReass SFC
Accounts Recevabic
Accounts Payatie

GST

Mambaes Funds ntroduced

cunt Type

Revenue
Revenue
Revanus
Ravanus

DObsct Costs
Exparaa
Expanse

Bank

Currant Assat
Currant Liahiiny
Cugrant Liabiiny

Equity

Coempare wath

Grouping) Surmsmstising

Compare with 1 year - None -
] Reorder columns
Distit - Your 10 daln Crach - Yaar 1o dain 30 Jun 2622
i1
{3478
N85 &
278,206 00 278,508.00
Page 27 of 40
Version 1.0

Colab



3. Prepare Financial Statements
Continue using the Bounce Fitness SFC organisation file in Xero to prepare and review financial statements.

Access the Bounce Fitness Accounting Policies and Procedures file and review the policies and procedures
for:

Rectifying journal entries Generating financial reports

i.Generate the Profit and Loss Statement
This will display income or expense accounts to reflect gross and net profits for the reporting period.
Required Reading

Before generating the Profit and Loss Statement, please read Xero’s support page on the Profit and Loss Statement by using the
link below.

Profit and Loss

Here are the following steps:

1. In the Accounting menu, select Reports.
2. Find and open the Profit and Loss report. You can use the search field in the top right corner.

3. Set a Date range by selecting This financial year.
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4. Click Update.

Date range: Tha trmancia yaar Compae with

12022 0Jn2023 ~ None - I More m

Profit and Loss

Bounce Fitness SFC
For the year enged 30 June 2023

Trading Income
Deonaons 260 00
Fundranng Revenue 122500
Grants - Feders Govermman 147 000 .00

Grints - State Govemment Mi 750 00

Total Traging income 185,955,00
Cost of Sales

Coet of Goods Soid 1225 00

Total Cost of Sates 1.225.00
Gross Profit 184,730.00
Operating Expenses

Consunng & Accounting 5,00

Rem 122500

Total Operating Expenses 1470.00
Net Proft 183,200.00

5. Check the Profit and Loss report.
6. Correct any errors or discrepancies.

7. Export the report and save it to your computer.
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ii.Generate the Balance Sheet

This will display asset, liability and equity accounts as of the reporting date.

Required Reading

Before generating the Balance Sheet, please read Xero’s support page on the Balance Sheet by using the link below.

Balance Sheet

Here are the following steps:

1. In the Accounting menu, select Reports.

2. Find and open the Balance Sheet report. You can use the search field in the top right corner.

3. Enter the Date for the end of this financial year, 30 June (20YY+1).

4. Click Update.

Date: Custom

30 Jun 2023 -

Balance Sheet

Bounce Fitness SFC
As at 30 June 2023

Assets

Bank
Suncorp - Bounce Fitness SFC
Total Bank

Current Assets
Accounts Receivable
Total Current Assets

Total Assets

Liabilities

Current Liabilities
Accounts Payable
GET
Total Current Liabilities

Total Liakilities

Net Assets

Equity
Current Year Earnings
Members Funds Introduced

Total Equity

5. Check the Balance Sheet report.

6. Correct any errors or discrepancies.
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Compare with

MNone

: More Update

30 Jun 2023

74,088.00

74.088.00

202,125.00
202,125.00

276,213.00

1.247.50
18,105.50
19,453.00

19,452.00

256,760.00

183.260.00
73.500.00

256,760.00
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7. Export the report and save it to your computer.
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iii.Generate the Cash Flow Statement

This will show how the business has received and used cash within the reporting period.

This report only includes cash-based transactions. Non-cash movements are not included.

Required Reading

Before generating the Cash Flow Statement, please read Xero’s support page on the Cash Flow Statement by using the link below.

Statement of Cash Flows

Here are the following steps:

1. Inthe Accounting menu, select Reports.

2. Find and open the Statement of Cash Flows - Direct Method report. You can use the search field in

the top right corner.

3. Set a Date range by selecting This financial year.

4. Click Update.

Dats range: This teancal pea Compare with

1 Jul 2022 3D un2023 None -

Statement of Cash Flows

Bounce Fitness SFC

For the year ended 30 June 2023

Operating Activities
Recolpts fam cussomen
Faymants 10 suppliecs and ampioyses
Net Cosh Flows from Operating Activities

Net Cash Flows

Cash and Cash Equivalents
Cosh and cosh squivalents at beginesing of period
Net change In cash for period

Cash and cash equivalents at end of penod

5. Check the Statement of Cash Flows - Direct Method.
6. Correct any errors or discrepancies.

7. Export the report and save it to your computer.
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iv.Rectify Errors Identified in Source Documents

Review each financial report for:

Compliance with accounting standards

Assume that you have received authorisation to rectify the errors in source documents, as follows:

Advertising payments are
made to ‘On the Ball
Advertising’.

Add Goods & Services Tax

(GST) where necessary.

Use the following templates to prepare and document the original journal entries for each rectified
transaction. Date the journal entries 31/7/20VY.

Date Account Debit Credit
31/7/20YY Cost of Goods Sold 2,450.00
GST 245.00
Accounts Payable 2,695.00
Description Trainer Services Bill 3564 2,695.00 2,695.00

JOURNAL

Date Account Debit Credit
31/7/20YY Advertising 1,470.00
GST 147.00
Suncorp Bank 1,617.00
Description On the Ball Advertising Ref 7845 1,617.00 1,617.00

v.Post Rectified Journal Entries

Post the rectified journal entries to the appropriate general ledger accounts of the Bounce Fitness SFC
company file in Xero. Refer to the images below:
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Farchanet avenoen -

B s say -

New Bill
From Deta e Daw fetarence Total
Tramer Seroes MMMN2 e WARHRZ - WM £l 209
ALT Ausyzie Deder . Amaunts a0 Te Dxoame .
[T Owsrrytien aw e o Acrrmnt £33 N Armrpsest ALID
Contyact yamene 10 24000 310 - Coct of Geogs Soke GST on Expermes 285000
AMaowim - ASUGN HRIMBIES 0 8 CRaSta. Sabtor Lt
Tk GST 10.00M 4500
TOTAL 2,695.00
T o
Bars Accuty « Suecorny - Bownce Fithess SFC
New Spend Money
Spentas  Ditect Payment - d
To Date Reference Totad
©On The Bak Advertsing 9 Jul 2022 v (7845 1617
AUD Austratian Doltar Amounts are | Tax Indusive .
am Descophon Qw Ut Price Accosim Fax Rate Amount AUD
Advertsing 1.00 £81700 400 - Adverting GST on Expenses 161700 X
i“»
Add o new line Assign expostses to a customer Suiots 1817.00
Inchides GST 10.00% 14700
TOTAL 1,617.00
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vi. Re-generate Financial Reports

Here are the following steps to do so:

1. Re-generate the following reports for Bounce Fitness SFC in Xero:

Profit and Loss
Statement

Balance Sheet Cash Flow Statement

» Profit and Loss Statement for the current financial year [1 July 20YY to 30 June (20YY+1)]

Here is an example of a Profit and Loss Statement:

Date range: This Snandsi ysar Comparz with
12022 |30un2023 | ~ None - : More
Profit and Loss
Bounce Fitness SFC
For the year ended 30 June 2023
223
Trading Income
Denalions 93000
Fundrasing Revenus 1,22500
Grants - Federal Government 14700000
Grants - Siate Govermment 3B75000
Total Trading Income 185,855.00
Cost of Sales
Cost of Goods Soid 367500
Total Cost of Sales 3.675.00
Gross Profit 182.280.00
Operating Expenses
Ateesisng 147000
Consuling & Accouning 24500
Remt 122500
Total Operating Expensss 29500
Net Profit 17932000
Page 35 of 40
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= Balance Sheet as of the end of the current financial year [30 June (20YY+1)]

Here is an example of a Balance Sheet:

Date: Custom Compare with

30 Jun 2023 - None - : More Update

Balance Sheet

Bounce Fitness SFC
As at 30 June 2023

30 Jun 2022

Assets
Bank
Suncorp - Bounce Fitness SFC T2.471.00
Total Bank 72.471.00
Current Assets
Accounts Receivable 202,125.00
Total Current Assets 202,125.00
Total Assets 274,596.00
Liabilities

Current Liabilities

Accounts Payzble 4,042.50
GS5T 17.713.50
Total Current Liabilities 21,756.00
Total Liabilities 21,756.00
Net Assets 252,840.00

Equity
Cuwrrent Year Eamings 179,340.00
Members Funds Introduced 73.500.00
Total Equity 252,340.00
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= Cash Flow Statement for the current financial year [1 July 20YY to 30 June (20YY+1)]

Here is an example of a Cash Flow Statement:

Diwse range: This fnencial yee Compate with

1 Ju 2022 0 Jun2023 | -~ None - ¢ More m

Statement of Cash Flows

Bounce Fitness SFC

For the year ended 30 June 2023

Operating Activities
Recsipes bom cuslomars 2205 68

Fayments to suppiers and employoes

Net Cash Flows from Operating Activities (1,029.00)

Not Cash Flows {1,029.00)
Cash and Cash Equivalents

Cash and cash equivalents at beginning of period ssm
Nat changs &= cash for pariod

Cash and cash aquivalents at snd of period T247T1.00

2. Export the re-generated reports and save them to your computer.

3. Obtain verification and authorisation of each financial report from the authorised persons in your
organisation.
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vii.Calculate Financial Ratios

Here are the following steps to do so:

1. Calculate the following financial ratios for Bounce Fitness SFC.

= Liquidity — Current Ratio

= Activity — Inventory Turnover Ratio

= Profitability — Operating Profit Margin

2. Analyse the significance of each financial ratio for Bounce Fitness SFC.

3. Compare your ratios and analysis with those shown below:

Financial Ratio

Liquidity — Current
Ratio

Calculated Value

Current Assets
= Current Liabilities

= 202,125.00 =+ 21,756.00
=9.29

Significance of Financial Ratio

This high current ratio indicates
that Bounce SFC is highly liquid and
can pay its debts and payables by
converting its current assets to
cash.

Activity — Payables
Turnover Ratio

Cost of Goods Sold
-+ Accounts Payable X 100

= 3,675.00 = 4,042.50
x 100

=90.91%

This high payable turnover ratio
may indicate that Bounce SFC is
paying creditors too fast.

Profitability — Gross
Profit Margin

Gross Profit
+ Trading Income % 100

= 182,280.00 + 185,955.00
x 100

= 98.02%

This high gross profit margin
indicates that Bounce SFC retains
98.02 cents as gross profit for each
dollar of revenue that they
generate.
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