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 Xero Training
Module 2

Everyday Use of Xero
Bank reconciliations part 1

Bank Rules
Xero Files

Mobile App
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Bank Reconciliations
Go to the Dashboard

Balance in Xero 

The Balance in Xero represents the general ledger balance, this includes spend money, receive money 
and batch payments that have been entered but not yet reconciled.

Statement balance

The Statement balance is the actual bank balance at close of day as at the date in brackets. Be mindful 
though that the bank feeds are active.

Tip: If the date in brackets is older than a week please check the bank feed status.

Reconcile 28 items

This is the number of items (bank transactions) that need to be reconciled in the bank account. The name 
of the game is that once all 28 items are reconciled the balance in Xero and the statement balance should 
be the same and you see “reconciled” with a green tick.
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Click on the 3 dots (we like to call these doing dots) 

View

Account Transactions 

Allows you to see and search transactions that you have either already entered into Xero or reconciled 
from the bank rec screen. 

Bank Statements 

Allows you to see and search bank statements that have either been imported or bank fed into Xero. 
Note that these can be filtered by statements lines (individual statements) or statements (summary).

Manual methods to do the following 

Import bank statement

Spend Money

Receive Money

Transfer Money

View bank feed status updates 

To check if there are any disruptions to bank feeds

Reconcile – Takes you to the following pages 

Reconcile 

Cash Coding (if you have the user permission) - we will cover this in bank rules

Bank Statements

Account transactions



Training Exercise : Reconcile your first bank transactions

In the Demo Company, go to the Dashboard and click on Reconcile. The left-hand side shows
your bank statement lines, exactly as they appear in internet banking; the right-hand side is
where you match, create or transfer.

Truxton Property Management, spend money $1181.25 – exact matched to a bill – reconcile
by clicking OK. Ridgeway University, receive money $6187.50 – exact matched to a sales
invoice.

Tip : Hover your mouse over the icons on the right-hand side to see what type of transaction
they are.

The full module is 13 pages, plus a knowledge check.

On successful completion of the module, you will receive confirmation of your
answers and a certificate of completion.


