
 
 
 
 
 
 
 
 
 
Accounting FAQs 
 

 Setting up a new GL Code in COA 

 Voiding Cheques 

 Entered Supplier Payment in wrong bank account 

 Voiding Deposits 

 Customer Overpayment 

 Supplier Overpayment 

 $0 balance appearing in AR Aging Report 

 Budgeting 
 

 
 



Setting up a New GL code in COA 
 
The Chart of Accounts is contained in the Ledger submenu: 
 
From the Accounts Menu, select Ledger / Chart of Accounts 
 

 
This brings up the GL Chart of Accounts entry screen 
To review or print the current Chart of Accounts, select Actions / Print Chart 
 

 
 
To add a new Code, select Commands / New or the New Account Icon 
This will bring up the New Code selection box – we are creating a new Long 
Term Loan liability. Enter the new code & click OK 

 
Enter the Name of the new Account & the account it will total into in the 
existing COA.  If the total into account is anything other than an Asset account 
you will get the following message: 
 

 
Click Yes & continue to complete the COA setup. 
At this point you MUST select whether the account will be a General (header) 
or Detail account.   



 
If you move out of this screen & into another account & come back – you will 
not be able to change this field.  You will have to delete the code & re-create 
it. 
 
Close the screen – the account is saved. 
 



Voiding Cheques 
 
If you have created a payment to a supplier in error, you can void the entry in 
2 steps. 
 
From the Baking / Chequebook Screen, double click on the payment: 
 
We are going to void the payment on the 10/01/12 made to Logoline. 

 
 
Double click on the entry & change the status to VOID: 

 
Click OK 
This has completed the first step, now you have to tell Accounts Payable we 
have voided the cheque: 
On each AP Sequence attached to the cheque – double click to bring up the 
Sequence Voucher 

 

 
 
Select Commands / Unpay 



 
You will get this pop up: 

 
Click Yes 
This will remove the payment history from the record & it will now appear in 
both the AP Aging reports & the Cheque Disbursement screens rerady to be 
paid again. 
 
Repeat the Commands / Unpay process for each AP Sequence attached to 
the payment to be voided. 
 
Once all vouchers have been unpaid, you will have a blank AP link screen 
 

 
Click Finished. 
 
EFT Batch Note: 
If you need to void a payment created as part of a batch – you will need to 
void the entire batch and unpay all records.  You void the Batch Header 
record & then go into each sub-entry & Unpay the AP vouchers attached. 
 
 
 



Entered Supplier Payment in wrong bank account 
 
If you paid a supplier with a credit card & entered the payment through 
Payables / Cheque Disbursements through the main cheque account, you can 
fix this is one of 2 ways. 
 
You can void & unpay the items as shown in the previous procedure & re-
create the payment with the correct bank account, or you can adjust the 
payment records manually. 
 
When manually fixing this error, you have to understand the nature of the link 
between AP records & banking / Chequebook entries.  The link is made of 2 
entries – the Cheque Number & the Bank Account code. 
 
In this example, we paid Superior Activewear, but entered the payment 
through account 1, when it was actually paid from account 2. 
 

 
 
This will take 3 steps to fix: 
Step 1: 
Void the Cheque entry in account 1 
 
Double click on the entry & change the status to VOID: 

 
Click OK 
This has completed the first step, now you have to tell Accounts Payable we 
have voided the cheque: 
On each AP Sequence attached to the cheque – double click to bring up the 
Sequence Voucher 



 
 
Instead of Unpaying the record – we are going to alter the payment record to 
the correct account – Change the Account to the correct Bank Account Code, 
in this case Account 2. It is also handy to copy the Cheque Number at this 
point (you will need it for step 3). 

 
Repeat this step for each sequence attached to the original cheque, click on 
Finished. 
Make a note of the payment information – Date, Supplier, Amount. 
Now to the final step: 
Change the Bank Account to the account the payment was actually paid from 

 
Select the – icon to create a manual withdrawal entry 

 
Enter the payment information in as appropriate.   
Click OK 
The AP Sequences changed in step 2, will now be attached to this payment 
record. 
 



 
 
(If not – you have not completed the steps correctly – remember Cheque 
Number & Bank Account must be correct for the Sequence Voucher to link to 
the Bank Entry.) 
 



Voiding Deposits 
 
If you enter a deposit through the Receivables / Cash Rects function on an 
incorrect date or in an incorrect account, you need to reverse the original 
entry & repost to the correct date/ account. 
 
Run a Receivables / Print Daily Cash Rects Report for the day you entered 
the payment incorrectly.   

   

 
 
Use this detail to enter the next 2 entries. 
 
Go to Receivables / Cash Receipts – enter Cheque 

 
Select the Date & account you entered the payment incorrectly. 

 
Select New 
Enter the Customer, Chq Number, & the negative of the amount you entered 
incorrectly. 

 
Select New & allocate the payment against the jobs you first allocated to, 
(using the Daily Cash Rects Report as your guide) but allocating negative 
amounts.  



 
If these jobs were fully paid with the incorrect payment, you will receive a pop 
up message, click YES. 

 
Click OK & repeat until the negative payment is fully allocated. 
 
You may also receive the message 

 
Click OK & OK 

 
Click Finished. 
The Original entry has now been reversed. 

 
Change the Date and / or bank account on the Cash Rects Screen 

 
Now enter the payment again, as the correct amount, to the correct jobs. 
 
In the Banking / Chequebook screen, if the date was incorrect, just double 
click on the entry & change the date to the correct date.   



      
 
If the account was incorrect, void the deposit in the wrong account, go to the 
correct bank account & enter a + & enter the header information for the 
deposit as it should have been posted originally. 
 



Customer Overpayment 
 
If a customer overpays an invoice or pays an invoice twice, you have several 
options on how to enter in into Xebra. 
 
If you pick up a double payment quickly & refund the customer before the end 
of the same month, you can ignore both entries on your bank statement & not 
enter them at all into Xebra. 
 
Otherwise, allocate the overpayment or double payment against the 
customer’s account – against which ever job / invoice was overpaid.  This will 
automatically push their account into credit & show on their statement. 
 
You then need to decide whether the customer will trade out this credit, or if 
you are going to give them a refund. 
 
Refund 
If you actually make a payment back to a customer, you need to do a NEGATIVE cash receipt 
using EFT method. (See Cash Receipts procedures).  The negative amount will be equal to 
the amount you are actually paying from the cheque account. Using the EFT method will 
automatically enter the refund into your Banking /Chequebook screen and nothing else needs 
to be done.  
 
Trading Out the Credit 
Once you have created a new job for the customer, you can move the credit balance from the 
overpaid job onto the new job. 
 
From the Accounting Menu, select Receivables / Cash Rects / Cheque 
 

 
 
Enter the date you wish to make the allocation effective & click on New Cheque / EFT. 
 

 
 
Enter the Customer, cheque number (I use the job number as this reference – note – no 
letters, just numeric characters) & the amount as $0. 
 

 
 
Select New to choose the overpayment to be allocated. 



 

 
 
Click OK, this now gives you a credit balance to allocate against the new job or any invoices 
for this customer. 
 

 
 
Click New again to select an invoice. 
 

 
The system calculates the amount still owing on the invoice. 
 
Click OK & you can then complete the process.  If the credit is larger than the one job / 
invoice, you can continue to select NEW & allocate the Credit across multiple invoices until 
the credit balance is exhausted. 
 

 
 
Once the credit is fully allocated, click on Finished / Finished 

 
 



Supplier Overpayment 
 
If you overpay a supplier, you also have several choices on how to process 
this in Xebra. 
 
If you pick up the overpayment quickly & obtain a refund from your supplier 
before the end of the same month, you can ignore both entries on your bank 
statement & not enter them at all into Xebra. 
 
Otherwise, you then have the option of obtaining a refund from the supplier or 
trading out the overpayment. 
 
Either way, you firstly have to enter the overpayment.  As you will not have an 
AP voucher to allocate the payment to, you need to manually create an AP 
voucher to apply the payment against.  We will then be creating another AP 
Voucher for the same value but in a negative amount, to create a credit on the 
supplier’s AP Aging account. 
 
Create the AP Voucher through the Accounting Menu – Select Payables / AP 
Entry 
 

 
Enter the Supplier Information & complete the Voucher as applicable (we 
suggest using a general purchases account for the GL Distribution if the 
vendor is a job related vendor) 

 
 
Now Create a New AP Voucher, with the negative amount (use the same GL 
Distributions you used for the original overpayment sequence). 

 
 



You can now enter the payment of the overpayment voucher through 
Payables / Cheque Disbursements 

 
 
This will sort out your immediate bank reconciliation issues. 
 
You know have the credit AP Voucher sitting in the supplier’s account, waiting 
for either a refund or further invoices to offset against before your next 
payment. 
 
If you receive a refund, you enter this through AP as a negative Payment 
through Payables / Cheque Disbursements 
 
Enter the date you received the refund & select the credit voucher for 
payment 
 

 
 
Proceed through the cheque process, this will then show as a Voided Deposit 
in your Banking / Chequebook screen 
 

 
You just need to double click & return the status to New entry & you are done. 



 
 
$0 balance appearing in AR Aging Report 
 
This occurs usually when a job has been changed after invoicing the customer. 
 
To clear the $0 balance, you just need to re-invoice the job. Not changing any $ or dates, just 
click through the invoice steps & the Job Status should change to Paid In Full.    
 
This should then clear the invoice from the AR Aging & the Customer Statement.



Budgeting 
 
You can enter Budget figures in to Xebra by GL Chart of Account Code. 
 
You can only budget Income & Expense accounts for the current Financial 
Year 
 
You can Budget a $ amount per month, or calculate a % of another account. 
 
Enter these figures through Ledger / Chart of Accounts 
 

 
 
We are going to activate the bottom half of the screen, just click on the radio 
button for the budget method you wish to use for the account 
In this example, we are going to enter a $ figure for each month. 
 If you want a constant $ figure for all months, enter the first month $ figure & 
hit TAB: 

 
This will auto-fill all months to the first amount. 
 
If you want varying $ amounts for each month, just TAB through & override 
the auto-filled values. 

 
We will now enter a % in a cost account 



 
You need to enter the account driver & the % of that account you want the 
result to be. 
 
Work your way through your accounts & enter all budgeting details as 
required. 
 
To run budget reports – you have several options: 
 
To run a basic spreadsheet to double check your data entry – do this through 
Utilities 
 

 
 
Select Data Export 
 

 
Change the Table to General Ledger Chart 

 
Select the fields to display – We recommend Select All – as this will show 
which accounts have % calculations rather than $ budgets 



 
 
Then click on New on the bottom right hand side Under select records & 
complete some filter information 

 
Select Greater than & the last Equity account in the compare to (this is so the 
report wont provide all the blank balance sheet budget data) 
 
Click OK & then Select Commands / Export 

 
 
This takes you to a preview screen. 

 
 
Then Click on Export & enter the name of the file followed by .CSV, browse to 
a directory you will find again 

 
Click Save & Close the dialogue box. 



 
You can save the export criteria to call up again – Select File / Save 

 
Do not Change the directory – we suggest you save the file as Budget Export 

 
Click Save 
 
Next time you need to run the report – just Click on File /Open & select the 
budget report & proceed as required. 
 
The .CSV file can now be opened in Excel to review your data. 
 



To run Comparison or Monthly reports – these are run from the Financial 
Ledger. 
 
From the Accounting Menu, Select Ledger / Accrual Basis General Ledger 

 
 
There are 2 reports that use the budget figures: 

 
Budget vs Actual & Print Budget 
 
Budget Vs Actual Compares Month & YTD figures for a particular month. 
 

 
 
Print Budget Prints the Budget for a month & YTD 

 
 
 


