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Xero 1
Matching Transactions in Xero 
This article covers the process of matching transactions in Xero.
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Xero 1 Classifying Transactions from the Bankfeed 

 

 

 

To classify transactions, click on the “reconcile 28 items” button. 

You will see two columns – the left is the bank feed and has originated from your bank account.  It includes (mostly always includes) all 

transactions that are contained in your bank statement.  Be aware though, this does not replace the bank statement.  There is no guarantee 

that all transactions have arrived in your bank feed, nor that any are duplicates. 

The right is the area where Xero provides it’s “matching” data.  If it has a sales invoice that matches a deposit, it will put it in the right hand side 

coloured green.  If there are multiple possibilities it will say “6 other possibilities” so that you can take action to select the correct one. 
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If it’s blue, Xero is applying a bank rule already set up.   

If the detail already in the right hand side is correct, all that’s needed is to click on the OK or Save button in the middle of the two columns and 

job done. 

If, however, there is an empty blue template, more information is needed. 

There are two pieces of information required before Xero will allow the match.  They are the Contact, and the Account.  Once these two fields 

are populated Xero will bring up the OK button to be clicked.  You can also add more more information, you can put details, or the story behind 

the transaction in the Why field to aid later queries.  You can also attach scans of original paperwork to these transactions. 

The contact will be the name of the supplier or client, to be inserted in the white area to the right of the field name Who.  New entries can be 

added from this field.   The account will be the appropriate one selected via the drop-down arrow to the right of the What field.   

 

Matching payments to sales invoices 

 

Various scenarios can come up.  Businesses that charge the same price for the same product or service are often faced with having multiple 

possibilities to select to match against particular deposits. 

Or, if the client has nominated an invoice number, that will appear in the bank feed description field.   

This is how you match a payment to a specific invoice. 
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Click on the blue link to see how Xero presents the options: 

 

Select the correct transaction to match to the bank feed entry.  This is what Xero does next: 
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Click on the green reconcile button to complete. 
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If you have an invoice number quoted, you’ll have to search for that invoice as follows:  

 

Click Find & Match on the right hand side of the empty template.   

 

A list of unmatched sales invoices appears.  Put the invoice number provided by the bank feed into the search field. 

If the invoice is still listed as unpaid it will be available to match against the deposit. 
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