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1. Introduction

Hotelogix lets you manage your Accounts Receivable and Accounts Payable through
Accounts section on the FrontDesk.

To simplify and streamline your accounts, Hotelogix lets you connect to Xero which is a
cloud based accounting system.

To begin with, let’s take up the Account Codes in our discussion.

Account Codes for Points of Sales were based on Short Names. All line items of a Folio
carried the Account Code of the POS they were sold from. There was no further
bifurcation to the Sales account.

We have extended our functionality to give you flexible ways for managing your
Accounts. With Xero Code enhancement, you may give Account Codes even upto
a product! This gives you greater control to organize/bifurcate your sales in Xero
to suit your exact needs.

Restructure your books of accounts; micro-manage upto the level of Cost Centers and
Profit Centers through Hotelogix Xero enhancement.

Let's see how it goes.
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2. How Xero works with Hotelogix?

Hotelogix and Xero work seamlessly.

So, if there is a Room Sale - Room Rent, corresponding taxes, TA commission etc. are
first recorded in Hotelogix and then synced with Xero.

By default, Xero is based on accrual accounting system. All receipts (such as
Booking Advances) are accounted as Deposits (received under Assets) that get balanced
by a Liability Account such as Services to be rendered.

Let's say a Guest checks-in the Reservation and takes the services offered by the Hotel
during his stay. Invoices raised against this Reservation will go to Xero only once the
sale is finalized. This means only fully settled folios get synced with Xero.

In case of TA/Corporate bookings, folios settled to TA/Corporate through City Ledger
are considered finalized that get synced with Xero.

Now, let’s say the above Reservation is checked out.
Look at the settled folio in Figure 1.

System will automatically close this folio that will start showing up in Hotelogix Accounts
after next Night Audit.
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Folio #P1 117

Guest Details

Guest Name: Mr. Richard Parker (P53)
Address: 134, Hitchcock Rd, Salinas
California
United States
Phone: s} 58-7243 FREE
Email: richard.parker@gmail.com
Date Description-References

Seasonal Rate Room Rent Presidential Suite/116

Qty 1 Adult Br

Qty 2 Pick & Drop (Airport

Qty 3 Jute Hand Bag - Sample Gift shop (Folio# 6)

Seasonal Rate Room Rent Presidential Suite/116

Qty 1 Adult Breakfast

Paid by Richard Parker with Cash

Total
Tax Exempt Route Charges Route to New Folio Route Payment
4 Back to Account Statement Folio Summary

Room Taxes

Reservation Details

Created On: Jan 13, 2016

Stay Details: Presidential Suite(116)
Oct 25-Oct 28(3 Nights)

Room(s)/Person(s): 1 Room(s)/1 (1 Adults)
Amount:
| Room Sale
Disc/Allw Amount Tax Pay

e | POS Taxes

$ 36.0¢ $7.20
$ 400 :CI $66.00
$400.00 $66
$10. s
$1,514.70
$1,296.00 $218.70 $1,514.70

$1,296.00
$ 78.00

13 $1,374.00

ofal . $1393.20 |POS Taxes

VAT (5.00 %) 1.50

California State Sales Tax (6.50 %)|

$1,394.70
Luxury Tax (10.00 %) $120.00

Total With Tax ~ $ 1,514.70
Includes Disc/Allw $0.00
Total Paid $ 1,514.70

Balance $0.00

Figure 1: Settled Folio

Note:

Snapshots in this document have been taken from Staging Server.

When this folio is synced with Xero, each of its line items will go the respective

accounts in Xero.

= Room Rent will go to the Room Sale A/c.

= All taxes will go to separate tax accounts if set up for each Room/POS Tax

separately.

= All sales from POS such as handicraft items purchased from Gift Shop , Package
inclusions or add-ons such as Breakfast or Pick & Drop will go to separate Sales
accounts if set up for each POS/Category/Product separately.

Figure 2 shows you the Chart of Accounts in Xero after synchronization.
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Setting

Gene gs »

Chart of Accounts

Categorise every transaction in Xero with our full Chart of Accounts
(7__: 400 Financial reports draw on each account to show how your business is performing
SALES
Learn more about customizing the chart of accounts

Add Account Add Bank Account ~ | 'fE) print PDF Import Export

Libilities Equity Expey

Delete Archive Search
Code « Name Type YD
= 1200 out to the dient but Current Asset 1,872.48
& 2000 Current Liability 0.00
= 2100 Current Liability 0.00
S 2200 " Current Liability 0.00
g 2550 Currant Liability 0.00
g 2600 g Current Liability 0.00
= 2690 Current Liability 0.00
5 3900 Equity
] 65212018 Expense 0.00
& 8100 e Expense Details
&= 8150 Expense
o 8200 Bxpanse 0.00
BANKAC Ei::‘ Current Asset 000
BEVTAX Current Liability
BHADV Current Liability 1,460.44
CASH Current Asset 2,580.22
CasT Current Liability
Alc set up for :
California State |~ = T
Sales Tax [ cHap Current Asset 0.00
charged on crrvmax Current Liability 000
Room
Accommodation CLSUR Current Liability 0.00
CNC Sale 100.00
comMM Current Liability 0.00
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Alc set up for
Luxury Tax
charged on

Room
Accommodation

DATAX

DMNZ

DSATHS

FFLARGE

FFMED

FFSMALL

HCOM12018

HFEE12018

LOTAX

ry Tax

LT

Alc set up for
Pick & Drop
service given by
Sample Travel
Desk

Alc set up for
Room Sales

LTAX

MAESTRO

MCDNKD

MCFLURRY

MCSCHIC

MCSPANEER

NONVEG

NONVEGBUR

OTHER

PZAHUT

REVLOSS

ROUNDOFF

RS12018

Alc set up for
handicraft items
sold from
Sample Gift
Shop

RT

SATAX

SERTAX

SERTAXONRT

Alc set up for
Adult Breakfast
sold from
Sample
Restaurant

SR

Alc set up for
Service Tax
charged on POS
Sales

SSCONE

Current Liability

sale

sale

sale

sale

sale

sale

Sale

Current Liability

Current Liability

Current Liability

Current Liability

Current Liability

Current Asset

sale

sale

sale

sale

sale

Sale

Current Asset

Sale

Sale

Current Asset

Current Liability

Sale

Current Liability

Current Liability

Current Liability

Current Liability

sale

Sale

Sale

Sale

Current Liability

Current Liability

Current Liability

Sale

sale
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TAfee Expense
TASUR Current Liability
TS Current Liability
Alc set up for A VAT ST s
VAT charged on| - .= Current Liability 7.0
POS Sales
| VEG Sale
| VEGBUR Sale
1 visa e Current Asset

Figure 2: Chart of Accounts in Xero after synchronization

Keep your accounts up to date and make more informed business decisions by
integrating Xero into your system.

The integration is a 4-step process:

Step 1: Sign up with Xero

Step 2: Edit your Chart of Accounts

Step 3: Export your Chart of Accounts as a CSV file and import it into Xero

Step 4: Xero Authentication

So, the setup in Xero is straight forward and quick.

Try out Xero by creating a free account at www.xero.com. It will take a few minutes at
the most.
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3. Steps for Setting up a Hotel on Xero
Let’'s now move forward to the integration part and take it step by step.

Step 1: Sign up with Xero

Create a trial account at www.xero.com.

Step 2: Edit your Chart of Accounts

Let's open the Chart of Accounts now.

Go to your FrontDesk.

On its left side, under Room Operations, click on Accounts (See Figure 3)

) UPpor
Zomumi
Room Operations

« Check in list

« Check out list

« Reservation list

« Temp Room List

« No Show List

« Cancelled Reservation List

« Check out Pending List

« Pending Folio(s)

« Booking Deposits Tracker

« Payment Tracker

« Guest In-House List

Guest Look-up
House Status
Tariff Chart
Accounts D

Click to go to
Accounts Console

| w1 Help Videos

Figure 3: FrontDesk showing link to Accounts section
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Accounts Console, as shown in Figure 4, will open.

Click on Chart of Accounts (See Figure 4)

Click to open Chart of Accounts Accounts
HOTELOGIX
HOTEL MANAGEMENT SYSTEM
The Crystal Quartz
1 Welcome : Anthony Daniel
Registered Corporate Registered Travel Agent POS Hoted Deposit ~ Chartof Accounts  Xero Authentication Quitkiook Account Mapping
Accounts
Registered Corporate Registered Travel Agent Satishics ~fapshot
Adobe Systems {C1) SunwayTravels (A1} Corporate

Total Amount 50.00
Payment 5000

Chart Of Account

Travel Agent
Total Amount $0.00
Payment $0.00

Sample SPA
More.,

Figure 4: Accounts Console — Main page

List of Accounts, classified under Assets/Liabilities/Expenses/Revenue, will appear.
(See Figure 5)

Each and every product sold from your Hotel or any service offered by you will have an
Account Code. This is important for synchronizing ledgers with Xero.

So the second step is to keep your Chart of Accounts ready. Make sure that every
POS Point, Room and POS Tax, and Pay Type that appears in your Chart of Accounts
bears an Account Code.

As already discussed, Account Codes before the Xero enhancement were based on Short
Names.

You may now have common or distinct Account Code for each item based on its
Category, Product or POS. In other words, an Account Code can be setup based on the
POS it belongs to or it’s Category or even separately for each product (item).
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Please note that, if a Product sale is not given an Account Code, it will automatically
take the Account Code of its Category sale. In absence of Category A/c Code, Product
will bear the Account Code of the POS.

Step 3: Export your Chart of Accounts as a CSV file and import it
into Xero

If you have edited your Chart of Accounts as per your business need, it is ready for
export to Xero.

Click on All Account to view all accounts under one tab. (See Figure 5)

Registered Corporate Registered Travel Agent POS Hotel Deposit  Chart of Accounis Xero Authentic ation Quickbook Account Mapping

List of Accounts

Main / List of Accounts

Click to view all accounts

S = [ J—— under one tab

_# Account Code Name Department type Action

CASH Cash Default Account Edit

£

Edit

Edit

m
)
=

m
=N

m
Ed

7|

Edit Delete
Edit Delete

- I R SR ST

W

Page 1 ¥ lof1 View 1D ¥ records per page <<Previous | Next=>

| Export CSV |

Figure 5: Selecting All Account tab in Chart of Accounts

Click on Export CSV to export all accounts to CSV file. (See Figure 6)
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List of Accounts

A List of Accounts

Assets | Liabili Ex

| il |
# Account Code Department Action
1 Default Accoumt Edit
2 Edil
3 Edit
4 dit
5 dit
5 =
T
8
9 BKaDV
10 TDS
Page 1 ¥ of6 View 10 ¥ ?records per page <<Previous | Next>>

Click to exportall
accounts to CSV file

Figure 6: Exporting all accounts to CSV

Figure 7 shows all accounts being exported to CSV.

CSV File
BIERAR e - ESN
Home | Insert  Pagelayout  Formulas  Data  Review  View  Community Clips c@c@ =
3 iz:;y i Calibri -1 =] » | SiwnpText General - kj ,EEJ Sd j" :?\ !J z_l::l":su"' " %? L?a
P S romatpaner B L L D[ A Buegeacenr | § - % o | B4 ) O e sptes= | 5 O T | Gaee Fie st
Clipboard % Font ) ignment ) Number ] Styles Cells Editing

Al - £ | code ~]

(| 8 c D € F G H 1 J K|

| 1 [Code _lName Type Tax Code Description Dashboard Expense Claims Enable Payments mi
2 |CASH Cash Current Asset Tax Exempt (0%) Cash No No Yes
3 CCSUP  Credit Card Current Asset Tax Exempt (0%) Credit Card No No Yes
4 BANKAC Bank Current Asset Tax Exempt (0%) Bank No No Yes
5 |CHSLP Cheque Current Asset Tax Exempt (0%) Cheque No No Yes

6 OTHER  Other Current Asset Tax Exempt (0%) Other No No Yes =

7 [REVLOSS Revenue Loss Current Asset Tax Exempt (0%) Revenue Loss No No Yes
8 VISA Visa Current Asset Tax Exempt (0%) Visa No No Yes
9 MAESTRO Maestro Current Asset Tax Exempt (0%) Maestro No No Yes
10 BKADV  Booking Advance Current Liability Tax Exempt (0%) Booking Advance No No Yes

11 |TDS TDS Payble Current Liability Tax Exempt (0%) TDS Payble No No Yes ||
12 COMM  Commission Payble Current Liability Tax Exempt (0%) Commission Payble No No Yes
13 ROUNDOF Round Off Current Liability Tax Exempt (0%) Round Off No No Yes
14 HCOM120 Hotelogix Commission Payble Current Liabili Tax Exempt (0%) Hotelogix Commission Payble No No Yes
15 HFEE1201¢Hotelogix Fee Current Liability Tax Exempt (0%) Hotelogix Fee No No Yes
16 SST New York State Sales Tax Current Liability Tax Exempt (0%) New York State Sales Tax No No Yes
17 LT Luxury Tax Current Liability Tax Exempt (0%) Luxury Tax No No Yes
18 VAT VAT Current Liability Tax Exempt (0%) VAT No No Yes
19 ST Service Tax Current Liability Tax Exempt (0%) Service Tax No No Yes
20 STAX Slab Tax Current Liability Tax Exempt (0%) Slab Tax No No Yes
21 CAsT CA Sales Tax Current Liability Tax Exempt (0%) CA Sales Tax No No Yes
22 SATAX  SalesTax Current Liability Tax Exempt (0%) Sales Tax No No Yes
23 LOTAX Local Tax Current Liability Tax Exempt (0%) Local Tax No No Yes
24 BEVTAX Beverage Tax Current Liability Tax Exempt (0%) Beverage Tax No No Yes

25 SERTAX Service Tax 5% Current Liabili Tax Exempt (0%) Service Tax 5% No No Yes 3
A ¥ account_all /%3 - - T T4 [ ] vl |
Ready | () ()

Figure 7: CSV File

Now, go to www.xero.com.
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Click Login on its home page (See Figure 8)

| Click to login to your Xero account |

Beautiful
XEeI®| accounting SMALL BUSINESSES ACCOUNTANTS BOOKKEEPERS MORE LOGIN FREE TRIAL Q
software

for your small business

2 2-MINUTE OVERVIEW TRY XERO FOR FREE
T &~

See why ovefi500 000 subsERbersichooseXero

FIND OUT MORE

Figure 8: Xero Home Page

Once you have entered your login credentials, click Login. (See Figure 9)

Welcome to Xero

anthony daniel1957@gmail.c

Sales

Bill clients, track outstanding invoices and gel paid faster
through the Sales dashboard

Forgot your password?

Figure 9: Logging into Xero account
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You will be taken to your Xero dashboard.

Refer to Figure 10.

Select Chart of Accounts under Settings.

Click to open Chart of Accounts

@ https://go.xero.com/Dashboard/
You are currently using a trial account. Upgrade now ‘

:= The Crystal Quartz Corporation Anthony Daniel ~

Dashboard Accounts Payroll Reports Contacts Settings - ] (2)

General Settings

The Crystal Quartz Corporation

Chart of Accounts A

4 u BeSsl  Payroll Settings ~

Watch the getting started video Connect your bank feeds

Add your organization details
to keep in touch with your customers

Import your bank transactions Add your first invoice =

N
Send beautiful, customizable invoices to =)
your clients and receive payments online

New sales invoice

Connect your bank accounts to automatically l
import and categorize your transactions

Add bank account v [

Track your cashflow Add your first bill
See how much cash your business has f See upcoming bills and planned payment @
and make sure it can cover upcoming bills 5 dates so there are no surprises

Add an invoice or bill to get started © m

Figure 10: Selecting Chart of Accounts under Settings

Xero’s default Chart of Accounts will appear.

Refer to Figure 11.

To import your Chart of Accounts, click on Import.
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General Settings »

Chart of Accounts

Categorise every transaction in Xero with our full Chart of Accounts

O= 400 Financial reports draw on each account to show how your business is performing

SALES
Learn more about customizing the chart of accounts

o You're using the service organization chart of accounts. You can customize this, find out how in our Help Center.

Add Account Add Bank Account v | %) Print PDF Import Export

All Accounts Assets Liabilities Equity Expenses Revenue Archive

What's this? (2)

Delete Archive Change Tax Rate | Noaccounts selec J Search

Code o Name Type YD

= 1200 incash at balance ~ Current Asset 0.00

1300 Current Asset 0.00

1320 Current Asset 0.00

1350 Current Asset 0.00

ntory Asset 5

1490 available for sale including all oduction. Tnventory, 0.00

Computer & Office Equipment i .00

1520 off nt that is owned and controlled by the t Fied Aoet. £aa

1521 Fixed Asset 0.00

1530 Fixed Asset 0.00

1531 Less-Accumulated Depreciation: Vehicles Fixed Asset 0.00

€ unts Payable St -

& 2000 e i Swlicss bk - . Current Liability 0.00

2060 Current Liability 0.00

8 2100 Current Liability 0.00

2160 Current Liability 0.00

2170 Federal Payroll Liability Current Liability 0.00

2180 Other Payroll Liability Current Liability 0.00

2190 State Payroll Liability Current Liability

8 2200 Current Liability 0.00

2400 Line of Credit Current Liability 0.00
Suspense

2500 An entry th Current Liability 0.00
balance a

B 2550 Current Liability 0.00

& 2600 Current Liability 0.00

Click to
import your
Chart of
Accounts
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2650

3000

3110

3120

3130

3%00

4100

4200

4300

4710

4715

4820

5000

5100

5300

6000

6040

6110

6140

6155

6200

6320

6330

6680

6722

6900

7000

7050

7150

8100

8150

8200

Page |1

v |of1

Miscellaneous

s Billable Time

Current Liability 0.00
Equity 0.00
Equity

Equity 0.00
Equity 0.00
Equity 0.00
Sale 0.00
Revenue 0.00
Sale 0.0
Sale 0.00
Revenue 0.00
Revenue

Other Income 0.00

Other Income

Direct Costs 0.00

Direct Costs

Direct Costs 0.00
Expense
Expense 0.00
Expense 0.00
Expense 0.00
Expense 0.00
Expense
Expense 0.00
Expense 0.00
Expense 0.00
Expense 0.00
Expense 0.00
Expense
Expense
Expense 0.00
Expense
Expense Details
Expense
Expense

Figure 11: Importing Chart of Accounts
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Select the CSV file that you have downloaded for import. (See Figure 12)

Import your Chart of Accounts

What system are you importing from? Example file
L s Chart of Accounts C5V file for a Tax registered company
Tips for importing
Does the file you are importing contain account balances?
‘Whether you have craated your own Chart of Accounts, exported one
Yes T 7 L B
from your previous accounting system or you are using a Xere Chart

# Mo [ Don't know of Accounts, you should make sure you follow a few simple

guidelines:
Select the file to import » The file you import must be a TSV {Comma Separated Valuess)
file. The name of your file should end with either .CSV or . TXT.
| Browse | Mo file selected i
- s Be sure to include all of the active accounts you used in your

previcus accounting system.

o More help for importing Chart of Accounts

Click to select the file

Figure 12: Selecting CSV file for import

Click Import. (See Figure 13)

Import your Chart of Accounts

What system are you importing from?
& ¥Nero

Does the file you are importing contain account balances?
Yes

®) Mo [ Don't know

Select the file to import

Browse account all.csy

Click to import the selected file

Figure 13: Importing selected CSV file
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Look at Figure 14.

Click Confirm to confirm your imported accounts.

:= The Crystal Quartz Corporation

Dashboard  Accounts  Payroll Reports  Contacts Settings

Confirm your imported accounts

Importad File: account_all.csy
Your new Chart of Accounts will contain 69 accounts:

Includes:

» 58 new accounts View

» 1 updatsd account View

+ 10 system accounts that were not updated  View

Excludes:
« 45 accounts that were deleted or archived  View

Click to confirm your imported
accounts

Figure 14: Confirming imported accounts

The imported file will replace the default Chart of Accounts. (See Figure 15)
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:= The Crystal Quartz Corporation Anthony Daniel ~

Dashboard  Accounts  Payroll Reports  Contacts Settings ] ] (7]

General Settings »

Chart of Accounts

Categorise every transaction in Xero with our full Chart of Accounts

O: 400 Financial reports draw on each account to show how your business is performing
- SALES

Learn more about customizing the chart of accounts

Add Account Add Bank Account ~ | 'TE] print PDF Import Export
All Accounts Assets Lizhilities Equity Expenses Revenus Archive
What's this

Delete Archive | Change Tax Rate | Mo nts selected Search

= Code MNams Typs ¥TD
" Accounts Receivable
= 1200 Outstanding invoices the company has issued out to the dient but has not yet received in cash at balance  Current Asset 0.00
date,

unts Payable Current Liahili .
Outstanding invoices the company has received from suppliers but has not vet paid at balance date imfent e ity 0.00

i Unpaid Expense Claims £ s
= 2w Expense claims typically made by employess/shareholder employess still outstanding, Cument atality L
Sales Tax2
The balance in this account repr 0 or from your tax , At the end of the tax
B s this account that sl <t gither the r ‘payments to' your o 200
- 20 that will appear on the bank sta only one sales tax Cument atality L
k sales taxes on income and expenses, w =ales tax
2550 Current Liability 0.00
2o =l'rr.erl entry to allow for rounding Current Liability 0.00
2650 o bR cationes Current Liability D.00
Retained Earnings - =
00 Do Mot Lise = Eauity 00
[ 85212018 E?‘_Ej e Expense 0.00
B Bank Revaluations il
= S Bank account revaluations due for foreign exchange rate changes =t Details
i Unrealized Currency Gains o
= 8150 Unrealized gains on cutstanding items =t Dzl
Realized Currency Gains .
il Gains or losses made due to currency exd =t 0.00
[ BANKAC Sk Current Asset 0.00
5 Beverage Tax iahili a
[ BEVTAX Er:-.era:_ i Current Liability 0.00
[ EKaDv gm\g il Current Liability 0.00
| CASH Current Assst 0.00
[ CAsT Current Liability D.00
5 o 1 Current Asset 0.00
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CHSLP

CITYTAX

CLSUR

CNC

COMM

DATAX

DSATHS

DSRTS

FFLARGE

FFMED

FFS

FFSMALL

HCOM12018

HFEE12018

LOTAX

LT

LTAX

MAESTRO

MCDND

MCFLURRY

MCSCHIC

MCSPANEER

NONVEG

NONVEGEUR

OTHER

PHD

PZAHUT

REVLOSS

ROUNDOFF

R512018

RT

SATAX

SERTAX

T | U

oo

McFlurry
McFlurry

Hut

oo

Current Assst

Current Liability

Current Liability

Sale

Current Liability

Current Liability

Sale

Sale

Sale

Sale

Sale

Sale

Current Liability

Current Liability

Current Liability

Current Liability

Current Liability

Current Assst

Sale

Sale

Sale

sale

Sale

Sale

Current Assst

Sale

Sale

Current Assst

Current Liability

Sale

Current Liability

Current Liability

Current Liability
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SERTAXONRT

SE5

SR

S5CONE

5T

STAX

5TD

SVTND

Th-fes

VAT

VATS

VEG

VEGBUR

ato & Cnion)
£ Cinion)

Current Liability

Sale

Sale

sale

Sale

Current Liability

Current Liability

Current Liability

Sale

Sale

Expenss

Current Liability

Current Liability

Current Liability

Current Liability

Sale

Sale

Current Asset

Figure 15: Chart of Accounts - Imported

Step 4: Xero Authentication

Go back to your FrontDesk and open the Accounts section.

Click on Xero Authentication, as shown in Figure 16.
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Accounts

Click for Xero Authentication

The Crystal Quartz

Welcome : Anthony Daniel

HOTELOGIX

HOTEL MANAGEMENT SYSTEM

Regstered Corporate Registered Travel Agent POS Chart of Accounts  Xero Authentication

Quickbook Account Mapping

List of Accounts

Main / List of Acco

Assets Liabilities Exp AllA t

# Account Code Name Department Action
T1 casH Cash cc Edit

2 CccCsuP Credit Card Edit

3 BANKAC Bank Default Account Edit

4 CHSLP Cheque Default Account Edit

5 OTHER Other Default Account Edit

6 REVLOSS Revenue Loss Default Account Edit

7 VISA isa Account Edit Delete

8 MAESTRO Maestro Account Edit Delete
Page 1 ¥ of1 View 10 ¥ records per page <<Previous | Next>>

Export CSV

Figure 16: Authenticating Xero

You will be redirected to Xero.

Authorize the Xero Account Application. Click Authorize, as shown in Figure 17.

:= My Xero Anthony Daniel ~

Settings ~ O

Home  Subscriptions & Billing

Authorize Application

Xero Account Application For live stable
stayez (http://www.livestable.stayez.com)
is requesting access to your Xero data.

Please select which organization Xero Account Application For live stable stayez
can access:

|The Crystal Quartz <:orrél v

—————

v Authorize

Click to authorize Xero Account Application

This application will have the same permissions as the user that
has authorized access.

This application will have access for 30 minutes from the time you
authorize it.

Once this application has been authorized, you can disconnect the
application from accessing your Xero organization from within the
General Settings > Add-ons settings page in Xero.

Figure 17: Authorizing Application
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Xero Account Application will get enabled (Look at Figure 18 for success alert that will
appear).

This means you are successfully connected to Xero.

= My Xero

Home Subscriptions & Billing Settings

Authorize Application

Xero Account Application For live stable stayez is now enabled

You will be redirected back to http:/fwene livestable.stayez.comina second.

Figure 18: Xero Account application enabled

Please note that this application will have access for 30 minutes from the time you
authorize it. To continue access to this application, you need to re-authorize it.

You will be redirected back to your Accounts section in a second.
Un-synced Ledger List, as shown in Figure 19, will appear.

You may now synchronize these ledgers with Xero one by one.
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4. Synchronization with Xero

Let’s begin with Travel Agent Ledgers.

Click on the link - Travel Agent Ledgers, given in Ledger List (See Figure 19)

Accounts
HOTELOGIX
The Crystal Quartz
Welcome : Anthony Daniel
Registered Corporate Registered Travel Agent POS Hotel Deposit  Chartof Accounts  Quickbook Account Mapping

Show all types of folios/ledger list

Main

All ledger list
S.No. Ledger List No of Un-Sync Folios
1 Deposit(s) 10
2 POS Ledger(s) 8
4 Corporate Leoger(s) 4
S Payment 7
6 Hotel Ledger 13
7 Hotelogix Ledger(s) 12

Click to sync TA
Ledgers with Xero

Figure 19: Ledger List (Un-synced)

Transactions pending synchronization will appear. (Refer to Figure 20)

Go down the page.

You will find Synchronize with Xero button.

Click to synchronize.

Page | 23




HOTELOGIX

smart hoteliering

Synchronization with Xero

Registered Corporate Registered Travel Agent POS
Transactions Pending Synchronization

Main /Un-Sync ledger list/ Transac

Search Folio No:

Hotel Deposit Chart of Accounts  Quickbook Account Mapping

Search Name:

[

Records Per Page

10f1

Search

Synchronize With Xero

Click to synchronize with Xero

Travel Agent Ledger(s)
v # gantf»s Group# Name Folio# Description Due Date Payment Date Amount Tax Total Amount Paid
p Not INVIT Travel agent 5 5 s
7/ | Syne G 10299 SunwayTravels (Oct 10, 2015) Ledger Oct 10, 2015 $ 360.00 $42.00 $402.00
Not COMM275-10496 Travel agent
! 2 Ry e L =
v 2 Sync Sunway Travels (Oct 09, 2015) Ledger Oct 09, 2015 $-9.60 $0.00 $-9.60
f Not 9 Travel agent ~
v 3 Syne SunwayTravels (Oct 09, 2015) Ledger Oct 09, 2015 $46.00 $0.00 $46.00
G Not INV10 Travel agent
v 4 Syne G 10286 SunwayTravels (Oct 08, 2015) Ledger Oct 08, 2015 $930.00 $155.50 $ 1,085.50
( Not COMM272-10496 Travel agent i ¥
¥ S Syne SunwayTravels (Oct 08, 2015) Ledger Oct 08, 2015 $-9.60 $0.00 $-9.60
C Not INVS Travel agent
v 6 Syne G 10286 SunwayTravels (Oct 08, 2015) Ledger Oct 08, 2015 $8.00 $0.40 $8.40
Not (3 Travel agent o~ >
7 Sync SunwayTravels (Oct 07, 2015) Ledger Oct 07, 2015 $17.25 $0.86 s1811
( Not COMM269-10496 Travel agent
v 8 Syne SunwayTravels (Oct 07, 2015) Ledger Oct 07, 2015 $-65.40 $0.00 $-65.40
c Not 7 Travel agent
v 9 Sync SunwayTravels (Oct 06, 2015) Ledger Oct 06, 2015 $50.00 $10.00 $60.00
C Not COMM266-10496 Travel agent
v 10 Sync SunwayTravels (Oct 06, 2015) Ledger Oct 06, 2015 §$-55.80 $0.00 $-55.80
Page: 1 of 1
Total $1,270.85
Total Disc $0.00
Total Tax $208.76
Total With Tax $1,479.61
Total Paid $0.00
Balance $1,479.61

Figure 20: TA Ledgers — Transactions pending synchronization
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TA Ledgers, once synced to Xero successfully, will show a success alert. (See Figure 21)

Click to view Registered Success alert after
Travel Agents synchronization
S ——
Registered Travel Agent POS it Chartof Accounts  Quickbook Account Mapping
Accounts
Ledger(s) Synchronize successfully
Registered Corporate Registered Travel Agent StatlsucsSnapshot
Adobe Systems (C1) SunwayTravels (A1) Corporate
Total Amount $0.00
POS Chart Of Account i OO s
Domino's Do DMNZ Travel Agent
” ald Total Amount $0.00
McDonakis Payment $0.00

Sample Gift shop
Sample Restaurant

More..

ICIick here to Synchronize Ledger(s) I

Click to synchronize other
ledgers

Figure 21: Accounts Console showing success alert after synchronizing TA ledgers to Xero
successfully

Click on Click here to Synchronize Ledger(s) to go back to the Ledger List. (See
Figure 21)

Before you proceed, let's check the sync status of TA Ledgers that you have synced with
Xero just now.

Click Registered Travel Agent on main menu of your Accounts section. (See Figure
21)

List of Registered Travel Agents, as shown in Figure 22, will appear.

Click Ledger next to each Travel Agent Name.
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Synchronization with Xero

List of Registered Travel Agent

Main

Search Registered Travel Agent Go

#  Code Travel Agent Namew a Country Phone Total BULS"GSSV Total Bsﬂancev Action
1 A1 SunwayTravels United States 0 i =p;= - robert taylor0677 @gmail.com $1,479.61 $1,479.61(Ledaer
Page 1 ¥ of1 view 10 ¥ records per page <<Previous | Nejt>>

Click to view TA Ledger

Figure 22: Selecting Ledger (from List of TAs) to view TA Ledger

Paid Sync Status shows Sync. (See Figure 23)

System has updated the Sync status as well.
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Hotel's Ledger
Main / List of Reqistered Travel Agent el
Ledger: | Travel Agent ¥ Mame:| SunwayTravels ¥ Sync Status: | —-All— v
Search By Due Date: From | To| Folio#| Group#Rav ld#
= B |
| Search i Export |
Due
# Ledger Folic#  Description Date/Payment Group#Rsv ld# Amount Tax  Total Amount Paid Sync Status
Date
1. Travel Agent IMVAT Hotel Ledger Cct 10, 2015 G 10299 / 102853 5360.00 54200 5402.00 Sync
(=] (SunwayTravels) fOct 10,
2015)
2. Travel Agent Hotel Ledger Qct 09, 2015 5-880 $0.00 5-9.80 Sync
(SunwayTravels)
3. Travel Agent Hotel Ledger Oct 09, 2015 5 46.00 5000 $46.00 Sync
(] {Sunway Travels)
4. Travel Agent Hotel Ledger Oct 08, 2015 G 10286 / 102845 S8.00 $0.40 56.40 Sync
(=] (SunwayTravels)
5. Travel Agent Hotel Ledger Oct 08, 2015 5930.00 $155.50 51,085.50 Sync
(SunwayTravels)
6.  Travel Agent Hetel Ledger Oci D8, 2015 5-95860 30.00 5-8.50 Sync
= (SunwayTravels)
(Cct 08,
2015)
7. Travel Agent COMMZES- Hotel Ledger Oct 07, 2015 5-8540 50.00 5-85.40 Syne
=1 (SunwayTravels) 10456
(Oct 07,
2018)
8. Travel Agent B Hotel Ledger Oct 07, 2015 51725 5086 $18.1 Sync
(SunwayTravels)  (Oct07.
2015)
8. Travel Agent COMMZES-  Hotel Ledger Oct 06, 2015 5-55.80 $0.00 5-55.80 Sync
=1 (Sunway Travels) 10456
(Cct 06,
2015)
10, Travel Agent 2 Hotel Ledger  Oct D6, 2015 S 50.00 510.00 560,00 Sync
(SunwayTravels)  (Oct 06,
2015)
Page‘I‘.l ¥ |of1 View 1b ¥ records per page <<Previous | Next=»
Total $1,270.85
Total Disc s0.00
Total Tax 520876
Total With Tax $1,479.61
Total Paid $0.00
Balance $1,479.61
| Export |
Payments
Mode Type Amount CCiCheque No Receipt# Description Payment Date
Select v| [Select v 2015-10-12 | Ell | Pay Now |

Figure 23: TA Ledger - Synced

Like Travel Agent Ledgers, you can sync other ledgers by clicking on their respective
links from the Ledger List and then clicking on Synchronize with Xero button for each
of these ledgers.

Once all folios in all ledgers are synced to Xero, your Ledger List will look similar to the
one shown in Figure 24.
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Registered Corporate Registered Travel Agent POS Hotel Deposit Chart of Accounts Quickbook Account Mapping

Main / Show sll types

Show all types of folios/ledger list

All ledger list

e

Ledger List Mo of Un-Sync Folios
Depositis]

POS Ledgeris)

Travel Agent Ledger(s}

Corporste | edgeris)

oW ==

Payment

Hotel Ledger

(=R =T = = =R =)

- @

Hotelogix Ledgeris)

Figure 24: Ledger List (Synced)

Figure 2 shows the account balances after synchronization in Xero.

This brings us to the end of this help manual. For any further assistance or clarification,
please contact Hotelogix Live Support or email us at support@hotelogix.com.
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|
Q1 m What is Account Code?

u
A1 " In Hotelogix, every product or service sold from your Hotel is assigned a
code. This is called Account Code.

|
Q2 u With the change in Account Codes, will my POS Points continue to
show in the Chart of Accounts? Do | need to do anything extra? Will | be able to sync my
ledgers with Xero as | was doing earlier? Please advise.

u
A2 " Your POS Points will still continue to show in your Chart of Accounts —
nothing has changed but much has been added for you. The only thing is that you now
have a choice to put Account Codes upto the level of a product.

If you go to any of your POS Points in Admin Console, you will find Account Code
dropdown under Department. By default, Account Code will be same as Short Code which
you can change of course. So, this won’t disturb your Chart of Accounts.

Remember, any change in Account codes will automatically reflect in your Chart of
Accounts.

|
Q3 m Where all in Hotelogix the Code enhancement has taken place? What
sections of Hotelogix have been affected?

u
A3 " Go to your Admin Console. Add or edit any POS Point, POS Category,
POS Product, Room Tax, POS Tax or Pay Type that you may have set up in your system.
In all these sections, you will find Account Code dropdown under Department.

Last but not the least — the Accounts section!

|
Q4 = Are Account Codes mandatory?

u
A4 " All products and services of your Hotel will bear an Account Code. This
is compulsory. Without them, you cannot sync your ledgers with Xero.

F requently

Questions
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Account Code is a mandatory field when you add or edit a POS Point, Room Tax, POS
Tax or a Pay Type. For your convenience, your existing Points of Sales, Taxes and Pay
Types will have the same Account Code as Short Code in default. You can change if
required.

But for POS Categories and POS Products, adding an Account Code is optional for you.
This means if no A/c Code is specified for the product, it will be sold under the Account
Code of its Category.

Similar is with POS Categories. If a Category Sale is not given an Account Code, it will
automatically take the Account Code of the POS Sale.

|
Q5 = How do | enter the Account Code? Are there any validations? F
requently

u
A5 " Go to your Admin Console. Add/Edit POS Points, POS Products and
POS Categories. Look for Department field in these sections. With Xero Code
enhancement, you may now have department wise Account Codes for them.

Once you have selected the department for your POS, you may either select an existing
Account Code or add a new Account Code.

If you choose to select an existing Account Code, you can select only from the Account
Codes of selected department. Account Code of one department Sale cannot be used
for the Account Code of another department sale.

Alternatively, you may click on Add New Account Code to give your Account a new name Q“es“°"s
and new Code. (See figure below)
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Add New Account Code - POS Point
POS Point Title* =5

POS Point ID(Short Name)* ' MCD

Department I Sample F and B l v a

*
Account Code Select Account Code V¥ || Add New Account Code

Add New Account Code x
Account Name:* |mcDonalds (Image dime|
Account Code:* \uepnD 9
Frequently
(
(Phone # and Em
e 9 Save Cancel

Similar add options are available in POS Categories, POS Products, Taxes and Pay Types

as well. (See figures below)

Add New Account Code - POS Category

POS Category Title* [Desserts Q _
uestions

A
Account Code | ceject Account Code ¥ | Add New Account Code |

Add New Account Code %
Account Name:* |pesserts
Account Code:* DSRTS 9

e Save Cancel
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Add New Account Code - POS Product

POS Point | McDonalds | v

POS Product Title* == [McFlurry |

Department ISsmpse Fand B I

A
Account Code >elect Account Code ¥ Add New Account Code

N

(

POS Product ID* MCF Featured Product

Upload Image(s) | Choose file | No file chosen

POS Category* [Desserts | M
F requently

Add New Account Code x
Select Applic able

Account Name:* |mcFlurry
De =
Account Code:* |MCFLURRY

6 Save Cancel

Pos

Add New Account Code - Room Tax Questions

I

Tax Title* City Tax

Tax ID(Short Name)* |CT
Department | Tax 0

A *
Account Code Select AccountCode V¥ IAdd New Account Codel

Add New Account Code x
9 Account Name:* [City/Tourist Tax 4
Account Code:”* |crTyTAX

e Save Cancel
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Tax Title*

|Beverage Tax

Tax ID(Short Name)* BT

Department JTax

Account Code* | .

Add New Account Code

Add New Account Code - POS Tax

Add New Account Code

Account Name:” |gayerage Tax

Account Code:* |geyTAX

6 Save Cancel

x

N

Pay Type* | MasterCard v

Pay Type Short Name* MC

Department jAccount

A *
Account Code® | geject Account Code ¥

Add New Account Code

Add New Account Code - Pay Type

Add New Account Code

Account Name:* |macterCard

Account Code:* |msTRCRD

e Save

Cancel

x

Please note that:

1.

POS Categories and POS Products will automatically take the department of their POS,

which you cannot change.

F requently

Questions
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2. Account Codes of Room and POS Taxes will use the same department Tax .You
cannot change their department.

3. All Pay Types will use the common department Account. You cannot change their

department.
QG6:

" What do you mean by Account Types?
AG:

n All the accounting heads used in an organizational accounting system
are divided into Assets, Liabilities, Expenses or Revenue. These are called Account
Types. Frequently
Q7:

" Can | delete an Account Code that is no longer required?

AT:
n Yes, you can, provided it is not already used in your system, else you

will get an error alert. Go to Accounts >> Chart of Accounts. To delete, simply click on the
Delete link shown next to Account Name in the list. Click OK to confirm.

Please note that system accounts cannot be deleted.

|
Q8 = How long Account Codes can be?

Questions

u
A8- Account Codes cannot exceed 10 characters. Plus, they must be
unique.

|
Qg = What are System Accounts?

A9 : In addition to accounts for POS Points, POS Categories, POS Products,
Room Taxes, POS Taxes and Pay Types that you define in Hotelogix, there are 15 more
accounts that are built-in. These are system accounts that have been locked for
deletion. You cannot delete them. These are:

1. Cash, defined under Assets
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2. Credit Card, defined under Assets

3. Bank, defined under Assets

4. Cheque, defined under Assets

5. Other, defined under Assets

6. Revenue Loss, defined under Assets

7. Booking Advance, defined under Liabilities
8. TDS Payable, defined under Liabilities

9. Commission Payable, defined under Liabilities Frequently
10. Round Off, defined under Liabilities

11. Hotelogix Commission Payable, defined under Liabilities
12. Hotelogix Fee, defined under Liabilities

13. TA Booking Fee, defined under Expenses

14. Office Expences, defined under Expenses

15. Room Sale, defined under Revenue

u
Q1 O " Why can’t | delete System Accounts?

Questions

u
A1 0 " System Accounts such as Cash, Credit Card, Room Sale, etc. are set
up by Hotelogix.

These are mandatory/required for accounting purposes and specific reporting, hence
cannot be deleted.

For example: every payment that is received goes to its respective Account Head of
receipts like Cash, Cheque, Credit Card etc.. Similarly, Hotelogix Subscriptions are an
expense for the Hotel, hence goes to Office Expences Alc.
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u
Q1 1 m | have set up some POS Points, POS Categories and POS Products in
Admin Console. What will be their Account Types? Where should | find them in my Chart of
Accounts? Please throw some light on Pay Types and Taxes as well.

|
A1 1 " All sales from POS (including Category and Product sale) are
revenues, hence shown under Revenue in Chart of Accounts (COA).

All Pay Types such as Cash are assets, hence shown under Assets in COA.

All Room and POS Taxes are current liabilities that Hotel owes to the Government,
hence shown under Liabilities in COA.

Together, you can find them under All Account tab.

u
Q1 2 " | am unable to sync POS Ledgers with Xero. System is showing the
following error - Account code 'RSTRNT' is not a valid code for this document. How
should | proceed? | have a Restaurant and recently changed its Account Code from
RSTRNT to RESTAURANT in my system.

A1 2: System shows this error only if you edit/change the Account Code
without selecting the Update Account Code checkbox. All old un-synced invoices of this
account still bear the old Account Code ‘RSTRNT’, a Code that does not exist and threw
error when tried for synchronization with Xero.

Go to Accounts section. Look for your Account in the COA. Click Edit under Action. Edit
the Account Code with old code (e.g. RSTRNT in this case). Make sure that you do not
select the Update Account Code check box. Save. Click OK to confirm your action.

Now once again, edit the Account Code, this time with new code, RESTAURANT in this
example. Select the Update Account Code check box and save.

u
Q1 3 m How do | update my Account Code?

A1 3 : Hotelogix lets you update the Account Codes from the Accounts
section itself. Go to Chart of Accounts. Click on All Account tab. Look for your Account in
the list. Click Edit under Action. Edit the Account Code in the small window that opens up.
Select the Update Account Code checkbox. This will update the Account Code for all old
un-synced invoices. Save.

F requently

Questions
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u
Q1 4 " My accountant wants to modify some of our Hotel accounts, probably
would like to change their Account Type. Is it possible in Hotelogix?

A1 4 : Yes, Hotelogix offers flexible ways for restructuring your accounts. If
required, you can change their Account Type from Accounts section. First, open the Chart
of Accounts. Click All Account tab. Search for your Account in the list. Now, click Edit
under Action. From the window that opens up, select the required Account Type from its
drop down. Save and you are done!

Hotels may change the Account Types at their own risk. Hotelogix will not be responsible
for accounting errors and in turn any loss of business due to change in Account
Types.

u
Q1 5 " When do City Ledger invoices become payable?

A1 5 : City Ledger invoices (in case of TA & Corporate bookings) when moved
to Accounts are sent with due dates of the payment. This date is calculated automatically
as per the payment terms set in the Travel Agent or Corporate Customer's profile in
Hotelogix. The invoices become payable as per this due date and get tracked through
Aging Report. Tracking is possible both in Hotelogix reports as well as in the Accounting
system (like Xero currently).

Q1 6 : | have a Bar at my Hotel and sell drinks under 2 categories — Alcoholic
Beverages and Non Alcoholic Beverages. Currently, all drinks sold bear the Account
Code of their POS i.e. BAR. What should | do so that all alcoholic and non-alcoholic drinks
automatically take up the account code of their respective category sale?

A1 6 : The process is simple. As you have said, you have been selling drinks
under 2 Product Categories — Alcoholic Beverages and Non-Alcoholic Beverages. Set up
an Account Code for each of them. Go to Admin Console. Edit the Product Categories.
Select an existing Account Code or click on Add New Account Code to give your accounts
a new name and new code. Save.

u
Q1 7 " | have synchronized Ledgers with Xero. How do | look for synced folios
in Xero?

F requently
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A1 7: Log into your Xero account. Go to Settings >> Chart of Accounts.
Click on the amount, corresponding to account, in your Chart of Accounts. You will see
Account Transactions. Click on the transaction. It will show you related invoice. This will be
the same invoice that has been synced from Hotelogix to Xero.

u
Q1 8 " What should be the frequency of Ledger Synchronization with Xero?

|
A1 8 ] It is recommended that you must sync your ledgers every Night Audit.

F requently
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