POLIXEN

Finance Integrations

How to use Xero with Polixen

In Polixen: Go to Accounts > Client Invoices. You will then be able to see the list of
existing invoices and create new invoices by clicking on the light blue button “New
Invoice” on the top right-hand side.

Once you select the invoices you wish to export, click on the green button “Xero
Export Selected Invoices”.

Start: 07/06/2022 End:

Deselect All

Invoice ID
ol 21580
ol 21581

el 21582

07/07/2022

Client Emailed At

Goldings,
Jennifer

Strabs, Paul

Shaw, Belinda

Search by Invoice ID :

Filter by Inv ~

Date Issued

Thursday 7th
of July

Thursday 7th
of July

Thursday 7th
of July

Invoice Tota

$5,038.00

$2,949.00

$3,972.00

Outstanding Amount

$5,038.00

$2,949.00

$3,972.00

A pop-up will appear with the option to download the CSV export file.
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Show Unpaid and Partially

UNPAID

UNPAID

UNPAID



Once that is done, go to your Xero account and select Business > Invoices.

olixen « Dashboard Business Accounting Payroll Contacts

Sales overview »

Invoices
New Invoice - MNew Credit Note Send Statements Import Export Invoice Reminders: Off
All Draft (o) Awaiting Approval (o) Awaiting Payment (o) Paid Repeating

Thera ara no items to display.

Click on the “Import” button. Once you are on the Imports page, go to step 3 and
click on “browse” (there is no need to change anything on steps 1 and 2) and select
the CSV file you just exported from Polixen on your downloads folder. Then click on
“Import”.
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Sales overview »

Import your sales invoices

What system are you importing from?
(@) Xero

(I MYOB - Service Sales Format

(TJMYOB - Ttem Sales Format

To import invoices from another system please follow the steps below...

Step 1. Download our invoices template file

Start by downloading our invoices CSV (Comma Separated Values) template file. This
file has the correct column headings Xero needs to import your invoice data.

B.| Download template file

Step 2. Copy your invoices into the template

Export your invoices from your old system as a comma separated list. Using Excel or
another spreadshest editor, copy and paste your invoices from the exported file into the
¥ero template. Make sure the invoice data you copy matches the column headings
provided in the template.

IMPORTANT: Do not change the column headings provided in the Xero template.
These need to be unchanged for the import to work in the next step.

Dates are assumed to be in English {Australia) format. For example,
25/12/2022 or 25 Dec 2022.

Step 3. Import the updated template file

Select the file to import
Browse Mo file selected

The file you import must be a CSV (Comma Separated Values) file. The name of
vour file should end with either .csw or Jtxt.

Would you like to update contact address details?
@ Mo, ignore all address details

(::l Yes, update contacts with imported address details
Is the UnitAmount field tax inclusive or exclusive?

(@) Tax Exclusive
() Tax Inclusive

T

Then click on “Complete import”
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> Im;

Import your sales invoices

The imported POLIXEN-Xero-1657171591.csv contained 3 invoices, the following will be imported into Xero

3 new draft invoices will be imported

Invoices will be imported as drafts and can be edited or deleted afterwards

| g | 1

All the imported invoices will be saved as drafts. You can then review the invoices
and approve them one by one or select and approve all of them at once by ticking
the box next to “Number” and clicking on “approve”.

It is also possible to delete invoices that you don’t want by clicking on the “delete”

Invoices
New Invoice v New Credit Note Send Statements Import Export Invoice Reminders: Off
Draft (3) Awaiting Approval Awaiting Payment (o) Paid Repeating
Submittor approval | | Approve | | Detete | [ print | | Email | | Copyto.. | 3#ems selecied 2100A0 (2 Search
Number Ref To Date « Due Date
POLIXEN 21582 Belinda Shaw 7Jul 2022 6 Aug 2022 7.00
POLIXEN 21581 Paul Strabs 7Jul 2022 6 Aug 2022 7.00
POLIXEN 21580 ennifer Golding: 7 Jul 2022 6 Aug 2022 7.00

How to use MYOB with Polixen

Setup

If you wish to use MYOB with Polixen, please get in touch with us on 1300 790 592
and so we can set up this feature for you.

Card IDs & Item Codes
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Every client or provider in MYOB must have a Card ID, this is how we link clients in
Polixen to clients in MYOB.

Importing Card IDs from MYOB

Assuming the clients and their card IDs have already been set up in MYOB, we will
need to import them into Polixen.

Open MYOB, click on “File” > “Import/Export Assistant”.

R Fnle%Edlt Lists Command Centres  Se

By Ctrl+MN
4
Qpen... Ctrl+0
l Close Window Pers
Print... Ctrl+P

Migrate Custom Forms

Back Up..

Restore... -

Close a Financial Year

Import/Export Assistant

Accountantlink 3
E 2t
Then click on “Export Data”.
n e OIne )
Use this assstant to mport lists and transactions into your company fle, or to export

your data for use with another company File or apphcaton,

Select what vou want to do:

o/ Irnprort dats

Export dats
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On the “Data Type” tab: Select “Cards” > “Customer Cards”.

Welcome
Export: Cards ke
o Diata Type
Customer Cards oy
G I3
Splect Fusids

In “Format”; Select “Commas”.

Welcome
You are exportineg Customer Cards,
HouvPn Separate data usng: (L) Tabs
o
F) Format % ovoma
bl Include field headers in the file
Sedect Fiekds

In “Select Fields”: Click on “Add All”.
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O select Fields

Conchusion

Select Fields

Select the fields you want to export.

 Available Freids

i

Add all >>

ﬂmﬂ«l

 Faeids to &xport
cofasthiame ]
First Mame
Card ID

Card Status
Addr 1 - Ling 1
Addr 1 -~ Line 2
Addr 1 « Line 3
Addr 1 - Line 4
Addr 1 - City
Addr 1| - State
Addr 1 - Postcode
Addr 1 - Country
Addr 1 - Phore N 1
Addr 1 < Phone No. 2 %
Addr 1 - Phone No. 3
Addr 1 - Fax No.

Addr 1 - Email

Addr 1 - Www

Addr 1 - Contact Name

Addr 1 - Salutation

Addr 2 - Line |

Addr 2 - Line 2

Addr 2 - Line 3

Addr 2 - Line 4

Addr 2 - Cty

Addr 2 - State

Addr 2 - Postcode
Addr 2 - Country

Addr 2 - Phore No. 1

Addr 2 - Phore No. 2

Addr 2 - Phone No. 3
Addr 2 - Fax No.

Addr 2 - Emal

Addr Z - Www

Addr 2 - Contact Name

Addr 2 - Salutation

() &

In Conclusion: Click “Export” and save the file.
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Import and Export Assistant

Start Exporting, this might take a whils. ..

Once that's done, save the MYOB exported csv file and email it to our team or put it
in a ticket so we can import that into Polixen for you.

If there are errors, we will email the output so you can make the necessary changes.

Exporting Card IDs from Polixen

All clients’ card IDs have to match to their client ID - if you need to update them, get
in contact with our team.

MName Detalls

Title:

b AT -

MYOR Card #:

2202

Finance Integrations



To export Card IDs from Polixen, go to “Reports” > “Clients” > “MYOB Client export”.
Click on “Export Report” and save the file.

Client Reports »mvos diient Report

MYOB Client Report

Export Report

After that, open MYOB. Click on “File” > “Import/Export Assistant”. Then, select
“Import Data”.

WEsC O
n Lise this assistant to mport lsts and transactions into your company File, or to export

wour data for use wath arother company file o applcabon
File Type

Setect what you veart to do:

& Import data

E Ha e el o]
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Select “Cards” > “Customer Cards”. Then click on “Browse” and make sure you have
selected "All Files" and select the Polixen client file.

Welcome
o Fle Type Import: Cards )
Cards bype: Customer Cards .h\:J
Format
I t t:
: File containing the data you want to impor
CUser sl Administr sbor \Deshkbopipolcen_myob, csyv Br owrse
Import:

Select “Commas” > "reject the imported data" > "Match Cards using their Card ID".

- You are importing Customer Cards
File Type Data is separated by & Tabs
@ Commas
EN Format
The first ine of the File contains: & Headers or Labels
Match Fislds
o/ Data
gt

IF data you are importing already exists in this company File:
Reject the impork data IE‘

Match Cards using their:
CordID_ =

Then click on “Match All”.
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Match Fields

L) Makch the fiekds you want to mgort with the avalable ficids .
. a

e Requred Fiekds ~ Conditional Fieids
Inport Fiekds Avalable fields Matched Import fields
Firsthlame First Name.
CardID ~ CardID

Melﬂ’lm CardStatus Card Status
Afinet Addr 1 - Line 1
3 RENNRE Allinez ~line 2

AlLined ~line 3

Conchusion Altined “line 4
AlCky - CRy
AlState - State
AlPosteode - Postcode
AlCountry - Country
AlPhonel - Phore # 1
AlPhonez - Phore # 2
AlPhone3 -Phone #3
AlFax -Fax#
AlEmal - Email
AtWwWW - WWW
AfConkactHame - Contact Name
AlSalutation - Salutation
Azuinel Addr 2- Line 1
Azuine2 ~line 2
Aztined ~line 3
AzLined “lined
A2Cky - CRy
A2State - State
AZPostcode - Postcode
A2Country - Country
AzPhonet - Phone # 1
AZPhone2 -Phone # 2
AZPhone3 - Phone # 3
AdFax -Fax#
AZEmal - Email
AzContactiame - Contact Name

And select “Import”.

Conclusior
‘Welcome
Here are the resuks of the import process
Fle Type
12 records imported without erroes
Fosmet 0 records imported with wearnings %
0 records skipped
| Makch Fields
For more information, see the import log file located in C:\Users\AdministratoriDocument s\ MY OB} AccountRight \Current
Impart
To view the log, cick here
a Conchusion

Item Codes

Every meal item in MYOB must have an Item Code. To find all item codes: Open
MYOB, then click on Inventory on the main screen and select “ltems List”.
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D m & [ @ b B &

Accounts Banking Sales Time Billing Purchases Payrall Inventory Card File
Inventory o Help =
” Build Items : | — Items Register —_— Adjust Inventory
| | |
(v L] v
Auto-Bulld Items —— e Set Item Prices
Items list

View and edk the Rems you buy, build and sell,
wr

Receive [lLems Count Inventory
Transaction Journal
HM  Hot Mains
Ttem Detads | Fuyng Oelals | Seling Detals | History | aso-suic
Item Number: | HM (& Insctive Item
MName: Hot Mains
(1 Buy This Item
1 el This Ttem Income Account For Tracking Sales: © | o
(1 Inventory This Ttem Account Hame Classification
41000 Services Income Income
4-2000 Stock Income: Income
Vi i 3 4-3000 Late Fees Collected Income
‘r;_ Copy From #K  Spel | 61100 Accounting/Bookeeping Fees Expense
61200 Advertising B Marketing Experse
61300 Dank Fees Expense
&-1400 Borrowing Expenses Expense
61500 Bad Debts Experse
61600 Cleaning Expenses R Experse
61700 Electricity Expenses Expense
61600 Gas Expenses Experse
61500 Legal Fees Expense
Cancel [Mew ] [ useaccout (G

After that, log in to Polixen. Click on Admin — Meals & Services —» Meal Categories
- Set each category's finance code to their respective MYOB Item Number.

Finance Integrations
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View Meal
Category

Category Name: 1ot Meals

Finance Code

Exporting Invoices from Polixen

Generate client/provider invoices normally, then select the invoices you wish to
export. Click on the "MYOB Export Selected Invoices" button on the top right-hand
side and save the file.

Please note that if an invoice only has a “balance carried forward” line item and no
transaction items, it won’t be included in the export.

Accounts vl Only Display Package Provider Cliencs  All Service

Start: 18/08/2021 End: 17/09/2021 [EEES Search by Invoice ID

Finance Integrations
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Importing Invoices into MYOB
Open MYOB: Click on “File” > “Import/Export Assistant”.

R| File @ Edt Lists Command Centres 5

- M e Crl+N [—
Open... Ctrl=0
' *olb
Close Window
Migrate Custom Forms
Back Up.. Ac
Restore...
A
Close a Financial Year
Import/Export Assistant
Accou nrhl ink ¥
Exit
Click on “Import Data”.
n . Uise this assstant to mport lsts and transactions nbo your company fle, or to export

your data for use with another compary file or apphcaton.
File Type

Select what vou want to do:

@ Import data

W' Export dats

Select “Sales” and “Iltem Sales”. Click on Browse and make sure you have selected
"All Files" and select the invoice file.

Finance Integrations
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P e Type Import: Sales ™)
Sales type: Item Sales E
Format
+ Match Fields File containing the data you want to impart:

Ci\Users|Administr ator\DeskoplPOLDEN-MYOB- 1631640163
It

Conchasson

Select “commas” > “add the import data” > match cards using their “Card ID".

Farmat
Welcome Yious are importing ftem Sales
File Type Diats s separated by: & Tabs
(@ Courenas
u Format
The first line of the File contains: @ Headers or Labels
4 Match Fields &
W/ Data
Imgiatt
IF data you are importing aready exists in this company File:
Cornchasion Addth:lrputtdutu E
Match Cards using their:

Click on “Match All".
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Match Fields
Match the fields you want to import with the avallable fields .
* Requred Fiekds ~ Conditional Fields

2 File Type
| mport Fields | || Avalable fieids Matched Impoet fiekds

1 Irormat LastMame. @ Comment Comment.
Firsthlame el Journal Memo JournaiMemo
Aaltinel L | Salesperson Last Name SismrlN

i Allne2 < ‘Salesperson First Name SismnFN

Alline3 < Shipping Date ShipDate

o Import Allined @ Referral Source RefSource
Inclusive - Tax Code TaxCode

& Conclusion Invoiceo B Non-GST Amount MonGSTAmE
Date <= GST Amount GSTAm:
CustomerPO < LCT Amount LCTAmE
Shovis < Freight Amount Freightamt
Del Status ° Tne-Tax Freight Amount IncTadErtamt
Remio < Freight Tax Code FrtTaxCode
Quantity < Freight Non-GST Amount FrtNonGSTAmE
Descr < Freight GST Amount FrGSTAmE |
Price ° Freight LCT Amount FrLCTAm I
IncTaxPrice o | Sale Status SaeStatus i
Discount o | Teres - Payment is Due Terms |
Total @ = Discount Days DrscountDays I
IncTaxTotal ° - Balance Due Days Balarce Due Days i
b ° -% Discount % Discount |
Comment | % Monthly Charge Marthly Charge i
JournsiMeno a Amount Pad Antpad |
Sisrnell < Payment Method PritMethod i
ShsrFN -« Payment Notes Prithlotes 1
Shposts < Name on Card Nameoncd |
Refsource - Card My Cardo i
TaxCode * Authorisation Code. ExpratonDate
NenGSTAmL e B38 Authumber i
GSTAmt < Expiry Date =] :
LCTAmt < Account Number AccountNo i
FreightAm: <« DrawerjAccount Name DrawerAccounthame l
IncTaxFreAmt ° heque humber Chequelio
FriTaxCode - Category r\\\ Caregery |
FriNonGSTAmE @ A CadD Cardid

Click on “Import”.

Start Importing, this might take & whi...

If there is an error, you will have the option of clicking the log file to open it up
and investigate.

Finance Integrations
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Here are the resuks of the import process

1 records imporbed without errors
0 records mported wath warnings

0 records skipped

For more information, ﬁ* the import: log file located in C:\Users|AdministratoriDocumentsiMyYOBY AccountRight | Current

To view the log, dick here

B Canchsion

Exporting Payments from Polixen into MYOB

This is currently not recommended due to many integration issues. Please get in
touch with us if you need to use this feature.

Exporting Payments from MYOB into Polixen

This is currently not recommended due to many integration issues. Please get in
touch with us if you need to use this feature.
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