
Converting 
to Xero 
step by step
Taking on the task of migrating from one accounting 
platform to another can be a daunting experience. 

With our ‘Converting to Xero, Step by Step guide  
– the task is made so much easier to understand  
and implement. 
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Choosing 
the best time 

to convert



When thinking about converting, the first question is always, 
when should I convert?

31
DECEMBER

There are 3 different times 
you may want to convert

Year end or VAT period end are always preferred as you would have had the 

opportunity to collect all of the relevant information. The financial position would  

be accurate and therefore unlikely to change any further meaning you can ‘lock’  

those balances. This information forms the core of your conversion data.

The date you choose is known as the conversion date.

Year end

For many this is the most natural 

conversion point

VAT periods

Using a VAT reporting date allows four 

times throughout the year to convert  

to Xero

At any time

At any time – this approach is only best 

when using a transactional conversion 

solution
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Choosing 
the best route 

to convert



Once you know when you’re going to convert to Xero the next 
step is to work out the route to complete your conversion.

The route choice is primarily based on the information the accountant and the 

client want to see in the new Xero organisation – opening position versus historical 

transactions is the major determining factor. 

1. What conversion 
solutions are 

available

2. How much time 
you’re willing to 
dedicate to the 

conversion

3. The quality of the 
information in your 

old system

Other  key factors  include: 

Remember, it may not be necessary to move all of your history to Xero if you can still 

access your old system or you can extract the reports you need.

1. What conversion solutions are available

For some conversions there are specific tools and services to convert your data  

for you. However, when it comes to manual processes, thinking about which solution 

you will use Xero for is essential. 

For a manual conversion less is more. Every transaction to be converted takes time 

and opens up possibilities of human error. 



REPORTING

If you’re currently producing 

management reports on a regular basis, 

or are planning to do that following Xero 

conversion, you’ll need to think about 

getting comparative information  

into Xero.

When it comes to reporting 

requirements there are a few things  

to consider:

• Is it necessary to go into detail for 

the comparatives? 

• Would the annual/quarterly/monthly 

balance be sufficient, rather than the 

individual transactions making up 

those balances?

• Is it quicker to import in annual/

quarterly/monthly balances over the 

transactions which make those up?

INTEGRATIONS

Once you’re set up on Xero there may 

be some integrations you’re interested 

in using. It’s important to consider the 

information these integrations may need 

in Xero to be able to work.

Would you be required to import 

information into these integrations  

to get them working?

2. How much time you’re willing  
to dedicate to the conversion

Converting data can take time, it is 

important to therefore consider the time 

value to benefit of what you’re planning 

to migrate.

3. The quality of the information  
in your old system

Converting data is normally a good 

opportunity to reset how you’re 

bookkeeping and take a fresh start on 

what’s been happening.

If your previous system contains lots  

of old, potentially incorrect data,  

it might be worth considering leaving  

it all behind and starting anew. 

In data conversion there’s  
a phrase “Garbage in, 
Garbage out”, simply the 
information you get out of 
Xero is only as good as the 
information you put in.
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Getting your 
data ready 
to transfer



Prior to converting your data there’s a series of things we 
recommend you check and correct, remember the Garbage in, 
Garbage out principle.

The following isn’t an exhaustive list 

and isn’t necessarily a compulsory 

requirement for conversion, but we do 

recommend that you do consider each 

one before starting.

Bank reconciliations

Ensure each bank is fully reconciled to 

your conversion date. The conversion 

balance should be the ‘statement 

balance’ on a bank with any outstanding 

lodgements. This is so that the bank 

feed can run seamlessly from the 

conversion date, without the need to 

unpick the timing differences. Make a 

note of any future transactions so they 

can be replicated in Xero if needed.

If there are any old bank accounts 

showing on your old system take the 

opportunity to close them off, leaving 

only the active accounts to transfer.

Invoices and bills

Check the aged receivables and 

payables reports to confirm those 

showing as outstanding are correctly 

outstanding.

Work through each of your debtors and 

creditors and match any unmatched 

receipts/payments to invoices/

bills. Match any credit notes to their 

respective invoices or bills.

Approve any draft invoices or bills that 

should be included with the conversion.

Contacts

Run through the contacts list, archive 

any old contacts and merge any 

duplicates. On Xero a contact can be a 

customer and supplier at the same time, 

you may wish to note those which are 

both to ensure you don’t duplicate their 

entry on Xero.

Journals

Check all journals have been posted to 

the ledger, also note any that would be 

repeating, these can be set on Xero as 

part of the conversion process.

Chart of accounts

When converting to Xero you can 

choose the chart of accounts you wish 

to use. When using a conversion service 

they will tend to replicate your existing 

chart of accounts onto Xero.

If you’re using a conversion service like 

this, run through the chart of accounts 

and archive away any entries that are no 

longer in use.
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Conversion



If you’re using a conversion service you can ignore this stage  
as it should all be taken care of for you.

Chart of accounts

If you’re not intending to use the Xero 

chart of accounts you’ll need to update 

the entries on Xero to match your 

desired structure.

These can be imported if you’re able 

to get the chart into an excel file. This 

import can include your conversion 

balances.

Conversion balances

These balances form the opening 

position on Xero at your conversion 

date. Either import these in with your 

chart of accounts or key them into the 

conversion balances screen on Xero.

Invoices and bills

Both of these can be imported through 

csv files, simply download the template 

from Xero, re-format your export from 

the old system and import into Xero.

If you have changed your chart of 

accounts you’ll need to update the 

codes for each of the transactions to 

match the new one on Xero.

Once imported invoices and bills show 

as draft, from the draft menu you can 

bulk-approve the transactions.

Journals

Similar to the invoices and bills, journals 

can be imported into Xero.

Bank statements

Import in the bank statements for the 

period.

If possible, if you’re able to import the 

bank statements pre-coded (each line 

showing with an account code and VAT 

type) they will auto-reconcile on import.

It’s not possible to auto-reconcile 

receipts and payments for invoices and 

bills, these will need to be manually 

matched. If you’re able to bring the 

invoice number in as a reference with 

the bank statement it will make this 

matching easier.
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Post 
conversion



Once all your data is on Xero there’s a series of things  
you MUST do to ensure everything is correct and ready  
to work forward.

Invoices and bills

  Check everything has been 

correctly matched, check for any 

credit notes not showing matched 

to invoices and bills.

  Run the aged receivables and 

payables reports and confirm 

against your old system to confirm 

they match.

Bank accounts

  Check the bank accounts for 

any outstanding unreconciled 

transactions.

  Confirm the statement balance 

on Xero matches that on the bank 

statement.

   Confirm the balance on Xero 

matches the ledger balance on  

the old system.

Contacts

  Run through your contacts list  

and merge any duplicate entries, 

also check for those who should  

be archived.

VAT Returns

  When converting to Xero the VAT 

submission flag on transactions 

gets lost, you’ll need to re-publish 

your latest VAT return on Xero to 

re-establish the flag.

  Check your old system for any late 

claims showing on the current VAT 

return, these you’ll need to adjust 

into the next Xero return.

  Run a VAT return at the same date 

as the last one you submitted on 

the old system, include late claims 

and publish this return.

  Do not worry about attempting 

to reconcile this return as it will 

include the whole history you’ve 

imported into Xero.

Set lock dates

  The last job in the conversion is to 

set the lock dates, these ensure 

that no information can be back 

posted before the conversion date.



Join the partner programme at xero.com/partners

www.xero.com/uk/partnership/



