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/ƭƛŎƪth{ ƛǎ ǇǊƻǳŘ ǘƻ ŀƴƴƻǳƴŎŜ ǘƘŜ ƛƴǘŜƎǊŀǘƛƻƴ ǘƻ ·ŜǊƻ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳΦ ²ƘŀǘΩǎ ǳƴƛǉǳŜ ŀōƻǳǘ ·ŜǊƻ ƛǎΣ 

it is cloud based, just like ClickPOS.  It is so easy to integrate, you search for dates, ClickPOS displays 

ǘǊŀƴǎŀŎǘƛƻƴǎΣ ŀƴŘ ǘƘŜƴ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴŜ ōǳǘǘƻƴ ǘƻ ǘǊŀƴǎŦŜǊ ǘƘŜ ŘŜǘŀƛƭǎ ǘƻ ·ŜǊƻΦ  !ƭƭ ǘƘŜ ŦǳƴŎǘƛƻƴǎ ȅƻǳΩǾŜ 

been waiting for; 

- Visibility of transactions going through, 

- Batch processing of transactions grouped by account category 

- Sales summary; which consists of total of sales, COGS, carrier revenue (cellular industry) into 

predefined chart of accounts under income.  

- Payments List; Totals of payments tendered Eg, Cash, Eftpos, Credit card etc.  

- Purchase Summary; Details of purchases for the period, The Supplier details, and the total 

amounts being purchased.  

- Account Customer details; Account customer details are automatically copied to Xero as a 

debtor, so you can create and send statements. Any future payments from that customer are 

taken from ClickPOS and applied to the same debtor account. NOTE: To transfer customer 

details, the customer, On accounts tick box must be checked. 

- Stock value: As you update stock value in ClickPOS the amounts are adjusted in Xero, this 

includes writing off stock after stock-take or price protection from suppliers.  
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Usage 

The guide below shows how to integrate from ClickPOS to Xero accounting system 

Prerequisites  
Before you can integrate between two systems, you must be registered members of ClickPOS and Xero 

accounting. 

 

Making the connection. 
Once you register with Xero, you need to fill out application form  to notify our office to activate the 

integration. We will activate this module and notify you. 

 

When the integration is activated, you need to connect to the Xero account within ClickPOS. 

 

Login to ClickPOS, go to  Accounts > Xero Setup 

 

 
 

 

 

 

 

 

 

 

1 - Select Accounts 

2 -Then Xero Setup 

http://www.clickpos.com/
http://www.xero.com/
http://www.xero.com/
http://www.clickpos.com/Home/MenuA/Pointofsalehardware.aspx
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Create a Group 

You need to first Create a Group to assign the stores. This feature gives you the power to nominate each 

store to its own unique Xero account.  Use this feature if you want to keep a different accounting 

database for one or more stores.   

 

If you operate only  1 store (Or you want to group many stores to only one Xero account). 

Just create a group, stating your Store άCompany Nameέ ƻǊ ά5ŜŦŀǳƭǘ ŎƻƴƴŜŎǘƛƻƴέ 

Then Add all your stores to this one Xero account. 

 

If want to connect each store in ClickPOS to its own Xero account.. 

This option allows you to report on each of your stores to separate Xero account. 

You can create as many groups as you like, and assign one or more stores to those groups. Please note 

that each group account will incur the monthly fee. 

 

EXAMPLE:   We will create 2 groups . 

The company below has 3 departments, a  Head Office and 2 stores. The Head office is registered under a 

different trading name so Head office will have one group and the other two stores a different trading 

name, so two stores will be connected to another group.  By creating two groups, we are able to isolate 

the two accounting structures while integrating to Xero. 

 

You need to create a group to manage one or more Xero accounts. 

Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜ ǿŜ ŎǊŜŀǘŜŘ ŀ άHead Officeέ then hit Create Group 

button. 

¢ƘŜƴ ŎǊŜŀǘŜ ǘƘŜ ǎŜŎƻƴŘ ƎǊƻǳǇ ŎŀƭƭŜŘ άStores to Xeroέ which will report 

on both Collingwood and Port Melbourne stores to a separate Xero 

account. 
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Assign Stores to the Groups. 

You need to assign each store to its own group. 

 

 

 

 

Add Stores to that Group 

 

Now you can Add stores to the group. 

 

 

The two groups are created, now Assigned the stores to 

the groups. 

Now Assign the STORES to the GROUP by selecting the 

Group from each dropdown box. Then click Add. 

 

In this example, both Collingwood & Port Melb branches will 

ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ŀ ·ŜǊƻ ŀŎŎƻǳƴǘ ŎŀƭƭŜŘ ά{ǘƻǊŜǎ ǘƻ ·ŜǊƻέ 
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You will be redirected to the Xero website to select from, Choose ClickPOS.  

 

 

 

 

 

 

 

 

 

 

 

Add Stores to that Group 

 

Now you can Add stores to the group. 

 

 

 

Select, ClickPOS and then 

Authorize. 

Create the Connection to Xero account. 
bƻǿ ȅƻǳ ƴŜŜŘ ǘƻ /ƻƴƴŜŎǘ ŜŀŎƘ DǊƻǳǇ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜ ·ŜǊƻ ŘŀǘŀōŀǎŜ ōȅ ǎŜƭŜŎǘƛƴƎ ά/ǊŜŀǘŜ 

/ƻƴƴŜŎǘƛƻƴέ 

 

 

 

 

 

 

{ŜƭŜŎǘ ά/ǊŜŀǘŜ bŜǿ /ƻƴƴŜŎǘƛƻƴέ ǘƘŜƴ Ƙƛǘ Dƻ. 

Once the connection is completed, you need to 

repeat this process for the άStores To Xeroέ as well. 
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 if you see the following message, click Yes. 

 

 
 

Enter the appropriate login to Xero,  

Please note: if you have multiple Xero accounts, to login to corresponding Group you selected in 

ClickPOS. 

 

 
 

You have successfully connected from ClickPOS to Xero for the assigned stores. System will take you 

back to ClickPOS Accounts screen. 

Now you may repeat the same for άStores to Xeroέ account. Simply select άCreate New connectionέ and 

Authorise in Xero. 

 

You open another browser to login to Xero now. You are ready to assign the ClickPOS Account 

References to the Xero Chart Of Accounts. Read the next part to continue the setup process.  

 

 

 

Select, Yes 

Enter your Xero Account details corresponding to 

the Group selected in ClickPOS, then hit Login 
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Setup of accounts and references. 

In order to integrate to Xero accounting, you are required to build Account References to match against 

your Chart Of Accounts in Xero.   

The following process guides you through on how to add ClickPOS Account references.  

What is Account reference? : Account ref is basically your equivalent COA in Xero.  ClickPOS will 

summarise all products under each Account Ref, and push the total to Xero to the corresponding chart 

of account in Xero.  This is easily done by assigning an Account Ref to Product category so when a new 

product is added into catalogue, it is already configured to link to Xero. 

 

How to build Account References in ClickPOS. 

Login to ClickPOS and click on Stock -> Product Maintain -> Maintain Category ->  Maintain Account Ref 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click  Stock 

Then  Product Maintenance 

 

Then  Maintain Category 
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Then  Maintain Account Reference 

 

Now add the Account reference, then click OK. 

Repeat the process by selecting άAdd Newέ in 

the dropdown box. 

 

Once completed, go back to   

Stock -> Product Maintain -> Maintain Category 

to assign Account refs to categories. 
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Now, you need to assign Account RefΩs to 

Product Categories.  

Click the Category, in this example we will 

assign the following categories to 

Accessories. 

 

Then Select the Account Ref, then click 

OK. Repeat the process for all other 

Categories.  

Then repeat the process for all other 

Account references. 
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TƘŀǘΩǎ it. 

You can see the assigned Account 

references to each category under the 

header Account Ref. 

Please take note of Non Tax items and 

Tax rate to be the correct %. 
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Setup of accounts and references  

(Telecommunication industry specific). 

In order to integrate your Carrier revenue from ClickPOS to  Xero accounting, you are required to build 

Account References of carrier revenue items to match against your Chart Of Accounts in Xero.   

 

To setup Chart of accounts go to 

Maintain -> Tariff Plan -> Plan Template 

You basically need to assign two fields. The Carrier Account Name, and Account Ref. 

Carrier Account Name : This is the Debtor Name that will be created as a Customer in Xero. Ie. Each sale 

you make, creates a revenue from carrier, which the carrier owes you.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 ς click on the Carrier Name. 

Add details and repeat . 

2- Add the name you want to 

assign as a Debtor. Eg Telstra or 

Vodafone  as the debtor name 

that will appear in Xero 

 

3- Then select the Account Ref 

to assign to the commission 

payable as the Chart of account. 
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Mapping Account RefΩs to Xero COAΩs 

Before you map the Account refΩs you need to create the coresponding Chart Of accounts in Xero. 

Now you are ready to map the accounts together. 

To do this login to ClickPOS and then, Accounts  > Xero Setup 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 - Select Accounts 

2 -Then Xero Setup 

 

3 ςSelect Accounts tab 

4 ςSelect Accounting Group 

5 ς Now select the ClickPOS Account reference to 

ƳŀǘŎƘ ŀƎŀƛƴǎǘ ·ŜǊƻΩǎ /ƘŀǊǘ hŦ !ŎŎƻǳƴǘǎΦ 

To build the Account refs in ClickPOS click here. 

This is a list of all mapped accounts listed. 
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Then select the accounts and match them against Xero,  First match all Payment Tender Types 

9ƎΣ ǿƘŜƴ ŎǳǎǘƻƳŜǊ ƳŀƪŜǎ ά/ŀǎƘέ ǇŀȅƳŜƴǘ ȅƻǳ ǿŀƴǘ ǘƘŜ ǇŀȅƳŜƴǘ ǘƻ ōŜ ǾƛǎƛōƭŜ ƛƴ .ŀƴƪ !ŎŎƻǳƴǘΣ ǎƻ 

select a corresponding Bank account in Xero. 

 

 

In ClickPOS there a THREE types of items to match 

1- SALES - ClickPOS Sales to Xero Sales Revenue account. 

2- BANK - Payment Tender types to match with Xero BANK account 

3 ςPURCHASES -  Purchase to Xero Purchases account 

Here is a list of examples. 

 

 

 

 

 

 

 

 

 

 

1 ς Select Accounts to 

match against Xero. 

2 ς CƛǊǎǘ ά[ƻŀŘέ ǘƘŜ ƭƛǎǘΣ ǘƘŜƴ 

3-  select corresponding account 

4 ς hit OK to Save 

The saved items are listed, continue with the 

remainder of accounts to match. 
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How to Integrate from ClickPOS to Xero 
Now we are ready to integrate from ClickPOS to Xero. This process should be performed daily 

for previous days trading. You also have option to integrate multiple days in one hit, simply 

select the date range to integrate. 

 

Select date range to integrate, please note that the integration is in batch process and will only integrate 

previous days data.  

IMPORTANT NOTE: The import sums an entire day(s) total  amounts, which means you can only import 

a particular day once. You must wait until the end of days trading to perform the integration. We 

recommend you wait until next day to perform the integration. You may select a date range, the 

integration will sum up each day and assign a unique Ref number (Store code, year,month, day). This is 

the Totals for the day. 

   
 

If you already integrated, and made some changes that needs to be updated to Xero. The only way is to 

delete the transactions in Xero, then you can come back to ClickPOS and reintegrate the entire day.  

 

1 - Select Accounts 

2 -Then Xero Integration 

Select dates to integrate, 

then Search. 
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The following details will display. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can drill down to see summary of Accounts 

receivable 
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Simply tick all items listed in Sales Summary, then OK to integrate 

 

 

 

 

 

 

 

 

 

 

 Then Click OK to integrate the data. 

 

All invoices with Customers will also be transferred. You can open both ClickPOS & Xero while 

integrating.  

 

Important Note:  

Sales summary must be integrated before you can perform Payment Tender. 

Once integrated, the transactions will appear in Xero,  Receivable Ą Drafts page, You need to tick all 

transaction then Approve.  

Once approved, you can go back to ClickPOS and integrate the Payment Tender summary. 

 

 

 

 

 

 

 

 

 

 

Tick transactions to integrate. If summary has already 

integrated, it will display a message with Ref No. exists. 

 

Ref is made with a combination of 

 Store Code, & Date being integrated Eg. 310yymmdd. 

This same reference will appear in Xero, so you can 

identify  the transaction being integrated. 
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Messages and troubleshooting : Integration Error Codes 

When you click to integrate, Xero validates the data being passed through and may display the following 

error codes that you  need to take action. First read the self explanatory messages and details below.  

As a last resort you  may click the EMAIL ClickPOS option. 

 

 

Message definitions : 

Payments can only be made against Authorised invoices. :  

This reference has already been integrated however needs to be Approved.  

ACTION : Login to Xero, Accounts receivable then Drafts, then tick the Ref number and Approve then 

Authorise. Come back to ClickPOS and retry the integration.  

 

Payment amounts exceeds.. : 

Relates to above message where the Amount will exceed the initial expected summary  

Invoice could not be found  : This reference has NOT been integrated in sales yet.  

ACTION : You must perform the Sales summary integration first, then  

Login to Xero, Accounts receivable then Drafts, then tick the Ref number(s) and Approve then Authorise. 

Come back to ClickPOS and retry the integration in Payment Tender. 

Then Approve the Payments in Xero, Bank Accounts,  Drafts.  

 

Invoice # must be unique. 

This means you already have integrated this Reference number from ClickPOS to Xero. You cannot 

integrate the same item two times.  

Note: If you made changes in ClickPOS after you integrates & need to upload the most current figures 

for a particular date, you can go to Xero, then Delete the identical Reference(s), then repeat integration.  

 

Another contact has this contact number. Please enter a different contact number. 

You are passing a customer detail from ClickPOS to Xero. It is trying to create the same however, In Xero 

the same customer exists in the ARCHIVE. You changed the Supplier/Customer to  ARCHIVE. If so select 

the contact in Archive and use RESTORE option.   

OR you may go to ClickPOS and change the Customer name so it is now unique. To do this go to Contact 

> Customer and find and edit the COMPANY NAME. 
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Xero integration. 
Once you integrate from ClickPOS, the data is transferred to Xero accounting system.  

Login to Xero  

 
 

If you are a first time user, you need to follow the prompts to enter your initial details such as company 

and banking. We highly recommend, you follow the resources provided by Xero to get yourself familiar 

with this system. 

Click Accounts Ą then Accounts Receivable 

Then approve all transactions under Drafts. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All Sales data will be available in Accounts Ą Accounts Receivable. 

 

Click on Drafts. 

You need to Approve all transactions under Drafts then Approve them 

 

http://www.xero.com/
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For payment Tender integration, you can go back to ClickPOS and integrate the same day. 

Then come back to Xero and then go to Banks Accounts to reconcile. 

 

 
If you made changes to ClickPOS after you integrated, 

you can Delete the Transactions for a particular Date, 

and then retry integration from ClickPOS  

Tick all or transactions you want to approve.  Then click Approve 

You must approve sales item for a particular date before payment 

tender can be integrated. 

 

Expand to view details of transactions. 
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Customer trading On Account. 
 

If you deal with account customers, and you want to track sales for the particular customer in Xero, you 

must fƛǊǎǘ ƳŀǊƪ ŜŀŎƘ ŀŎŎƻǳƴǘ ŎǳǎǘƻƳŜǊ ŀǎ ŀƴ άhƴ !ŎŎƻǳƴǘέΦ 

Login to ClickPOS then Customer Ą !ŎŎƻǳƴǘ /ƻƴǘŀŎǘ ǘŀōΣ ǘƘŜƴ ǘƛŎƪ ǘƘŜ άhƴ !ŎŎƻǳƴǘέ 

 

 
 

When you make a sale against this customer, the first time, customer details will be saved from ClickPOS 

to Xero. Future sales will be attached to the same customer for tracking. 

 

 


