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Allocate a part payment Xero Bank Feed Deposit to an Invoice 

 

Sometimes your clients might make progress payments where they pay a portion of an outstanding 

invoice.  You can receipt using the Sales menu but I find it easier to pick up my customer receipts 

from the Dashboard  

 

1. When you log into your Xero you will land on the 

Dashboard. Click on the Blue Reconcile button  

 

 

 

 

2 In your Bank Reconciliation window on the left hand column you see the deposit that’s come 

in from the bank feed from your customer, the right hand column is how that entry will be 

allocated in Xero. On the Top right hand corner of the Xero transactions there is a tiny 

option  Find & Match    

 

 

3 Click Find & Match, A list of all of the unpaid invoices that you have already entered into 

your Xero file will appear. From the list that comes up, click the customer and invoice that 

you want to allocate that bank deposit to by clicking the check box with your mouse. 
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4. Click the itty bitty SPLIT  

 

 

 

 

 

 

 

 

 

 

 

5.  Complete how much you want to allocate as the part 

payment. Then click the SPLIT button  

 

 

 

 

 

 

 

 

6. You will then land back on the reconcile screen. Once you have got all Green fields on 

your screen, which means that Xero agrees that your transactions now balance, then click 

the Reconcile Button on the bottom on the screen and job is done.  

 

 

 

 

 

 

 

 

If you need any further training or assistance with your Xero cloud accounting software contact 

Exact Accounting – Xero Certified Advisor.  

Cheers, 

Kerry Casanova, CPA 


