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Sending sales to Xero
How to connect Xero, map your accounts, check a journal before it posts,
and what each saved Z report sends.

Screenshots taken on a demo store at app.posso.co.uk, 11 October 2026. Your menu, staff, printers and prices will be different.

The short version

Go to Settings, then Channels & Integrations, then Xero, and tap Connect Xero .

Work through the tabs in order: Connection, Mapping, Preview, Posting.
Leave auto-post off until a preview of a real Z report looks right.

1 Open Xero and connect

From the Dashboard, tap Settings  in the left-hand menu. Company Settings opens with its own menu down
the left.

Open Channels & Integrations and tap Xero. The Overview tab shows whether you are connected, how
many accounts are mapped, how many Z reports are saved and how many journals have been posted.

Tap Connect Xero  and sign in to your Xero organisation. Connecting does not change anything on the tills or
in cash-up.



2 Know what gets posted

Each saved Z report can become one balanced manual journal in Xero. It is rebuilt from the paid orders in
that Z. X reports never post.

Debits: cash on hand, card clearing, and voucher or deposit redemptions.
Credits: net sales, gift voucher and deposit liability, and tips payable.
One Z is one journal for the whole site.

The Guide tab in the software repeats these rules for your own site.

3 Map your accounts

Tap the Mapping tab and choose a Xero account for each line.

Cash and card must be Current Assets, such as Cash on Hand and Card Clearing or Undeposited Funds.
Xero rejects journals to a Bank account, and Petty Cash is often set up as a Bank account, so it will not
work.
VAT: if you are not VAT-registered, leave the VAT row unmapped.
Tips are a staff liability, not turnover. Map them to Tips Payable, or Wages Payable if you have no tips
account. Do not map them to a sales account.
Vouchers and deposits: selling a gift voucher or taking a deposit is a liability, not a sale. It becomes a sale
when it is redeemed.



4 Preview, then post

Tap Preview and pick one of your saved Z reports. Check the debits equal the credits and every line has a
Xero account.
Tap Posting and post that Z once.
Turn auto-post on only when a preview of a real day looks right. Auto-post only looks at Z reports from
your cutoff date, or from the day you connected.

Tip. A posted journal is never quietly rewritten. If you need to redo a day, reverse the journal in Xero first.

If something is not right

Held: Unmapped A line has no Xero account. Fix it on the Mapping tab and preview
again.

Held: Unsettled tender A paid order has no payment method. Correct the order; the system
will not guess between cash and card.

Held: Z mismatch The rebuilt till total does not match the saved Z total. Call support.

Held: Bank account Cash or card is mapped to a Bank account. Change it to a Current
Asset.

Held: Empty There were no paid sales in that Z.

Mapping or Posting says Connect Xero
first

Go to the Connection tab and connect.

Need a hand? Call Posso support free on 0808 175 3956, Monday to Friday, 9am to 9:30pm, or see posso.co.uk/support. More
guides: posso.co.uk/downloads.


