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INTRODUCTION

If you’re a business owner, business manager or bookkeeper who
wants to take back control of your business (and your life!), this
eBook is for you. And this book is definitely for you if you’d like to
take more holidays without worrying about work while you’re
away!
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Sound
familiar…?
There was a time not that long ago when you could
run your business on your own. It was small
enough that you could manage customers, orders,
the marketing and still have time to do the
accounts and focus on business development. You
knew exactly what was going on in each area of the
business.
But as your business has grown, it’s become more
complex, and busier, and now you can’t keep track
of everything. Perhaps, you’ve hired some staff or
decided to outsource key functions... but rather
than solving your problems, you’re even more
snowed under than you were before.
That’s because, as your empire has grown, and
more people have become involved in the daily
operations of the business, you’ve started to get
the niggling feeling that you are losing control. A
feeling that you don’t have quite the same grasp on
how your business is doing as you did at the
beginning.

You are not alone
Many business owners and business managers say
they feel that they lose some control when a
business grows. One area of an organisation where
losing control is bad news is the accounts
department.
Without a good understanding of the financial
position of your business at any given moment, it’s
impossible to make informed decisions about how
to move forward. Sure, revenue may be increasing
but are you keeping track of other growing
expenses like discretionary spending by staff
members, supplier increases, maintenance and
repair costs?
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Can you answer this simple question?
Are you making money?
Sounds like a simple question, right? But for many businesses that rely on a traditional accounting system, it’s not
an easy question to answer. You may know how much money is in the bank or what bills you can afford to pay
this month but if you want to know how much money you’re making you’ll have to wait a year before you get a full
set of financial accounts back from your accountant. This leaves you at a disadvantage if you need to know
where your business is at. If your financial information is months old, do you feel confident making a swift
business decision?
Today’s online bookkeeping solutions give you up-to-the-minute information at your fingertips. You won’t have to
wait for the accountant to do year-end reporting and you’ll always know the answer to the question, ‘Are you
making money?’.

5 common problems for business managers
when a business begins to grow
I don’t know if I’m making money
I don’t know where my time is being spent
I don’t know how to use my software properly
My bookkeeping is growing into an out-of-control monster
I don’t know what my accounts person is doing (or not doing)
So, how do you manage growth as well as managing to stay on top of your accounts…. and still find time to have
a life outside of your business?
The answer is in the cloud.
This eBook is your simple guide to staying in control of your business by using cloud accounting software like
Xero.
If you’re a business owner, business manager or bookkeeper and you want to understand your company’s
finances in a way that’s mobile, transparent and easy to comprehend, it’s time to take a look at the cloud.

Financial Advice Disclaimer
The material provided in this eBook is provided for information purposes only. Katalyst is a bookkeeping service and we
advise you consult your accountant for further professional advice.
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CHAPTER 1

What could
possibly go wrong?
The success of any business depends on a manager’s ability to
foster growth while still maintaining control of the day-to-day.
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Imagine you decided to adopt a tiger cub. Upon
arriving home, your little black and yellow fur ball
would be cute, cuddly and small enough to manage
without causing any damage. But as time goes by,
that cute little bundle of fluff grows bigger and
becomes a tiger. It will eat more, it will need more
room and, as its natural instincts kick in, it may
begin to eye you up for dinner. Chances are, after
time, that tiger will become bigger than you can
handle and unless you have professional help, you
will lose control and may end up as tiger tucker.
The same can happen when your business grows.
As the business expands and becomes more
complex, it becomes impossible for you to handle
every task yourself.

“If you are distracted by the day-to-day demands of your growing business, it’s
easy to lose sight of the big picture.”

Problems that
growing businesses
face
What can go wrong?

Lack of transparency
If you have employed an accounts person or a
bookkeeping service, how do you keep your finger
on the pulse? It can feel like you’re losing touch
with this critical function of the business. Without a
simple and instant snapshot of cash flow or
financial position at your fingertips, you may be
reluctant to make important decisions around
growth, staffing or marketing.
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Fraud
Even the most trusted employees could be tempted
to seize an opportunity if there’s a weakness in your
systems or controls. Without clearly visible
systems for reporting on and checking finances,
you are putting your business at risk.

Natural disasters
In New Zealand, we are very aware of the damage
that a natural disaster can cause and how long the
recovery process can take. A clever business is one
that has the ability to carry on unaffected if
damage occurs to equipment or the office.

Following the devastating 2011 Christchurch earthquakes, a local accountancy firm was reminded of
just how beneficial cloud-based accounting can be during times of crisis. The accountancy firm’s staff
were unable to return to their badly damaged office building following the earthquake. Luckily, they
had been able to grab a few laptops and iPads before evacuating the building and two days later were
up and running at the boss’s house. The firm had recently made the switch to Xero so were able to
continue working from the remote location. Only the historic work on the MYOB servers was
inaccessible until the building was re-opened.
Many businesses in Christchurch operating on older desktop software were flying blind as they
struggled to return to normal business post-quake. Embarrassingly, companies had to resort to ringing
customers to ask if money was owed. This sort of scenario is a stark reminder of how a cloud-based
accounting system can provide continuity during an extraordinary situation.

Uninformed decision-making
You’re too busy to micromanage every aspect of
your business. So when it comes to making critical
business decisions, you need the latest financial
data and reporting available instantly. Without this,
you may be under pressure to make decisions that
are based on a guess or old data.
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What’s the answer
to dodging
disaster?
How do you stay informed, maintain transparency and
at the same time avoid the damage that fraud or
natural disasters can cause?
The answer: Cloud-based accounting software.
Cloud accounting is one of the best investments
you can make in your business. It ensures effective
use of your time, allows you to maintain control and
frees you up to focus on growth.
There‘s no golden rule for managing growth (or
tiger cubs), but with the right tools you can have
easy access to all the data and reporting you need
to avoid making mistakes.
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CHAPTER 2

Live life in the cloud
Once there were concerns about security and storage, but today
we have all accepted cloud solutions as part of everyday life.
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If you store your photos on Google Photos, if you
share documents on Dropbox or if you access your
bank account via internet banking, then you are
using the cloud.

“When you have access to your data or software from any type of device that is
not your personal hard drive, then you’re on the cloud.”

Forget your local computer or on-site servers. The
cloud allows you to store and access data or
software systems over the internet. For the end
user, it is quite literally, anywhere and everywhere.
And when it comes to cloud accounting systems,
Xero is the trailblazer on the scene. Xero provides a
simplified and streamlined way to manage your
accounts. With Xero, it is easy to monitor financial
performance in real-time, whether you’re a
complete novice or a chartered accountant
Still not convinced? See how cloud accounting
stacks up against traditional accounting systems.
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Traditional
Accounting vs.
Cloud Accounting
Traditional accounting: Software will only work on the computer that the software is
installed on. Additional costs are required to install on additional computers.
Cloud accounting: Software is managed by subscription. Multiple users across multiple
devices have access to the one membership.
Traditional accounting: Updating software requires additional purchases that are
time-consuming to install particularly if you are running multiple computers. Updates may not
include servers, making it more time-consuming if you run servers.
Cloud accounting: Updates are automatic, so you know you are always running the latest
version of the system without any downtime. Every user will always be on the same version. No
waiting for updates, it is simply the new version.
Traditional accounting: The backing up of data is not included. Backups are only carried out when
the system is closed down for the day, or a manual backup is run.
Cloud accounting: Backups are automatic and because the data is in the cloud, file storage and
disaster recovery are simple to manage.
Traditional accounting: You may be in for unexpected costs like updating versions if tax rules or
regulations change.
Cloud accounting: Updates are included in your subscription.
Traditional accounting: Requires physical onsite space. If you outsource your bookkeeping or
have a part-time accounts person, you still need to provide desk space onsite for that person
to use the system, as well as the facilities (and coffee!) to keep them going.
Cloud accounting: Access is available anywhere there is internet access. Collaboration between
colleagues who work remotely is easy. If you outsource your bookkeeping, you don’t need to
provide a desk or a computer for that person. At Katalyst, we keep our bookkeepers working
hard and happy with dual screens and plenty of coffee!
Traditional accounting: Security is only as good as your onsite server security. Data
transfer may require the use of USB sticks, which is less than ideal.
Cloud accounting: Security is handled by the provider. Xero provides a level of
security that is on par with what banks provide for internet banking.
Read more about security here.
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Which cloud
accounting
software
should I use?
In New Zealand, Xero is the smartest cloud
accounting software currently available. In a
snapshot, Xero is an online accounting system
ideally suited to small to medium-sized
organisations looking for software that can manage
accounting functions such as customer invoicing,
supplier bills management, batch payments, easy
bank reconciliation, GST and financial reporting. By
performing these functions (and many more), Xero
gives a real-time snapshot of your business from
your desktop, device or anywhere you can get
online.

“Xero is one of the simplest ways to keep control of the financial administration
of your business.”

Too good to be
true?
Not really. Xero has a proven track record and has
over 1 million subscribers. Since launching 10
years ago, Xero has become one of the fastestgrowing SaaS companies in the world.

There are many benefits to adopting Xero but
where it really makes a difference is how
much simpler it is to keep an eye on your
business from wherever you are.
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From solo freelancers to medium-sized organisations, Xero
provides a tonne of clever solutions:

• You don’t need to go into the office
Xero gives you access to your accounts from any device. You don’t need to have an office
or a desk. You can keep track of your business from anywhere, even if you’re on the beach.

• Collaboration
You can share your data and collaborate with your accountant, mentor or bookkeeper to get the
advice you need.

• At-a-glance view
The customisable dashboard allows you to see the things that matter at a glance. You can set your
dashboard to show bank balances, customer invoices, bills, specific accounts or show other business
performance graphs.

• Integration
Xero integrates with other CRM systems as well as hundreds of add-on business applications, from inventory
management and invoicing to payroll and time tracking. At last count, there were more than 500 third-party
tools that integrate with Xero.

• Simple reconciliations
Xero receives bank feeds directly from your bank, so all bank transactions appear automatically every day. It
is a quick and simple process to reconcile against customer invoices and bills, and Xero will also remember
how you dealt with a transaction last time so you only need to click OK to reconcile next time.

• Efficient
You don’t need to spend time retrieving filed paperwork in the archive room, it’s all there for you using the
built in Xero Files, or X-Files as we call it at Katalyst.

• IRD integration
Automatically create your GST return and audit report. Check the report then file it directly to IRD via
Xero.

• Work smarter
Xero has been proven to save time when compared with traditional accounting software.
You spend less time working on your accounts, so you can spend more time doing
chargeable work, managing the business or even better taking time off.
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• No constraints
Your business is not constrained by the cost of expensive hardware,
installations, or updates.

• Smart invoicing
Simple, streamlined invoicing allows you to get invoicing done quickly. Xero automatically
generates repeating invoices. You can invoice quickly whether you’re working remotely or from
your desk, and get paid quickly using integrated payment services.

• Xero Files
No need to transfer or email files, receipts, invoices or reports to your accountant, mentor or other
stakeholders. Documents are stored within Xero using Xero Files for easy access by anyone who is
authorised.

There are always risks when you give up control of your data to a third party.
But cloud providers work hard to keep your data safe. In fact, probably a lot
harder than you would work to keep your business’ onsite server secure.
Xero has a level of security that is on par with bank security and can boast a
99.5% uptime rate. Data is encrypted using industry-standard data encryption.
Multiple layers of firewalls are in place and access to Xero’s data centres and
servers is controlled and monitored 24/7.
Xero claims that its software has never been breached and that they have never
lost any customer data.
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A note for
accounts
professionals:
How to talk to
your clients about
cloud accounting
Are you a bookkeeper who would like to convince
your clients to make the switch to cloud
accounting?
There are plenty of benefits for clients and
bookkeepers to work together through the cloud.

Using Xero Files, your clients can easily
give you online access to all necessary
documents. They don’t need to go through
filing cabinets or contact you for a
document. Reports can be run at any time
and viewed on the screen.
With less paper comes less need for
space. And they don’t need to provide a
desk for the bookkeeper. It all adds up to
savings on rent.
You can provide simple training online to
help your clients utilise the system to gain
maximum benefit.
Digitally signing documents is now
acceptable in many cases and another
easy way to avoid printing.

“The office of the future is paperless and digital. And our environment will reap
the benefits.”
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Katalyst and the
paperless office
Cloud Office is a website provided by Katalyst as a
way to share the message of sustainability to
bookkeepers and business owners around New
Zealand.
Katalyst believes strongly in the benefits that
sustainability in the workplace can bring and are
contributors to The Sustainable Business
Network’s ‘Smart Office Guide’ .
For more information on going paperless and
becoming a more sustainable business, check out
Cloud Office and THE SUSTAINABLE BUSINESS
NETWORK.
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CHAPTER 3

More profit, less
paper
As the move towards increased sustainability in the workplace
gains momentum, technology and innovation is the key to
success.
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For New Zealand to improve its sustainability
credentials, it must rely on its businesses to lead
the charge. Recycling and reusing paper is a step in
the right direction. But avoiding using paper in the
first place is even better. Cloud technology makes
the paperless office that much easier to achieve.

“In America, nearly 1 trillion pieces of paper are printed or photocopied each
year. Add in bills, invoices and bank statements and that figure becomes close
1.6 trillion. Moving to paperless accounting might seem like a daunting process,
but it’s easy to see that our current way of business is completely
unsustainable.”
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5 ways cloud
accounting makes
sustainability simple
1) No more paper invoices.
Using Xero Files, suppliers can send invoices directly into the system. IRD have
approved Xero to hold electronic records. Read more about this here.

2) On-screen reports.
You may never need to print off another report. With Xero, everyone has access to daily, monthly or
year-end reporting on the screen.

3) Save on fuel.
With cloud accounting, your accountant, bookkeeper or manager can log in from their desk, alleviating the
need for travel and another vehicle on the road. At Katalyst, we don’t need to travel to our clients, as working
remotely is just as effective.

4) Ditch the bank statements.
Link your bank account with Xero and you may never need paper bank statements again. Your internet banking
integrates seamlessly with Xero, making reconciliations a (paperless) breeze. You can save PDF copies of your
bank statements into Xero Files, so your accountant has easy access at year-end.

5) Creating real sustainability.
Sustainability is also about smart and robust operating procedures. By combining Xero with an outsourced
bookkeeping service provider, you can save on expenses such as staffing costs, rent and archive space. With
the most efficient financial systems in place, accounts staff can become more productive and do more
valuable work within the business.

Not only will your business and your environment benefit from using less paper, but you’ll also send a positive
message to your clients and suppliers. And hopefully, they will be inspired to act in the same way.
Sustainability saves you money, and every dollar you save drops directly to the bottom line, automatically
increasing profitability and the value of your business.
Looking for more great ideas to make your office sustainable? Check out Cloud Office or the
SBN Smart Office Guide.
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CHAPTER 4

Making the switch to
cloud accounting
It’s time to make the switch. You’re sick of piles of paper and that
feeling of not being in control of your accounts. It’s time to go the
cloud! So where should you begin?
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Before you start, think about getting some help.
While Xero is a simple system to use day-to-day, it’s
vitally important you get the initial set up right.
Using a Xero certified trainer will not only ensure
you get things right from the start, but will also give
you a thorough understanding of what Xero can do
for your business. The cost of a Xero certified
trainer will more than cover the savings you make
from knowing how to use Xero efficiently and
effectively.

How to make the
switching process
as seamless as
possible
The less disruption and the less cost the better.
You can make the switch a whole lot easier and
cheaper by:
Making sure all bank transactions are up to date
and reconciled
Credit or write off any old debtors invoices and
update your fixed assets
Have a clear idea of what date you want to start in
the new system. April 1st is an obvious choice, but
you can start anytime.
It is possible to set up Xero yourself, but how
successful you are in doing so will depend on the
complexity of your business and your financial
knowledge. And don’t forget that a Xero partner
does migrations to Xero regularly, so they’ll know a
few shortcuts. It may be easier to ask the experts
for help.
If you’re thinking about changing your accounting
system but still aren’t sure, it’s worth speaking to a
Xero partner, like Katalyst. A Xero partner can talk
you through what the benefits and pitfalls are and
help you get your accounts tidied up for the switch.
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Do I still need
a bookkeeper
if I use Xero?
You’ve decided to start using Xero. Simple,
streamlined accounting is just a click away.
So, do you still need to use a bookkeeper?
As good as Xero is, it will never be a replacement
for a human. There are many aspects of your
business that will require the human touch.
Think of a modern bookkeeper as someone who
takes care of data management, rather than doing
the data entry and you will get a whole lot more
value from the service. Automated software is
incredibly clever, but you also need the
interpretation that a bookkeeper can provide. With a
proficient knowledge of both Xero and
bookkeeping, your bookkeeper can pick up issues
before they become major problems.
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How a bookkeeper can
help you get the most
out of Xero
Checking that PAYE and GST is filed and paid on time. Filing your GST
return directly online is fine, but getting your bookkeeper to check the audit
report and ensure everything is correct is the gold standard.
A great bookkeeper will ensure your balances are correct against your
actual bank balance to ensure there are no errors in the system, like missed statements or
deleted transactions. A bookkeeper will also help train staff as they go to make sure errors are
identified and aren’t repeated.
Prepare and send customer invoices and statements on time and consistently follow up of late payers,
ensuring a tight control on debtors
Managing the payroll to ensure privacy from the businesses team members
Enter supplier bills and attach PDF copies using Xero Files. Checking bills against statements and preparing
batch payment files. A great bookkeeper can also work with suppliers to keep accounts open if payment is
going to be late
If you use software like Receipt Bank integrated with Xero, a bookkeeper can manage this
A bookkeeper can look after accounts-related email enquiries
A Xero-expert bookkeeper can show you how to safeguard against fraudulent activity and carry out fraud
checks.

The value of a bookkeeper lies in their ability to help a business operate to the best standard of financial
administration. Modern bookkeepers are heavily educated in technology. When new bookkeeping systems
like payroll and point of sale technology are released, bookkeepers with the right skill and expertise can
take on an advisory role to assist with implementation, integration, ongoing use and maintenance of
those systems.
You may decide to go with an IT company to set up Xero but you will still need someone with
accounting or bookkeeping knowledge to set up the financial side. A bookkeeper has both the
technical and analytical skills to get you off to a flying start.
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Case Study: Turning
time into money
For The Content Agency founder Lisa East, running the company’s cashbook
on an Excel spreadsheet had become a nightmare. Lisa heads the busy
Auckland-based marketing agency and oversees the delivery of content
marketing solutions to businesses throughout New Zealand employing two
staff and three contractors.
Part of Lisa’s job is to stay ahead of the game on the latest in digital marketing and tech solutions.
So it was an easy decision to ditch the manual cashbook and jump on board with Xero to improve efficiency.
“I bill by the hour, so I would rather spend my time on billable tasks or new business generation than
financial admin tasks,” says Lisa.
Now, the nightmare is over and Lisa uses Xero to manage all aspects of the company’s financials from
invoicing and debtor management to P&L reporting and GST.
But Lisa knew she could do more to improve efficiency.
“I only have so many hours in the day, and I realised that doing my own book work was a poor use of my time.
That’s why we began working with Katalyst.
“Working with Katalyst frees me up to undertake high-value tasks. That, in turn, allows me to grow my business
faster.
“Now my bookkeeper logs in to assist with debtor management, reconciliations and GST, and my accountant logs in
to manage my end of year accounts,” says Lisa.
With Katalyst as bookkeeper, Lisa has peace of mind in knowing that all the important admin tasks are getting done.
And thanks to Xero she has real-time insights into every financial aspect of the business.
“It makes it a lot easier when the people who are helping me manage my finances have access to the data in an
instant.”
It all adds up to fewer nightmares and more time to work on the tasks that will generate The Content Agency
income.

Lisa East, The Content Agency
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CHAPTER 5

Taking back control
The simple way to manage debtors, cash flow, GST and get paid
on time
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How Xero helps you take back control

Managing Debtors
You can focus on other things while Xero chases
invoices for you. Reminders are automatically sent
to customers, and if you use a bookkeeper who
contacts debtors personally, they have quick
access to accurate information. Customers can
even pay you straight away using payment
services. Payment options include credit card,
PayPal and Poli, a payment gateway service
available to those with online banking. Xero helps
you manage payment dates realistically by
providing the ability to set the date that the
payment is expected, rather than due.

Clean, clear financial reports
Xero offers over 40 interactive reports that you can
easily customise and share. No waiting for monthend, or year-end for some. You can see how your
business is performing at a glance whenever you
like. Need to prepare a budget or a profit and loss
comparing this year against the last 5 years
quickly? No problem! In some systems, you have to
roll over a year-end for reporting to work, something
you don’t need to do in Xero.

Tracking Income streams
You can track how specific areas of your business
are performing with customisable tracking. You
may want to track a department, region, property or
sales staff? It is fully customisable with tracking
options also available in Xero’s Budget Manager.

GST
Xero allows you to automatically calculate GST
returns and electronically file directly with the IRD.
And when you’re done, you can keep them all on file
in Xero, so they are always easy to access.
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Clever job
management
with
WorkflowMax
WorkflowMax, owned by Xero, is another example
of software that helps you take control of your
business. Cloud-based, WorkflowMax makes
managing projects, timesheets and job costs easy.
It can help you keep track of your prospects,
monitor team productivity, capture every last
billable minute and easily convert timesheets into
Xero invoices. It also integrates with iPayroll to
make the process of paying your staff quick and
accurate.
WorkflowMax has a great range of built in reports
as well as a report builder that enables you to build
just about any report you may need.
Getting the most out of WorkflowMax requires the
right set up, and a good understanding of how to
use the software correctly. Just like Xero, it’s worth
working with a certified advisor like Katalyst to get
the set up right.
If you’ve made the switch to Xero for simple
accounting, why not make the switch to
WorkflowMax for clever job management.
Find out more about WorkflowMax.
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And
finally.....
What do you want
out of your
business?
Is your work contributing to your overall wellbeing?
According to The Gap, there are three things that
business owners need in life so that they feel
satisfied with their work:
Control over their time
Control over their finances
Control over their mental wellbeing
If you don’t feel that you have control and
understanding of the financials, it will impact on all
aspects of your life. Nobody wants to lose sleep at
night worrying about what’s going on at work.
Technology like Xero gives you the power to
achieve the elusive work-life balance. Wouldn’t you
rather control your business than your business
controlling you?
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About Katalyst
Small Business Bookkeeping and Experts in Xero and WorkflowMax
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Katalyst Office Management was started in 2008 to help small businesses with their bookkeeping.
From our Auckland office, we work with clients around the city, the country and the globe.
We like to keep at the pointy end of bookkeeping, continually improving our processes and
methods. We have been Xero Gold Partners since July 2010. Every
member of our team is Xero Certified and trained to different
degrees in a range of complementary cloud-based software,
like WorkflowMax and iPayroll. Katalyst is a member of the
Sustainable Business Network.

-Glennis Stuckey

A bit about Glennis and her inspiration for writing this eBook.
Katalyst Director, Glennis Stuckey is Xero Advisor Certified, Xero Migration Certified, Xero Payroll Certified,
WorkflowMax IT Set up Partner and WorkflowMax Certified Advisor and Certified Member of the New
Zealand Bookkeeping Association.
Glennis leads the busy Katalyst team and is a born and bred entrepreneur.
Not surprisingly, Glennis’ main goal in life is to run a successful business that allows her to enjoy financial
rewards as well as the lifestyle rewards. For Glennis, lifestyle rewards mean getting out on the water in her
boat without the worry of what’s going on at work.
Glennis believes that every business owner can do the same. By getting the right help and using the right
systems, business owners can enjoy their own “boat time” whether that’s spending more time growing the
business, more time with family, or, whatever floats your boat.
“I was inspired to write this book because of the number of clients who come to me saying they feel they
are losing control of their business. They felt nervous about ever taking time off because they were unsure
if they could.”
Glennis’ greatest satisfaction is seeing clients use cloud systems like Xero and WorkflowMax to take back
control of their business… from their “boat”.
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Thinking of
making the
switch to
Xero? Need
to get more
out of your
current Xero
setup? We’d
love to help.
As Xero award winning bookkeepers, we regularly
do migrations to Xero, new business setups,
training and we know a few shortcuts too. So, if you
are facing the daunting task of changing software,
call us, we can make it easier for you.
We can take care of all your bookkeeping needs as
well. Such as: sending invoices, calling debtors,
payroll, reconciliations and GST.

Talk to us today
09 269 5466
glennis@katalyst.co.nz
Learn more about us, and see what
our customers have to say, at
www.katalyst.co.nz
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