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Introduction

Welcome to Zoho Books: A Tool for Canadian Small Business Success

Zoho Books presents itself as a comprehensive, cloud-based accounting software solution
designed to meet the financial management needs of businesses. For Canadian small and medium-
sized enterprises (SMEs), its specific Canadian edition offers tailored features that address the
unique regulatory and operational landscape within the country. This includes robust handling of
Canadian sales taxes (GST/HST/PST/QST), compliance tools aligned with Canada Revenue Agency
(CRA) requirements such as T4A and T5018 slip generation, and integrations relevant to the
Canadian market. Familiar dashboard metrics like total receivables, payables, cash flow, and
income/expense summaries provide a quick overview of business health.

Why Proper Setup Matters: Efficiency, Compliance, and Avoiding Common Pitfalls
Effective bookkeeping is not merely a record-keeping exercise; it is fundamental to understanding
a business's financial health, enabling informed decision-making, managing cash flow, and
assessing profitability.’® The initial configuration of accounting software like Zoho Books is a
critical phase. Investing time upfront to set up the system correctly can prevent significant
problems and inefficiencies down the line.™

Many Canadian SMEs encounter common bookkeeping challenges that a proper setup can help
mitigate. These include the detrimental practice of mixing personal and business funds, which
complicates tracking and jeopardizes compliance!’: falling behind on bookkeeping tasks, leading to
outdated information and missed deadlines'’; maintaining inaccurate records due to errors or
omissions, which can result in flawed financial reports and poor decisions'; struggling with
compliance obligations related to taxes and reporting’®; and facing constraints due to lack of time
or accounting expertise.”

The initial software setup process directly influences the quality and reliability of the financial data
the system generates. Accurate configuration of elements like the chart of accounts, tax rates, and
bank connections ensures that transactions are captured correctly from the start. This reliable data
is the foundation for accurate compliance reporting (such as GST/HST returns and T-slips),
effective cash flow management, and the generation of meaningful financial insights needed for
strategic decisions.?

Therefore, the setup is not just about data entry; it's about building the framework that allows the
software to deliver on its promise of efficiency, compliance, and decision support. Neglecting this
phase can mean the software merely perpetuates existing problems rather than solving them.
Resources like Small Business Development Centers (SBDCs) or the Business Development Bank of
Canada (BDC) can offer valuable guidance and support throughout a business's lifecycle, including
navigating financial management setup.'®



Section 1: Laying the Groundwork: Initial Organization
Setup

Creating Your Zoho Books Account and Canadian Organization

The first step is to establish an account with Zoho Books. A 14-day free trial is typically offered,
allowing exploration of all features before committing to a paid plan. During sign-up, or when
adding a new business profile to an existing Zoho account, it is absolutely crucial to specify
"Canada" as the organization's location.

The process to create a new, Canada-specific organization within Zoho Books involves these
steps?9:

1. Log in to the Zoho Books account.

2. Click the current Organization Name in the top right corner.
3. Select Manage from the dropdown panel.
4. Click the + New Organization button.

5. Choose the option to Add New Organization (rather than cloning, unless setting up an identical
subsequent entity).

6. In the setup prompt, enter the new Organization Name.
7. Critically, select Canada from the Organization Location dropdown list.

8. Complete any other initial prompts (e.g., province, time zone) and click Let's get started! or Get
Started.

Selecting "Canada" as the location is not a trivial detail; it is the essential trigger that activates the
Canadian-specific functionalities within Zoho Books. This includes tailored tax handling modules
(GST/HST, PST, QST), specific tax return generation capabilities (GST/HST, provincial returns,
combined returns), and compliance features like T4A and T5018 slip preparation aligned with CRA
requirements. Without selecting Canada during this initial setup, the user would be operating within
a generic version of the software, lacking these vital tools and potentially requiring the organization
to be recreated correctly later.

Configuring Your Organization Profile (Location, Business Type, Address)

Once the Canadian organization is created, the next step is to complete the Organization Profile
thoroughly.?® This involves navigating to Settings > Organization > Profile. Key fields include:



» Organization Logo: Upload the business logo, which will appear on documents like invoices and
quotes.29

o Organization Name: The legal or operating name of the business.
e Industry: Select the appropriate industry classification.

o Business Type: Choose the legal structure (e.g., Sole Proprietorship, Partnership, Corporation).
This choice has implications for tax reporting and CRA requirements.

o Organization Location: Should already be set to Canada from the initial creation step.

e Organization Address: Provide the full postal address, phone number, and website URL. This
information is used on official documents and for regional settings.?® An additional remittance
address can also be added if needed.?®

« Primary Contact: Verify or update the name and email address of the main contact person for
the organization.2®

Completing this profile accurately ensures that documents generated by Zoho Books are
professional and contain the necessary identification and contact information for compliance and
communication purposes.?®

Setting Your Fiscal Year for CRA Alignment

Aligning the fiscal year within Zoho Books to the business's official fiscal year end is essential for
accurate financial reporting and CRA compliance.?! The fiscal year setting determines the periods
for which reports like the Profit & Loss statement and Balance Sheet are generated, and it impacts
tax reporting cycles.

To set the fiscal year3®:

1. Navigate to Settings > Organization > Profile.

2. Scroll down to the Fiscal Year field.

3. Select the month in which the business's fiscal year starts from the dropdown menu (e.g., select
"January" for a December 31 year-end, "April" for a March 31 year-end).

4. Click Save.

Note: Some users have reported potential confusion regarding the "Start Date" setting in relation to
the fiscal year selection; ensure the period displayed after saving accurately reflects the intended 1
April - 31 March or other desired range.?' If issues persist, contacting Zoho support is advisable.*!
Standard 12-month fiscal years are the default, but custom formats (like 4-4-5) might be available
in related Zoho products like CRM, though their direct applicability in Books requires
confirmation.42



Section 2: Structuring Your Finances: Chart of Accounts
Configuration

Understanding the Chart of Accounts (CoA) in Zoho Books

The Chart of Accounts (CoA) serves as the foundational structure for a business's entire
accounting system.*3 It is essentially a comprehensive list of all the accounts used to categorize
financial transactions, typically grouped into major types: Assets, Liabilities, Equity, Income, and
Expenses.43 Every transaction recorded in Zoho Books—be it a sale, purchase, payment, or deposit
—is assigned to one or more accounts in the CoA. This categorization is what allows the software
to generate meaningful financial statements like the Balance Sheet and Profit & Loss statement,
which are crucial for understanding business performance, managing finances, and making
informed decisions.’® A poorly designed or overly complicated CoA can lead to misclassified
transactions, inaccurate reports, and difficulty in extracting useful financial insights.™

Reviewing and Customizing the Default CoA for Canadian Needs

Zoho Books provides a default set of accounts upon organization creation.*® While these defaults
cover common account types (e.g., Bank, Accounts Receivable, Sales, Advertising Expense), they
are generic. It is highly recommended that businesses review this default list and customize it to
accurately reflect their specific Canadian operations, industry nuances, and reporting
requirements. While the documentation doesn't explicitly confirm unique Canadian-specific default
accounts*3, tailoring is key. This might involve:

« Adding more specific income accounts (e.g., Sales - Product A, Sales - Service B).

« Creating detailed expense accounts relevant to the business.”

e Adding accounts specific to Canadian payroll if tracking manually (e.g., CPP Expense, El
Expense) or specific provincial levies.

e Ensuring accounts align with how the business wants to analyze its performance (e.g., by
department, location, or project).

The structure of the CoA should be a strategic consideration, not an afterthought. It dictates the
level of detail available in financial reports. A CoA that mirrors the business's operational structure
allows for more granular analysis, helping to identify profitable areas or pinpoint sources of
excessive spending.® For instance, tracking revenue and cost of goods sold by product line can
reveal which products are driving profit and which might be incurring losses, information obscured
by a single generic sales account.’® Avoiding common mistakes like overcomplicating the CoA with
too many unnecessary accounts™ or having a structure that doesn't logically group transactions'
is essential for clarity and usability.

Adding, Editing, and Importing Accounts

Zoho Books provides flexibility in managing the CoA:



« Adding New Accounts: Navigate to Accountant > Chart of Accounts and click + New Account.
Select the appropriate Account Type, enter a unique Account Name, optionally add an Account
Code and Description. Options exist to add the account to the dashboard watchlist or sync it as a
category in Zoho Expense if integrated.43

» Editing Existing Accounts: Select an account from the CoA list. Click Edit. Modify the name,
code, or description. Changing the Account Type is possible but restricted if transactions have
already been posted to that account.?® In such cases, marking the old account inactive and
creating a new one might be necessary.*° System-defined accounts (often marked with a lock
icon) typically cannot be edited or deleted.4®

« Importing Accounts: For businesses migrating from another system or with a pre-defined CoA
structure, importing is efficient. Go to Accountant > Chart of Accounts, click the More icon, and
select Import Chart of Accounts. Choose the file (CSV, TSV, XLS/XLSX format, up to 10 MB).43
Specify how to handle duplicates (Skip or Overwrite) and ensure correct character encoding. Map
the columns from the file to the corresponding Zoho Books fields, preview the data, and click
Import.43

« Managing Activity: Accounts can be marked as Inactive if no longer in use but historical data
needs to be retained.*3 This removes them from selection lists for new transactions. Accounts
without transactions can typically be Deleted.*3

Setting CoA Preferences (Account Codes, Default Accounts)

Further customization is available under Settings > Preferences > Accountant:

e Account Codes: Options exist to make the Account Code field mandatory for all new accounts
and to enforce unique account codes.#® Using unique codes can aid in organization and integration
with other systems.

o Default Accounts: Zoho Books allows setting default accounts for various transaction types.
This streamlines data entry by pre-populating the likely account. Default accounts can be set for:
Accounts Receivable, Accounts Payable, Shipping Charges, Adjustments, Discounts, Bad Debt,
Vendor Advances, and Customer Advances.*® Selecting appropriate defaults (e.g., linking the
'Discount’ default to a specific 'Sales Discounts' expense account) ensures consistency in
recording.



Section 3: Navigating Canadian Taxes: GST/HST/PST/QST
Setup

Overview of Canadian Sales Tax Handling in Zoho Books

Canada's sales tax system involves multiple layers: the federal Goods and Services Tax (GST),
Provincial Sales Taxes (PST) in some provinces (referred to as QST or Quebec Sales Tax in
Quebec), and the Harmonized Sales Tax (HST) in participating provinces, which combines GST and
the provincial component into a single rate. The specific taxes and rates vary significantly by
province and territory. Businesses exceeding the small supplier threshold (generally $30,000 in
worldwide taxable supplies over four consecutive quarters) must register for, collect, and remit
GST/HST to the Canada Revenue Agency (CRA)." Provincial registration and remittance
requirements also apply where PST/QST exists. Zoho Books' Canada edition is specifically
designed to handle this complexity, allowing for the configuration of different taxes, rates, and
agencies, and facilitating compliance reporting.3

The following table provides a high-level overview of sales tax regimes across Canada and
corresponding setup notes for Zoho Books:

Table 1: Overview of Canadian Sales Tax Regimes by Province/Territory



. . Applicable Standard Administering
Province/Territory Zoho Books Setup Note
Taxes Rate(s) Agency
Alberta GST 5% Federal (CRA) Configure GST 5% rate
British Columbia GST + PST 5% GST + Federal (CRA) + Configure GST 5%, PST 7%;
(BC) 7% PST Prov. Use Tax Group (GST+PST)
. GST + PST 5% GST + Federal (CRA) + Configure GST 5%, RST 7%,;
Manitoba (MB)
(RST) 7% RST Prov. Use Tax Group (GST+RST)
New Brunswick HST 15% Federal (CRA) Configure HST 15% rate
Newfoundland & .
HST 15% Federal (CRA) Configure HST 15% rate
Labrador
Northwest Territories =~ GST 5% Federal (CRA) Configure GST 5% rate
Nova Scotia HST 15% Federal (CRA) Configure HST 15% rate
Nunavut GST 5% Federal (CRA) Configure GST 5% rate
Ontario HST 13% Federal (CRA) Configure HST 13% rate
Prince Edward Island )
(PEI) HST 15% Federal (CRA) Configure HST 15% rate
59 GST Federal (CRA) Configure GST 5%, QST
() + +
Quebec (QC) GST + QST 9.975%; Use Tax Group or
9.975% QST Prov.t .
Combined Return
Saskatchewan (SK) GST + PST 5% GST + Federal (CRA) + Configure GST 5%, PST 6%;
6% PST Prov. Use Tax Group (GST+PST)
Yukon GST 5% Federal (CRA) Configure GST 5% rate

t Note: In Quebec, Revenu Québec administers both GST and QST.2' Zoho Books supports combined GST/QST
returns for Quebec.33 Rates are subject to change; verify current rates with official sources.

Properly configuring these taxes upfront within Zoho Books is paramount. This setup enables the
software's automation capabilities, which significantly reduces the risk of calculation errors
common in manual systems or poorly configured software.' Given the complexity of Canadian
sales tax and the potential for costly CRA penalties for non-compliance’®, leveraging this
automation is a key benefit. The system uses the configured rates and rules to automatically apply
the correct tax to invoices and bills based on customer/vendor location and item taxability. This



data then flows directly into the tax return reports, minimizing manual intervention and the
associated error risk, thereby strengthening compliance.2°

Adding Tax Agencies (CRA, Provincial)

Before setting up tax rates, define the relevant tax authorities (Tax Agencies) within Zoho Books.
This typically includes the Canada Revenue Agency (CRA) for GST/HST and the respective
provincial finance ministries for PST/QST (e.g., Revenu Québec, BC Ministry of Finance).

To add a Tax Agency?:

1. Navigate to Settings > Taxes.

2. Click the + New Tax dropdown (usually top-right) and select + New Tax Agency.
3. Enter the Tax Agency name (e.g., "Canada Revenue Agency", "Revenu Québec").

4. Enter the business's Registration Number provided by that agency (e.g., GST/HST number, PST
number).

5. Add an optional Description.

6. Click Save.

Configuring Tax Rates (GST, HST, PST, QST)

Individual tax rates must be created for each applicable tax component.
To add a tax rate®:

1. Navigate to Settings > Taxes.

2. Click Enable Tax if prompted.
3. Click + New Tax.

4. Enter the Tax Name (be specific, e.g., "GST 5%", "HST Ontario 13%", "PST BC 7%", "QST
9.975%").

5. Enter the Rate (%).
6. Select the appropriate Tax Agency from the dropdown (created in the previous step).

7. Check This is a value added tax if applicable (generally for GST/HST). Note that some PSTs
might be considered non-VAT if input tax credits are not reclaimable, impacting how they are
treated (expense vs. liability).3°

8. Check Yes, this is a compound tax only if this specific rate is part of a compound calculation
(less common for individual rate setup, more relevant for groups).

9. Click Save.

Repeat this process for all necessary individual tax rates (GST, each applicable HST rate, each
applicable PST/QST rate). Zoho Books might offer pre-programmed rates for provinces, simplifying
this step.34

Using Tax Groups for Combined Rates (e.g., GST+PST)

For provinces like British Columbia, Saskatchewan, Manitoba, and Quebec (if not using combined
filing), where GST and PST/QST are charged separately but applied concurrently, Tax Groups are



essential.®
To create a Tax Group®:
1. Ensure the individual tax rates (e.g., GST 5% and PST BC 7%) have already been created.

2. Navigate to Settings > Taxes.
3. Click the + New Tax dropdown and select + New Tax Group.
4. Enter a Name for the group (e.g., "BC Sales Tax", "SK Sales Tax").

5. Select the individual taxes (e.g., check the boxes for "GST 5%" and "PST BC 7%") that comprise
this group.

6. Click Save.

This group can now be selected when creating transactions for customers in that province,
ensuring both taxes are applied correctly.

Setting up Combined GST/HST-QST Returns (Quebec)

Quebec businesses have a unique option facilitated by Revenu Québec, allowing combined filing of
GST/HST and QST returns. Zoho Books supports this streamlined process.

To configure combined returns33:

1. Navigate to Settings > Taxes.

2. Select Tax Returns Settings in the left pane.
3. Click Configure next to Quebec Sales Tax (QST) Return / Combined Tax Return.
4. In the pop-up, check the box Enable Combined GST-HST/QST return.

5. Important Prerequisites: Ensure the reporting period (e.g., monthly, quarterly) and the reporting
period end date for both GST/HST and QST are identical in their respective settings within Zoho
Books before enabling this option.

6. Click Save.

Once enabled, combined returns can be generated and potentially filed electronically with Revenu
Québec.®

Managing Tax Exemptions

Businesses often deal with sales or purchases that are exempt from certain taxes (e.g., basic
groceries, certain services). Zoho Books allows setting up reasons for tax exemption and applying
them.

To create Tax Exemption reasons®:



1. Navigate to Settings > Taxes.

2. Click the + New Tax dropdown and select + New Tax Exemption.

3. Enter the Exemption Reason (e.g., "Zero-Rated Supplies", "Exempt Medical Service", "Small
Supplier").

4. Add an optional Description.

5. Select whether the exemption applies primarily to Customers or Items.

6. Click Save.

These exemptions can then be assigned to specific customer profiles or selected for individual line
items on transactions to ensure tax is not charged inappropriately.®



Section 4: Connecting Your Banking: Streamlining
Reconciliation

The Importance of Separate Business Bank Accounts

A foundational principle of sound small business bookkeeping, emphasized repeatedly by
accounting professionals and resources, is the strict separation of business and personal
finances.” This means opening dedicated business bank accounts (chequing, savings) and
obtaining separate credit cards used exclusively for business transactions. Mixing funds by using
personal accounts for business income or expenses (or vice-versa) creates significant problems: it
obscures the true financial picture of the business, drastically increases the time and cost required
for bookkeeping (whether internal or outsourced) due to the need to sort transactions, elevates the
risk of errors and omissions, and can lead to serious complications during CRA audits or reviews."
Maintaining separate accounts is a simple yet critical step for clarity, accuracy, and compliance.
Connecting Canadian Bank and Credit Card Accounts

Zoho Books allows users to connect their business bank and credit card accounts directly within
the software. This connection enables the automatic import of transaction data (bank feeds), which
forms the basis for efficient bank reconciliation and provides a near real-time view of the
business's cash position.™

To add a bank or credit card account®3:

1. Navigate to the Banking module in the left sidebar.

2. Click the Add Bank or Credit Card button (usually top-right).

Activating Automatic Bank Feeds

The primary benefit comes from activating automatic bank feeds, which pull transaction data
directly from the financial institution into Zoho Books. Canadian banks are supported.®*

The process typically involves®3:

1. After clicking "Add Bank or Credit Card", select an account information service provider if
prompted (e.g., Yodlee, Plaid, Token are mentioned as providers used by Zoho®3).

2. Search for the specific Canadian bank or credit card issuer by name.
3. Select the correct institution from the list.

4. Enter the secure online banking login credentials (username/password) when prompted by the
secure connection window (often managed by the service provider like Plaid or Yodlee).

5. Authenticate the connection (this may involve multi-factor authentication - MFA).

6. Select the specific account(s) (e.g., chequing, savings, credit card) to connect from the list
presented.

7. Choose the date from which to start fetching transactions (Zoho Books can typically fetch the
last 90 days of history®°3).

8. Confirm the currency (CAD for Canadian accounts).

9. Click Continue or Connect to finalize.



Once connected, bank feeds are usually fetched automatically every 24 hours, unless the bank
requires MFA.%® For banks requiring MFA (e.g., sending a code to a phone), users will need to
manually refresh the feed periodically by going to the Banking module, selecting the account,
clicking the Gear icon, and choosing Refresh Feeds.>® It's also important to update the stored
credentials in Zoho Books if the online banking login details change.>®

Enabling automatic bank feeds is arguably one of the most impactful setup steps a small business
can take. It directly addresses the common and detrimental problem of falling behind on
bookkeeping." Manual data entry is a major bottleneck, consuming significant time and being
highly susceptible to errors.” Bank feeds automate this crucial data capture step.%3 Furthermore,
the constant influx of transactions waiting to be categorized and matched within the Banking
module serves as a built-in prompt to perform regular bank reconciliation—a critical practice for
ensuring accuracy and detecting errors or fraud promptly." This automated workflow
fundamentally changes the bookkeeping process from reactive data entry to proactive review and
reconciliation, enforcing timeliness and accuracy.®®

Manual Statement Imports (When Necessary)

In cases where a specific financial institution does not support automatic feeds, or if feeds are
temporarily unavailable, Zoho Books allows for manual importing of bank statements.®3

To do this:

1. Add the bank account manually in the Banking module by clicking Add Bank or Credit Card and
then selecting the option to Enter your account manually.>3 Provide details like Account Name,
Type, Currency, Bank Name, and optionally Account/Routing numbers.>3

2. Obtain an electronic statement file from the bank's online portal. Zoho Books supports several
formats: CSV, TSV, OFX, QIF, and CAMT.053.>3

3. In the Banking module, select the manually added account.
4. Find the option to Import Statement (often under a "More Actions" or similar menu).
5. Upload the statement file and follow the prompts to map the columns (Date, Description,

Amount) to the corresponding fields in Zoho Books.®°

While less efficient than automatic feeds, manual import still allows for reconciliation within Zoho
Books.



Section 5: Getting Paid: Customizing Invoices and
Payments

Designing Professional Invoice Templates

The appearance of invoices significantly impacts a business's professional image. Zoho Books
offers extensive customization options for PDF templates used for invoices, quotes, sales orders,
and other documents.

To customize invoice templates®”:

1. Navigate to Settings > Customization > PDF Templates.

2. Select the Invoices module.

3. Either click + New to create a template from scratch (based on pre-loaded layouts) or hover over
an existing template and click Edit.

The editor provides granular control over various sections:

o Template Properties: Basic settings like template name, paper size (A4/Letter), orientation
(Portrait/Landscape), margins, fonts (type, size, color), and background (image or color).3” A
payment stub can be added for mailed invoices.3’

» Header & Footer: Customize background images/colors, add placeholders for dynamic content
(e.g., company info, date), adjust fonts, show page numbers, and add custom text or links.3’

o Transaction Details: Control the display and formatting of organization details (logo size, name,
address format), customer details (billing/shipping address formats), and document information
(invoice number, date, terms, due date labels).3’

« Table: Customize the appearance of the line item table, including labels for columns (Iltem,
Description, Quantity, Rate, Amount), font styles, background colors, and column widths.3” Options
exist to customize how item names/descriptions are displayed using placeholders.3’

« Total: Configure the fields displayed in the total section (Subtotal, Discount, Shipping Charges,
Tax details, Total, Balance Due), show the total amount in words, display tax summaries, and adjust
fonts and colors.3’

o Other Details: Add sections for notes, terms & conditions, display online payment links, include
bank details for transfers, add a digital signature, show a QR code for the invoice, and add
annexure content for lengthy clauses.3’

For users needing highly specific layouts, HTML/CSS customization might be possible, though
requires user expertise and enabling the feature via support.62

Integrating Canadian-Supported Payment Gateways

Integrating online payment gateways directly into Zoho Books streamlines the payment collection
process, improves cash flow by enabling faster payments, and automates the recording of payment
receipts. Several major gateways are confirmed in the provided information to support Canadian
businesses:



« Stripe: Supports credit cards and potentially ACH (though ACH primarily noted for US).6364
« Square: Supports Canadian organizations paying Canadian customers.%3
« Authorize.Net: Explicitly supports CAD transactions.®3

« PayPal: Various options including Standard, Payflow Pro, and Payments Pro support Canada.®3
Note specific features like Business Payments might be US-only.®6 Reference Transactions need
enabling for auto-charge.®4

 Braintree: Supports Canada.®3
« CSG Forte: Supports Canadian merchants for ACH payments.®3

« Other Potential Options: Verifone®4, GoCardless®®, and third-party connectors like
EBizCharge’? are also mentioned in relation to Zoho products and may support Canadian
transactions.

Table 2: Key Payment Gateways for Zoho Books Canada (Based on Provided
Snippets)



Supports Relevant

Gateway Name Key Features/Notes

Canada? Snippet(s)
Stripe Yes Credit Cards, ACH (primarily US noted) 64
Credit Cards (for CAD orgs paying CAD
Square Yes 63
customers)
Authorize.Net Yes Credit Cards, ACH, Supports CAD 63
PayPal Payflow Ves Credit Cards (requires Reference Transactions for 64
Pro auto-charge)
PayPal Payments . . .
Pro Yes Credit Cards (requires API credentials) 64
. Credit Cards (requires Merchant ID, Public/Private
Braintree Yes 64
Keys)
CSG Forte Yes ACH Payments 63

. Credit Cards (Supports most countries including
Verifone Yes* o 64
Canada, based on exclusion list)

GoCardless Yes Direct Debit / Bank Payments 66

EBizCharge Imolied Yes Credit Cards, ACH (integrates directly, mentions 20
9 P Zoho CRM compatibility)

Note: Always verify current features, pricing, and Canadian support directly with the payment gateway provider.
To set up a gateway?®3:

1. Navigate to Settings > Integrations > Online Payments (or Settings > Online Payments).

2. Find the desired gateway and click Set up Now or Connect.

3. Follow the prompts, which usually involve logging into the gateway account or providing API
keys/credentials (e.g., APl Login ID and Transaction Key for Authorize.Net; API
Username/Password/Signature for PayPal Payments Pro; Merchant ID/Keys for Braintree).?3

4. Configure settings like the currency and the bank account in Zoho Books where funds should be
recorded.*

Configuring Online Payment Options for Invoices
Once a gateway is integrated, it needs to be enabled for use on invoices:



o Template Level: Payment gateway links can often be added directly to the PDF template,
typically in the footer or "Other Details" section, encouraging immediate payment.3’

e Invoice Level: When creating or sending an individual invoice, specific integrated gateways can
be selected as payment options for that particular invoice.®8

o Customer Portal: Customers can often make payments directly through the secure customer
portal if enabled.

Combining a professionally customized invoice3’ with easily accessible online payment options®’
creates a synergistic effect. It enhances the business's credibility while simultaneously removing
friction from the payment process. This makes it simpler and faster for customers to settle their
bills, directly addressing the critical cash flow challenges faced by many SMEs" by accelerating
payment collection.®®



Section 6: Tracking Your Spending: Expense Management
Setup

Creating and Managing Expense Categories (Linking to CoA/Zoho Expense)

Accurately tracking business expenses is vital for calculating profitability, managing budgets,
identifying cost-saving opportunities, and ensuring all eligible deductions are claimed for tax
purposes.'® Zoho Books offers two primary ways to manage expense categories:

1. Using the Chart of Accounts (Directly in Zoho Books): The simplest method is to create specific
accounts with the Account Type set to Expense within the Zoho Books Chart of Accounts (as
detailed in Section 2).43 When recording an expense directly in Zoho Books (Purchases >
Expenses > + New), these 'Expense' accounts appear in the Expense Account dropdown list,
serving as your categories.’?

2. Integrating Zoho Expense: For businesses requiring more advanced expense management
features (like multi-level approvals, automated policy enforcement, per diem tracking, detailed
expense reporting automation), integrating the dedicated Zoho Expense application is
recommended.”3

Connecting: The integration is set up via Settings > Integrations > Zoho Apps > Zoho
Expense.”*

Category Sync: Once connected, 'Expense’ type accounts in the Zoho Books CoA can be
synced to Zoho Expense, where they function as 'Categories'.#3 Conversely, new categories
created in Zoho Expense can sync back to Zoho Books as 'Expense' accounts in the CoA.”#

Managing Categories in Zoho Expense: Within Zoho Expense (Admin View > Settings >
Modules > Categories), users can create new categories, define sub-categories for more
granular tracking, associate categories with specific 'Expense Types' (e.g., grouping 'Airfare' and
'Lodging' under a 'Travel' expense type), edit existing categories, mark them as active/inactive,
or delete them.”® Categories can also be imported or exported in bulk.”®

Leveraging Receipt Scanning Features (Zoho Expense App/Integrations)

Maintaining proper documentation, especially receipts, is a non-negotiable requirement for
claiming business expenses with the CRA.80 Failure to produce receipts during an audit can lead to
denied deductions. Zoho offers several ways to digitize and manage receipts, primarily through the
Zoho Expense integration:



e Mobile App Autoscan: The Zoho Expense mobile app (iOS and Android) features an autoscan
function. Users simply photograph a receipt; the app automatically detects edges and uses OCR
(Optical Character Recognition) to parse key details like the date, merchant name, and amount,
creating an expense entry automatically.”®

» Email Forwarding: Users can forward receipt emails (e.g., from online purchases) to a dedicated
Zoho Expense email address, which automatically converts them into expense entries.”3

o Cloud Storage Import: Receipts stored in services like Google Drive, Dropbox, Evernote, etc.,
can be imported directly into Zoho Expense.”3

« Bulk Upload: Multiple receipt image files can be uploaded simultaneously.”3

« Third-Party Integrations: Tools like Dext Prepare (formerly Receipt Bank) offer sophisticated
receipt scanning and data extraction with high accuracy, integrating seamlessly with Zoho Books.
Dext syncs the CoA, suppliers, and payment methods, allowing captured receipt data to be
reviewed and published directly into Zoho Books, often with automated categorization
suggestions.83

Recording and Categorizing Expenses Efficiently

Once categories are set up and receipts are captured, recording expenses becomes more
streamlined:

* InZoho Books: Go to Purchases > Expenses > + New. Fill in the date, select the Expense
Account (category), enter the amount (and any applicable tax), choose the Paid Through account
(e.g., Business Chequing, Business Credit Card), select the Vendor, and attach the digitized receipt
file.”2 Expenses can be itemized to split costs across multiple categories.’? Crucially, expenses can
be marked as Billable and associated with a specific Customer and/or Project, allowing them to be
easily added to a customer invoice later for reimbursement.”?

« Via Zoho Expense: Scanned receipts are automatically converted into expense entries.8" Users
then typically review the extracted data, assign the correct category, associate the expense with a
customer/project if billable, and add it to an expense report for submission and approval.”3
Approved and reimbursed expenses from Zoho Expense automatically sync and are accounted for
in Zoho Books, eliminating double entry.”* Users can filter the Expenses list in Zoho Books to view
transactions originating From Zoho Expense.”*

The integration between Zoho Books' accounting core and Zoho Expense's specialized tools (or
third-party apps like Dext) directly tackles two significant burdens for SMEs. Firstly, the digital
receipt capture and storage capabilities’® address the critical compliance need for maintaining
adequate documentation demanded by the CRAZ2°, mitigating the risk associated with lost or
disorganized paper receipts.”™ Secondly, the automation of data entry via scanning®' and
streamlined categorization using pre-defined categories linked to the CoA’# drastically reduces the
manual effort and potential for errors inherent in traditional expense tracking.'® This unified
workflow enhances both compliance and operational efficiency.



Section 7: Staying Compliant: Preparing for Tax Reporting

Configuring Zoho Books for T4A & T5018 Slips

Canadian businesses are required by the CRA to report certain types of payments made to
individuals or other businesses using specific information slips. Two common slips are the T4A
(Statement of Pension, Retirement, Annuity, and Other Income), used for various payments like
fees for services, commissions to self-employed individuals, and other income exceeding $500 in a
calendar year, and the T5018 (Statement of Contract Payments), required primarily for businesses
in the construction industry reporting payments made to subcontractors for construction services.
Filing deadlines are typically the last day of February following the calendar year for T4As, and
within six months of the reporting period end (calendar or fiscal year) for T5018s.

Zoho Books Canada includes dedicated functionality to streamline the preparation of these slips.
The setup involves mapping the expense or accounts payable accounts used to record these
vendor payments to the specific box numbers on the T4A or T5018 forms. Zoho Books assists this
process by suggesting relevant accounts based on historical payment data and flagging if an
account has already been mapped elsewhere, preventing duplication.

Generating T4A/T5018 XML Files for CRA E-filing

Once the account mapping is configured, Zoho Books automates much of the slip generation
process:

1. Vendor Identification: The system automatically identifies vendors and subcontractors who
have received payments exceeding the CRA reporting thresholds during the period.

2. Report Generation & Review: A report is generated listing these vendors and their reportable
payment amounts. Users can review this report, add or exclude specific transactions if necessary,
update missing vendor information (like SIN/BN or address), and track changes made via a history
log.

3. XML Export: Zoho Books allows users to generate and export the T4A and T5018 slip data in the
CRA-specified XML file format.®

4. Electronic Filing: These XML files are then uploaded directly to the CRA through their online
portal (e.g., Internet File Transfer), fulfilling the electronic filing requirement, which is mandatory for
businesses filing more than a few slips (thresholds have decreased, making e-filing standard
practice).

5. Vendor Distribution: Zoho Books also facilitates distributing the generated slips securely to the
vendors via email or through the vendor portal.

Generating GST/HST/Provincial Tax Returns from Zoho Books Data

Accurate and timely filing of sales tax returns (GST/HST, PST, QST) is a critical compliance
obligation. Zoho Books uses the tax configurations (rates, agencies, groups set up in Section 3)
and the tax information recorded on sales and purchase transactions throughout the reporting
period to automatically generate tax return reports.

To generate and manage these returns:



1. Access Reports: Navigate to Reports > Taxes and select the relevant return type (e.g., GST/HST
Return, BC PST Return, QST Return, Combined GST/HST-QST Return for Quebec).?

2. Generate Return: Click the button to generate the return for the current reporting period (based
on settings like Monthly, Quarterly, Yearly defined in Tax Return Settings).*

3. Review Report: The generated report mirrors the structure of the official CRA or provincial filing
forms, showing calculated amounts for lines like sales (Line 101), GST/HST collected (Line 103/105),
and Input Tax Credits (ITCs) claimed (Line 106/108). Users can click on amounts to drill down into
the underlying transactions.*

4. Adjustments: If necessary, adjustments can be made directly to specific lines (e.g., to account
for bad debt write-offs impacting previously reported tax®®, or other reconciling items). Click the
Adjust link next to the relevant line and enter the date, amount, account, and reason.?

5. Include Prior Transactions: If previous periods' returns were not filed, an option often exists to
Include previous period's unfiled transactions in the current return.?

6. Mark as Filed: After filing the return with the relevant tax agency (using the Zoho Books report
as a reference), mark the return as Filed within Zoho Books, recording the date of filing. Note that
direct electronic filing of GST/HST returns to the CRA from within Zoho Books is generally not
supported, but combined QST/GST returns might be filed online with Revenu Québec.®

7. Record Payment/Claim: If tax is owing, use the Record Payment option to log the payment
made to the tax agency. If a refund is due, use Record Claim.*

The dedicated features within Zoho Books Canada for generating T-slips and sales tax returns
directly target major compliance pain points for SMEs. Meeting CRA's reporting requirements
involves significant administrative effort and adherence to specific formats and deadlines. Manually
compiling this information from disparate records is time-consuming and prone to errors.’ Zoho
Books automates the data aggregation and formatting needed for T4A/T5018 XML files and sales
tax return reports. This automation significantly reduces the manual workload and the risk of
errors, thereby easing the compliance burden and helping businesses avoid potential penalties.?°



Conclusion & Next Steps

Benefits Recap: How Setup Optimizes Your Bookkeeping

Completing the foundational setup steps outlined in this guide—configuring the Canadian
organization profile, structuring the Chart of Accounts, accurately setting up sales taxes,
connecting bank feeds, customizing invoice templates with payment gateways, establishing
expense tracking, and preparing for compliance reporting—positions a small business to leverage
Zoho Books effectively. This initial investment of time directly translates into tangible benefits that
address common SME challenges. Proper setup fosters:

» Improved Efficiency: Automating data entry (bank feeds, receipt scanning) and reporting (tax
returns, T-slips) frees up valuable time previously spent on manual tasks.™

o Better Accuracy: Reducing manual entry minimizes errors, leading to more reliable financial
records and reports. Consistent categorization through a well-defined CoA enhances data
integrity.4

» Enhanced Compliance: Correct tax configuration and streamlined reporting processes help
meet CRA and provincial requirements for GST/HST, PST/QST, T4A, and T5018 filings, reducing the
risk of penalties.’ Keeping business and personal finances separate is reinforced.”

o Stronger Cash Flow Management: Integrated online payments accelerate invoice collection,
while accurate expense tracking provides visibility into outflows.™

» Valuable Insights: Accurate, timely, and well-categorized financial data enables the generation
of meaningful reports for better business decision-making regarding profitability, spending, and
growth strategies.'®

Moving Forward: Importing Data, Exploring Modules, Seeking Further Help

With the core setup complete, the next logical steps often involve populating Zoho Books with
historical and operational data:

o Importing Data: Utilize Zoho Books' import tools to bring in opening balances from a previous
accounting system, as well as lists of customers, vendors, and items/services. Historical sales and
purchase transactions can also potentially be imported.?

« Exploring Modules: Beyond the core setup areas, Zoho Books offers additional modules that
may be relevant depending on the business needs, such as Projects and Timesheets for service-
based businesses, Inventory management, detailed Reporting capabilities, and a Customer Portal.

o Seeking Further Help: Zoho provides various support resources, including comprehensive
online help documentation, video tutorials, community forums, and direct support via chat, email,
or phone. The Zoho Books Academy offers learning materials.”3

While this guide provides a solid foundation for setting up Zoho Books, accounting and compliance
can be complex. For intricate situations, specific industry requirements, or ongoing bookkeeping
and advisory support, engaging with professional accountants or bookkeepers, such as Prairie
Ledger Services, is highly recommended. Experts can ensure the setup is optimized, provide



ongoing maintenance, offer strategic financial advice, and help navigate the nuances of Canadian
tax law.” Additionally, government-supported resources like local SBDCs or the BDC offer free or
low-cost advising and training for small businesses across Canada.'®
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