
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Defaults 

 
Did you know, defaults can make a massive 
difference to the quality and accuracy of your data?  
 
 
To find the defaults for any given contact, go into the contacts section of Xero and pick your target. 
(In this case I’m going with a supplier). 
 

 
 

 
 

Top tips to  
become a Xero Hero  
 



 

Select your contact from the list provided, then on the right-hand side click “Edit”. You can then add 
various details - email addresses, phone numbers, website etc. which all help others in your 
organisation make contact if they wish to. (on a customer it will also allow Xero to pre-populate 
more information on an invoice to that contact). 
 

 
 

 
 
 
 
But there’s more… scroll down the page to Financial Details and there, you’ll find the accounting 
defaults. This is where you can decide where in your accounts these costs should go, what VAT rate 
should be used, which country it relates to, so that the “standard” Xero suggestion will always be the 
same going forward. 
 
You can also set credit limits, automatic discounts (for sales) and credit terms amongst other bits 
and bobs, meaning your payments are easier to deal with the next time around and you’ll have more 
controls and helpful reminders popping up to guide you – and don’t panic, if you ever get a 
transaction that goes against the flow, you can always change any of the defaults that pre-populate 
on a transaction by transaction basis!  
 



 

 
 
 
 
 
What’s better we can even help get you started, as a Xero platinum partner we’ve invested in more 
technology that can help get you started by quickly reviewing and entering account codes and VAT 
rate defaults, whilst highlighting any historic transactions that don’t fit the usual pattern for you.  
So if you like the idea but it feel like it’s too big of a task get in touch and we can give you hand. 
 
Looking for more top tips? 
 
As a platinum Xero partner, we are well placed to advise on all aspects of the software. We match 
our clients’ needs with cutting-edge technology and a dedicated chartered accountant to deliver 
pro-active management of finances. Our aim is to take the hassle out of your finances, helping you 
save time, make money and grow your business.  
 
If you are looking for further advice as to how to get more out of your Xero subscription, contact 
Ryan Alderson to discuss our training and support packages.  
 
 
 
 

Ryan Alderson 
Lead Cloud & Digital Specialist 
DD: 0161 926 0493  
ra@haroldsharp.co.uk 


