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LOG IN AND SET UP XLEDGER

HOW TO LOG IN TO XLEDGER'S WEBSITE

1. Goto thg XIedger website: )( Xledger
Open this link: https://www.xledger.net/ ompowering ambiton
2. Sign in with your email and password: User Name
o Username: Enter your email address that
you registered with IFES Password

o Password: Enter your password (either the
initial password you received in the Xledger
login email or the one you changed it to) [ sem ]

o If you've forgotten your password, click the
“Forgot Password” link on the login screen.

Remember me ® Forgot password?

or

Sign In with Microsoft

3. Click “Sign In.”

Sign In with BankID (Norway)

4. Enter the Two-Factor Authentication Code:
o After clicking "Sign In," you will get an email with a special code.
o Open your email, find the code, and enter it into the box. Then click Submit.

IFES staff can also sign in using their ifesworld account access by choosing Sign In with
Microsoft on the login page.

5. Change Your Password (First Time Only):
After logging in for the first time, you must change your password. See below for
instructions.

< e ) https//wwwodedger.net/Restricted/Index.aspx 2 *x G o 0
Dlxedger D Home QW e
= Home QUBOT

B DefaultMenu My Quickmenu

ENU ITEMS

B ¢ Kk

What's New
Bl Dashboard Unapproved Bills

> >
-© -0

Approve Travel/Expenses My Expense Reports
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IF YOU HAVE PROBLEMS LOGGING IN

e Ifyou can'tlog in, email finance@ifesworld.org for help.

HOW TO CHANGE YOUR XLEDGER PASSWORD

e Click your name at the top right corner of

the screen. ::r;glillljglt(aede v
e From the list that appears, click My LHDHOS .
Settings.

e Click Change Password to change your
password.

HOW TO CHANGE TWO-FACTOR AUTHENTICATION METHOD

You can choose to change your authentication method, but once you change it, you can't go
back to email authentication.

1. Go to My Settings (see password change section above).

2. Click on Set Up Two-factor Authentication.

3. Choose the method you want to use (SMS, Authenticator App or both).
4. Click Next and complete the required information.

5. Click Enable to activate your chosen method.

TRANSLATIONS INTO SPANISH AND FRENCH

X Janet Ngbedc |
[({xledger # "D Home Q w
= Home > My Settings Py
My Settings
Password and Authentication PASSWORD

Change your password and set up your two-factor
uthentication Current Passwor

Authenticator App
@ Enabled

Disable Change Two-Factor Method

~
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The Xledger menu items are currently available in English and Spanish; we hope to have
them available in French at a later stage. (To translate Xledger menu items):

1. Click on the box with your name at the top

right.

2. From the list, click Language and choose

Spanish (or French).
3. A pop-up will appear. Click Reload page.

4. The menu will change to the selected
language.

Janet Ngbede v

Language: = | English (AU) >
/Dark Mode »
»

>

Q W s

° Janet Ngbede
IFES UK a
Employee

Change

My Settings

Multi-Role Menu &

Menu Level:

You won't need to change the language again. It will stay the same for future logins.

WHAT TO DO IF YOU FORGET YOUR PASSWORD OR HAVE FAILED

LOGIN ATTEMPTS

If you have up to five failed login attempts,
use the Forgot Password link on the login
page to reset your password.

1. Click Forgot Password?

2. Enter your login email address and
follow the instructions.

You will receive a new password by email.

Use it to log in as soon as possible, as it will
expire in 24 hours. Once logged in, you will
be asked to change the password to one of

>{|xledger

User Name

Password

Remember me ©

empowering ambition.

Forgot password?

your choice.

If your account gets locked: Xledger locks accounts after 10 failed login attempts. If this
happens, contact finance@ifesworld.org to unlock your account. The finance team will

respond within two working days.

EXPENSE CLAIMS
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HOW TO SUBMIT AND APPROVE EXPENSE CLAIMS IN XLEDGER
STEP 1: LOG IN TO XLEDGER

« Gotothe Xledger login page and sign in with your credentials.
STEP 2: CHANGE TO THE CORRECT ENTITY

1. Click on the IH tab at the top right (next to your name).

& httpsy//www.xledger.net/Restricted/Index.aspx v =

* D Home

Default Menu My Quickm

N e BB IO &

2. A pop-up box will appear—select the correct entity:
o |IFES UK staff — Choose IFES UK
o IFES Asia staff — Choose IFES Asia Sdn Bhd

All Menus  Owners | Morew

Q, Search Owners

“ORecents | ¥ Favorites

IFES Holding 7 H
Domain administrator | Other Role v

IFESUK 77 &
Domain administrator | Other Role w

o IFES Domain 77

Domain administrator | Other Role »
A IFES Asia Sdn Bhd 77 H

Domain administrator | Other Role w
u IFESUSA 7 =&

Domain administrator | Other Role v

P IFES Switzerland 77 &
Chief Accountant with Payroll | Other Role w

STEP 3: CONFIRM YOUR ACCESS

» Your access will reload into the selected entity. You are now logged into the correct

entity to submit or approve an expense claim.
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STEP 4: NO NEED TO REPEAT THIS STEP IN FUTURE LOGINS

e Once you select the correct entity for the first time, Xledger will remember it, so you
won't need to change it again when logging in next time.

That's it! Now you can submit and approve expense claims in the correct entity.

SUBMITTING AN EXPENSE CLAIM

1. Login to Xledger

2. Click on the My Expense Reports icon on the home screen.

3. Onthe My Expense Reports MENU ITEMS
page, click on the green plus A
icon to add a new fund % \s, %
requeSt’ What's New
Bl Dashboard Unapproved invoices

>

-9 ¢
Approve Travel/Expenses My Expense Reports \

> My Expense Reports pemo XY O T

n Search Criteria v ¥ ©

2 /

No results found

A

4. Complete the form:
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Purpose: Add a description of the expense and period it covers.
Date: Enter the date of your request.
Project: Turn on the "Project" option (the circle should turn blue) to select a
project reference.

o Project reference: Choose the fund code you are requesting from.
Invoiceable: You do not need to click or use the Invoiceable button. It does not
affect your expense claim in any way.

5. Click on the plus (+) sign to add another expense line. Then click on Expenses.

>{|xledger

= Home » Travel/Expenses » My Expense Reports

1, Save and retum x
Ymu—— (== o

Purpose | CFG conference registration - January 2025 ‘

Dater 14/01/2025
rroet [0

Preject reference | the IFES Infemnational Services (UK office

Invoiceable

/'@av N

6. From the dropdown list, choose the expense type that matches your claim.

Home » Travel/Expenses » My Expense Reports

iZ Expense Type "D Recents

Accommodation and Catering
Books and Publications
Canference Registration
Flights

Gifts

Hotel & Lodging

Meals

Medical Costs - Other
Medic

Mileage

Ministry Costs - Other

Complete the pop-up box form:
Click on the Receipts icon to attach the receipt or supporting document for the
expense.

o Text: Enter the description

o Currency Amount: check the currency and change it if necessary, then enter the
claim amount.
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Home > Travel/Expenses > My Expense Reports.

[ CONFERENCE REGISTRATION
- ‘ CFG conference registration - January 2025

Froject reference ‘ UKOPS_DEPT - the IFES International Services (UK office

Invoiceabie

B AMOUNT

Cumency Amount | 0,00 \

7. Click Save and Return when done.

Click the plus (+) sign to add another expense line if needed and complete the required details.
Use additional lines for different receipts, expense types, or fund codes.

You can add expenses throughout the month instead of waiting until the end. This helps
prevent lost receipts and missing documents.

8. When finished, click Ready for Approval to send the expense claim to your manager.
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APPROVING OR REJECTING AN EXPENSE CLAIM

1. Managers will receive an email when a claim needs approval. Click the link in the

email to approve the claim.
Please note, Xledger sends out system notifications three times a day, so if an urgent

expense claim has been submitted, the requester should notify the approver at the
time they submit the request. The approver can then login to Xledger to approve the
request without having to wait for the notification.

2. Alternatively, log in to Xledger and click on the Approve Travel/Expenses icon on
the home page to see the expense claim.

Q

Demo XYY CH @ 3

#)la

#5- DRAFT =
14

[{xledger # D Home

= Home > Travel/Expenses > My Expense Reports

B Preview (

© Ready For Approval ) [ save and return

& EXPENSE CLAIM

Purpose UCCF Grant Request

Date* 13/01/2025

Project D

Project reference ERUKI_GRANT - student ministry in Great Britain

(0

MENU ITEMS

= ¢

Bl Dashboard

My Expense Reports

3. Click on the claim to review it.

_}(]xledger * D Home

= Home » Approval » Approve Travel/Expenses

Search n Search Criteria v
#21 - CPG CONFERENCE - JANUARY 2025 &

EMBLOYEES DROJECT REFERENCE AMOUNT NVOICEABLE )
156 - Tom Field ~ UKFIN_DEPT - the IFES Finance Department  100.00 sep  + | v |

0/2
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4, To approve, click the Approve button at the top.

> Approve Travel/Expenses Demo PO &

2 Employee

) Setto Draft ‘ +/ Approve

screen to

B EXPENSE CLAIM

Employee* UKI - Great Britain Requester

Address 5 Blue Boar Street, Oxford, OX1 4€€

5. If you need to reject the request, click the Set to Draft button.
o A pop-up will appear.
o Enter the reason for rejection in the Comment field, then click Save and
Return.
o This will send the request back to the requester.

> Approval > Approve Travel/Expenses

SET TO DRAFT

ﬁ

OTHER FUND REQUESTS, ACCOUNTS, AND PAYMENTS

HOW TO REQUEST AND APPROVE AN INVOICE PAYMENT

1. Email the Invoice

o Send the invoice to invoices@ifesworld.org and include the fund code for
payment.

o IFES Finance will upload it to Xledger.

2. Approval Process

o The fund requester receives an email to approve the invoice (first approver).
o The fund approver will then receive an email to approve the invoice.
o Finance will process the payment.
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PAYMENTS TO ANOTHER BANK ACCOUNT

1. Email invoices@ifesworld.org with:
o Fund code
Beneficiary details (name, bank info if new)
Purpose of payment
Supporting documents

o O O

2. The fund requester and fund approver must approve before Finance processes the
payment.

MAKING AN INTER-FUND REQUEST

1. Download the Interfund Request Form:
o Click here to download the form.
o After downloading, click Save As to save it to your device.

2. Complete the Interfund Transfer Request Form.
o Please include:
1. The fund you are transferring from and to.
2. The amount and purpose of the transfer.
3. Supporting documents (optional).
o The form must be signed by both the fund requester and fund approver.
o Email the completed form to invoices@ifesworld.org.

3. Finance will process the transfer once they receive the request

HOW TO SUBMIT CREDIT CARD RETURNS IN XLEDGER

There are two ways to submit your credit card receipts:
OPTION 1: UPLOAD RECEIPTS ON-THE-GO (RECOMMENDED)
e Upload receipts immediately after making a transaction using the Xledger app or
web browser.
e This helps prevent lost receipts.

OPTION 2: UPLOAD MONTHLY

e Collect all receipts and upload them from the second working day of the following
month.

XLEDGER NATIONAL MOVEMENTS TRAINING MANUAL- V1.0 FEBRUARY 2025 PAGE 11
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HOW TO UPLOAD RECEIPTS USING THE XLEDGER APP

STEP 1: UPLOAD RECEIPTS ON-THE-GO (RECOMMENDED)

1. Download the Xledger app from the Play Store or App Store.

)( Xledger Get

ko] @ Xledger Labs AS & Finance

2. Login using your Xledger username, password, and authentication code.
3. Onthe home screen, tap the Travel/Expenses icon.
4. Click on My Receipt/Expenses.

i::)
. gty
a. OG 3108 MY
Time Entry Absence
[{xledger
x {=3 TraveljExpenses
= Ne
Travel/Expenses My Messages Travel/Expenses
(s)
e B e Fe
My Receipts/Expenses My Expense Reports
Employee List My payslips \
eo )
My Contact Information

My Open Card Transactions
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500 w=c 5. Tap the green plus (+) sign to upload a receipt.

My Receipts/Expenses.

Search | 2 R

No results found

© Croato New

/ 6. Inthe pop-up box,
select Expenses, then
choose the correct
expense type from the
dropdown list.

My Receipts/Expenses

5 0 o X

choo

Search v

B Expenses v

~~

$ National Movement Grant Funds

(3{xledger

My Receipts/Expenses

$ CONFERENCE REGISTRATION v/ b4

Expense Type*

Conference Registration

Recelpist 7. Attach the receipt or take a photo using your phone.

ﬁcm.;.!\ 8. Fill in the required details.
= 9. Click Save and Return.

Project

Project reference

[E AMOUNT \

Currency Amount
0.00

@ [o]
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STEP 2: LINK RECEIPTS TO CREDIT CARD TRANSACTIONS

(To be done after finance has entered transactions in Xledger, starting the second working day

of the new month)

1. Login to Xledger.

2. Click on My Expense Report.
3. Open the Bank Transaction Import list.

4. On the bank transaction import screen, click the link icon next to each
transaction.

e Fepor

5. Select the matching receipt from your stored receipts.

R BANK TRANSACTION WVPORT

» Colaore Mt

6. Click Save and Return.

~

XLEDGER NATIONAL MOVEMENTS TRAINING MANUAL- V1.0 FEBRUARY 2025

e

CONFERENCE REGISTRATION

BANK ACCOUNT
Natwest CC GBP Janet Ngbede (CCO005)

CGF TRAINING
BANK ACCOUNT
Natwest CC GBP Janet Ngbede (CCO005)

TRAINING TICKET TO TRAINING

SN ACCOUNT
Natwest CC GBP Janet Ngbede (CC0005)

RAINING TICKET TO TRAINING

AN ACTOUNT
Natwest CC GBP Janet Ngbede (CCO005)

PAYMENT

SANK AZCOUNT
Natwest CC GBP Janet Ngbede (CCO005)

Repeat for all credit card transactions.
8. Click Ready for Approval to submit for manager/fund approver approval.

L)
1/12/2024
05TE

11/12/2024

POSTED
11/12/2024

0IR
11/12/2024

80STED)
11/12/2024

Eaians 8 * B RV

PAGE 14
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Done! Your credit card return is now submitted.

HOW TO UPLOAD CREDIT CARD PAYMENT RECEIPTS FOR THE MONTH
ALL AT ONCE

1. Wait for Transactions to Be Entered
o By the second working day of the month, finance will enter all credit card
transactions from the previous month's statement cycle (up to the 28th).

2. Access Your Credit Card Transactions
o Login to Xledger.
o Click on My Expense Report on the dashboard.
o Click the plus (+) sign to start a new expense report.

:pense Reports Demo| ¢

B} Save and retum x
) e o ]
Pumose

Cate® 111272004

Project

@sv s s s/ s v s v s~ sv

3. Attach Receipts to Transactions
o Click on the bank icon to view your credit card transactions in the Bank
Transaction Import pop-up screen.

T BANK TRANSACTION IMPORT

v Coliapse All CONFERENCE REGISTRATION

BANK ACCOUNT POSTED CREDIT
Natwest CC GBP Janet Ngbede (CC0005)  11/12/2024  -50.00 cs=

CGF TRAINING

BANK ACCOUNT POSTED CREDIT
Natwest CC GBP Janet Ngbede (CC0005)  11/12/2024  -75.00 cs»

TRAINING TICKET TO TRAINING

BANK ACCOUNT poSTED cREDIT

Natwest CC GBP Janet Ngbede (CC0005)  11/12/2024  -25.00 c&?

TRAINING TICKET TO TRAINING

BANK ACCOUNT poSTED cREDIT
Natwest CC GBP Janet Ngbede (CC0005)  11/12/2024  -25.00 cae

PAYMENT

BANK ACCOUNT POSTED =
Natwest CC GBP Janet Ngbede (CCO005)  11/12/2024  50.00 Ge»

o Select each transaction and complete the required fields.
o Attach the receipt or supporting document for each transaction.
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4. Save and Submit
o Click Save and Return after linking each receipt.
o Repeat for all transactions.
o Click Ready for Approval to submit your credit card return for approval.

Done! Your monthly credit card return is now submitted.

HOW TO VIEW REPORTS (FOR BUDGET HOLDERS)

HOW TO VIEW FUND TRANSACTIONS

—
[xedger * D Home Financiais

«  Home

# MY QUICKMENU [:::] od

IS TASK LIST

My Messages 2
Show Fewer [ Y «
/\ =

"D RECENT MENU ITEMS o —
A Home O w—
B Cross-Tab General Ledger Home Project Personnel/Expenses Accounts Payable Administration
P Financials
18 Accounts Povable

1. Click on Financials on the main page (home screen)
2. Select General Ledger Transactions (Simple)

3. View the Transactions which will appear as a list on your screen, as shown below.

4. |If you want to save the transactions, click on the "Excel" button in the top right corner
to download the transactions as an excel file.

HOW TO VIEW INCOME VS EXPENSE REPORT

1. Login to Xledger; on your home screen choose the Financials icon.
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2. On the menu that appears, select "Cross-Tab General Ledger."

3. View the default report: You will see a new screen. Click on the blue "Find" button at

Xg\edger W D Home Financials

Fellowship of Evangelical Students

& Financials > Cross-Tab General Ledg Demo|(F ¥ O @ | F; Department r E
v #e MY QUICKMENU .
P Templates v Criteria @ (1) v @& Selections (1) v &
Use the star button to add a screen to

your favarites

pERIODIC @il CRITERIA Clear Unused Criteria (4) @ § A

> IETASKLIST ColumnTemplate  Time ~ 2401 (4 - 2412 4 (Jan/2024 - Dec/2024) P | Account Class 2 | Equals ~  Profit & Loss X v X
v D RECENT MENU ITEMS

Start Budget  Current Budget [= Q6] Group Account [ ~ kY
B Cross-Tab General Ledger
% Cross-tab balance report actual vs. bu. 0B Rollup @ Aceumulated © Account Group 3 Is In Hierarchy v x
@ Travel/Expenses

Amount A tion  Period

5 My Expense Reports mount Aggregation  Perio; v Costcentre T Is In Hierarchy v v %
# Home

XRW Report  Profit and Loss Detailed X v ~ )

Project ., Is In Hierarchy voxX

Amount Field ~ Amount ~ New Condition 0

Add Amount Field Shaw 1 Hidden Criteria

2

the top to see the report showing income and expenses.

The default report will appear, as seen below.

m O | Templates v || Criteria @ (1) v &, Selections (1)
Profit and Loss Detailed [0t "X e
Profit and Loss Detailed MNov/2024 Dec/2024

General Expenses 0 a
Sales & Marketing Expenges 1200 1200
[ Other Selling & Administration Expenses 5 3
TOTAL SELLING & ADMINISTRATION EXPEMSES 0 5
TOTAL OPERATING EXPENSES 0 1,205
MET OPERATING INCOME -0 -1,205  -1,205
Earnings Before Tax (EBT) -0 -1,205 | -1,205
&8 Default Menu
-
« H 6 ¥ O
 —
0] w—
Home Project Personnel/Expenses Accounts Payable Financials Administration
B ™= ™=
Ze

XLEDGER NATIONAL MOVEMENTS TRAINING MANUAL- V1.0 FEBRUARY 2025 PAGE 17



Please note that a bespoke IFES report template will be available for fund holders. This will be
called Income and Expenditure - Actual vs Budget Template and can be found under the
Templates tab.

m D Templates » ) Criteria @ (1) v &, Selections (2) v

Profit and Lass D0 B Save as Mew Template... ol

i= Template List

Profit and Loss Detailed Amount Budget A A%

& Sales & Marketing Expenses 1,200 -1,200 -100.0
(=) 52000 - Accommodation and Catering -1,200 -100.0

UEADY _DEFT - Global Advancement 1200 -1000

Ll LT EN T

HOW TO VIEW OTHER REPORT OPTIONS

View Actual Vs Budget Reports

1. To see the actual vs. budget data, click on Criteria.
2. Under the "Amount Field" section, click on Add Amount Field two times.
e The first click will add Current Budget.
e The second click will add Deviation (difference between actual and budget).

‘D Terplates v | Criteria @ (1) v | & Selections (2) v

Profit and Loss Detailed  Account E PERICDIC . Clear Unused Criteria (4) 83
_ Column Template  Time ™ 2401 (9 - 2412 [ (Jan/2024 - Dec/2024)
@ @
Profit and Loss Detailed OB Rollup € Accumulated
D Sales 8 Marketing Expenses Amount Aggregation  ¥TD/Year v
(& 52000 - Accommodation and Caterin
UKADV_DEPT - Global Advancement XRW Report | Profit and Loss Detailed X v

2 Other Selling & Administration Expens
(55100 - Bank Charges

Amount Field  Amount ™

UKADV_DEPT - Global Advancement

TOTAL SELLING & ADMINISTRATION E Amount Field C Current Budget ™ x
TOTAL OPERATING EXPENSES
NET OPERATING INCOME P add Amount Field
Earnings Before Tax (EBT) CRITERIA
Account Class C | Equals ~ Profit & Loss X~ X
Group Account C ™ X
Account Group C Is In Hierarchy K
~ .
Cost centre « | Is In Hierarchy ~ X
~
Project « | Is In Hierarchy ~ X
New Condition o Show 1 Hidden Criteria
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Then, click on the blue “Find” button. The report will show columns for Amount,
Budget, and Difference (the column with the triangle icon).

To see more details about each expense line, click the plus sign next to the expense
line. You can see more details by clicking on the amount.

m D | Templates v | Criteria @ (1) v & Selections (1) v

Profit and Loss Detailed Amount Budget A A%
[3 General Expenses -0 -100.0
[ Sales & Marketing Expenses -1,200 -100.0
[ Other Selling & Administration Expenses -5 -100.0
TOTAL SELLING & ADMINISTRATION EXPENSES -1,205 -100.0
TOTAL OPERATING EXPENSES -1,205 -100.0
MNET OPERATING INCOME -1,205 100.0
Earnings Before Tax (EBT) -1,.205 100.0
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View Reports for Specific Funds

The above report shows data for all the funds you manage. To view a specific fund:

1. Click on Selections above the report.
2. Inthe dropdown menu, tick the Project box, then click on Find.

]T(\xledger * D Financials

& Financials > Cross-Tab General Ledger

MY QUICKMENU
* Templates ~ | Criteria @ (1) v Selections (2) v

ton to add a screen to

Profit and Loss Detailed [l e Lkt

™ Owner

ACCOUNT (1)
it and Loss Detailed Nov/2024 Dec/2|
Account Group

Net Sales
TOTAL REVENUE 214,
GROSS PROFIT 214, SUBLEDGER

IS TASK LIST

"D RECENT MENU ITEMS

[ Cross-Tab General Ledger ~! Account
[ Cross-tab balance report actual vs, bu...

B Travel/Expenses

[ My Expense Reparts E;:’;‘ Eji:;usq Expenses ) 1 comampesen
fi Home Travel Expenses
Other Selling & Administration Expenses
TOTAL SELLING & ADMINISTRATION EXPENSES 0 1
TOTAL OPERATING EXPENSES LI
NET OPERATING INCOME -0 213,
Earnings Before Tax (EBT) -0 213429 213429

Deme| P CH @ ¢

Q. Select: Al Mone

L ARALEE £ More Columns
Cost centre

 Praject
Donor ID

Country Code

Primary Category
XGL

Fund Type

Fund Category
Strategic Category
Country Code

QUANTITY

Unit Quantity

3. Click on the funnel (filter) icon at the top right of the screen.

[xledger # D Home Financials

Janet Ngbede ¥

International Fellowship of Evangelical Students

« Financials > Cross-Tab General Ledger

v e MY QUICKMENU

m "D Templates v | Criteria @ (1) v & Selections (2) v

Profit and Loss Detailed [Iceet ot e i

12 %

star button to add a screen ta

> FZTASK LIST
Profit and Loss Det

Net Sales
TOTAL REVENUE
GROSS PROFIT

v D RECENT MENU ITEMS

8 Cross-Tab General Ledger

& Cross-tab balance report actual vs. bu... - =3
214,657 214,657

Demo| (2 ¥ @) @ §| & Depariment

#127 V@

@
S

4. Alist will appear on the left side showing the projects and accounts for all the funds
you manage. Click on the fund code or project you want to view.

Export Reports to Excel
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If you want to save the report, click on the Excel icon at the top right of the screen.
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CONTACTING FINANCE

We are happy to help! If you have any questions, please send an email to
finance@ifesworld.org.
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