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C H A P T E R  1

The system at a glance

What is in the system, how you move between its apps, and what you see when you sign

in.

Xrero is one system for the whole contracting business: tenders, projects and their costs, purchasing and

stores, progress billing and collection, people and payroll, accounts and tax. Every figure is entered once,
where it belongs, and then appears in every report and dashboard that needs it — no separate
spreadsheets that disagree.

1.1 The sidebar and the apps

The Apps list runs down the side of the screen. Each app is a complete area of work, and every user only

sees the apps that belong to his job: a site engineer, for example, sees neither accounts nor payroll. Each
app has its own menu bar at the top, next to search, messages, activities and the user picture.

App What it runs

Construction Projects, job orders, cost sheets, material requests, daily logs, change orders, subcontractors

CRM Tender opportunities and their stages up to award

Sales Tender estimates and quotations

Purchase · Inventory Purchase orders, receipts, stock and valuation

Accounting Invoices and certificates, payments, post-dated cheques, assets, tax

UAE HR Employees, contracts, leave, payroll and WPS, end of service

Fleet · Maintenance Vehicles and their contracts and services, site plant and its upkeep

Expenses · Time Off · Calendar Petty cash claims, leave balances, meetings
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Figure 1.1 — What the general manager sees first: the accounting dashboard — bank balance, unpaid invoices and bills to pay.

1.2 The projects and contracts dashboard

From Construction > Overview the management dashboard opens. At the top is the value of live contracts, and
three figures under it tell the state of the company: work done and certified by the clients, money actually
spent, and work still to build. Below it the Needs attention list: material requests waiting for approval,

change orders the client has not approved, an overdue certificate, sites that did not file their daily log.

Every line opens the records behind it.
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Figure 1.2 — Projects & contracts: the contract portfolio, what needs attention, and the key figures per project.

The same design exists for people and payroll and for cash and accounts — switch between them with the

buttons at the top.
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Figure 1.3 — People & payroll: headcount, payroll cost, documents about to expire and the WPS status.
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Figure 1.4 — Cash & accounts: cash, what clients owe and what is owed to suppliers, and profit.

1.3 Views and search

List: one line per record — for reviewing, sorting and exporting.

Kanban: cards in columns by stage — drag a card to move it on.

Form: the full record with its buttons, and under it the chatter: messages, notes and every change with

who made it.

The search box takes a name or a number; behind its arrow you find Filters, Group By and Favorites.

Language

Each user picks his language (Arabic or English) from his picture at the top > Preferences. The

Arabic interface runs right to left; numbers and dates stay as they are.
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C H A P T E R  2

Users and access rights

Every employee sees only what his work needs — and the manager decides that from

one screen.

A user is an employee with a login. From Settings > Users & Companies > Users the manager adds users and sets

each one's rights app by app: none, user or manager. The demo company has eleven users: the general
manager, the projects director, three project managers, two site engineers, a senior quantity surveyor, the
procurement manager, the finance manager and the HSE manager.

Figure 2.1 — The users list.
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Figure 2.2 — Rights of site engineer Ahmed Fathy: projects, daily logs and material requests — no accounts, no payroll.

2.1 What a site engineer sees

When the site engineer signs in he sees only his apps. The daily logs and material requests he sees are his

own or belong to his projects — and he cannot delete what was recorded. This is enforced by record rules,
not just by hiding buttons.
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Figure 2.3 — The site engineer's screen after signing in.

Figure 2.4 — Daily logs as the site engineer sees them: his own only.
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Security

Each user has his own password, and two-step verification can be switched on from Preferences >
Security. Never share a login between people: the change history relies on it to show who did what.
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C H A P T E R  3

From opportunity to quotation

Follow every tender from the first contact to the award, and price it from the bill of

quantities.

Every tender or client enquiry starts as an opportunity in CRM. The stages follow a contractor's work:

enquiry, tender documents and site visit, estimation, tender submitted, negotiation, then won or lost.

Figure 3.1 — The tender pipeline: one card per opportunity, with its expected value and stage.

Inside the opportunity: the client, expected value and probability, expected closing date and tags (invited

tender, residential, repeat client). Underneath are the planned activities: a site visit, a call with the

consultant or the bid deadline — each with an owner and a date, sitting on its owner's to-do list until it is
done.
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Figure 3.2 — The "Townhouses Phase 2" opportunity: value, stage and the next activity.

3.1 The tender estimate

From Sales > Orders > Job Estimates the bid is priced on three pages: materials, labour, and overheads and
subcontracts — each line with its quantity and unit rate. The estimate moves through draft, sent,
confirmed and approved. Once approved, Create Quotation turns it into a formal quotation for the client

without retyping a line.
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Figure 3.3 — The estimate for the Gulf Logistics warehouse & offices — material estimation page.

Figure 3.4 — The quotation made from the estimate, ready to print or send.

Open the opportunity and press New Quotation, or create an estimate from Sales > Job Estimates.1

Enter material, labour and overhead lines with the quantities from the BOQ.2
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Confirm, then Approve by the projects director.3

Create Quotation — it links to the opportunity and shows on its Quotations button.4

On award: Won on the opportunity, and the project set-up begins (next chapter).5
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C H A P T E R  4

Projects, phases and job orders

The project is the container: every cost, every hour and every certificate carries its

name.

Each project has an analytic account with a fixed code (such as SRH-P-001). Every purchase order,

supplier bill, hour of work and certificate is recorded against that code, which is why project cost and
margin calculate themselves. The demo company has six projects: a residential tower, a warehouse, a
school, a villa, an office fit-out already handed over, and a townhouse community that started this month.

Figure 4.1 — Projects as cards: the manager of each, its tasks and its status.
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Figure 4.2 — "Al Mizan Residences": manager, dates, contract value and terms, with buttons to its tasks, phases and cost sheets.

The Project Status button keeps a monthly update from the project manager: on track, at risk, off track or

done — with the progress and a short note. Management sees the latest status on the project card without
having to ask.

4.1 Phases

A project is split into phases (mobilisation and enabling works, substructure, frame, finishes, MEP,

handover...), each with a start and an end date. Project > Project Phases lists them for every project.
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Figure 4.3 — Project phases and their dates.

4.2 Job orders

A job order is a specific piece of work inside a phase (the level 9 slab pour, blockwork, roof waterproofing).
It has a number JOB/00001, an owner, planned hours and a deadline. Material requests and

subcontractor jobs are created right from it, and hours and consumed materials are booked to it.
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Figure 4.4 — Job orders in columns by stage: planned, in progress, inspection/QA, completed.

Figure 4.5 — A job order: Create Material Requisition and Create Subcontractor Job buttons, and the material planning, consumed
materials and timesheets pages.
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Figure 4.6 — The projects board: one short card per project.
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C H A P T E R  5

The cost sheet and the budget

The cost sheet is the project budget line by line — and every purchase is measured

against it.

From Construction > Job Costs > Job Cost Sheets each project's cost sheet opens on three pages: Materials,

Labours and Overhead. Each line holds the planned quantity and unit cost, then columns that fill

themselves from real activity: quantity purchased, quantity billed and hours booked.

Figure 5.1 — The Al Mizan cost sheet: planned against actually purchased for each material.



Xrero · User Guide Construction edition

22

Figure 5.2 — The labour page: planned hours per trade against actual hours.

Figure 5.3 — The overheads and subcontracts page.

The buttons on top open what is behind the figures: purchase order lines, timesheets, vendor bill lines.
Create Invoice bills the client from the sheet itself when the contract is cost-based.
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5.1 Budget against actual

From Accounting > Reporting > Management > Budgets each project's budget is compared with actual by heading:
materials, subcontracts, plant, labour, site overheads and contract revenue. The Practical Amount column

comes from the project's accounting entries, so nothing is typed.

Figure 5.4 — Project budgets FY 2025-26: planned, actual and percentage used.
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C H A P T E R  6

Material requests, purchasing and receipts

From the engineer's request on site to the supplier's bill — with a clear approval chain

and no paper.

The site engineer requests the materials a job order needs: the item, the quantity, the cost-sheet line and a

suggested supplier. The request then moves through the stages at the top of the screen: new, waiting for
department approval, waiting for final approval, approved, purchase/picking created, received.

Figure 6.1 — Material requests in every state.
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Figure 6.2 — Request EPR00009 for Al Noor School waiting for department approval: concrete and rebar for the first-floor slab.

The engineer creates the request from the job order or from Construction > Materials / BOQ > Material

Requisitions and presses Confirm.

1

The department manager approves, then the procurement manager or the GM gives final approval.2

Procurement presses Create Purchase Order: one purchase order per supplier with the lines and

prices, linked to the project.

3

The storekeeper receives the quantities on the receipt, and stock goes up.4

The accountant records the supplier bill from the purchase order — no quantity is paid that was not
received.

5
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Figure 6.3 — A completed request: the purchase order and the receipt show on the buttons above.

Figure 6.4 — Purchase orders.
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Figure 6.5 — A purchase order for blocks from Silverline: lines, prices, VAT and the delivery date.

Figure 6.6 — A receipt into the store.
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Figure 6.7 — A ready-mix concrete supplier bill booked to the project.
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C H A P T E R  7

Subcontractors and e-signature

The subcontract is signed electronically, and retention is held from its bills

automatically.

Subcontractors (MEP, aluminium and glazing, steel structures, waterproofing, landscaping) are kept

under Construction > Sub Contractors. From a job order a subcontractor job is created with its scope and value

and followed on its own.

Figure 7.1 — The subcontractors list.

A subcontractor's monthly bill carries a negative retention line (10%) booked to Retention Payable -
Subcontractors and not paid until the end of the defects period — so it shows in the accounts as a real

liability.
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Figure 7.2 — The steel-structure bill for warehouse W3 with its retention line.

7.1 Electronic signature

The contract is uploaded as a PDF to the Sign app and the signature and date boxes are placed for each

party. Then a signing request is sent: the first party gets a secure link, reads and signs from his phone, and
the request moves to the next party. After the last signature the signed contract is kept with a fingerprint
that prevents changes.
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Figure 7.3 — The subcontract template SRH-SC-2026-014 for the Palm Crest aluminium & glazing works.

Figure 7.4 — The signing request: the subcontractor first, then the projects director.



Xrero · User Guide Construction edition

32

C H A P T E R  8

The daily site log

What happened on site today, recorded the same day and sent to the manager with one

press.

Every working day the site engineer files a log: the project, the weather, the manpower, the working hours,

the job orders that moved and by how much, the subcontractors on site and the morning toolbox talk.
Send Report To Manager sends it to the project manager, and the management dashboard flags any site

that did not file.

Figure 8.1 — Daily logs from every site.
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Figure 8.2 — The 8 October log for the Al Barsha villa: job orders and progress, weather and manpower.
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C H A P T E R  9

Change orders

Every extra the client asks for gets a price and an approval before it is built — and joins

the contract value once approved.

A change order is recorded on the project with its lines (item, description, quantity, price, VAT) and

moves through draft, confirmed, approved internally, customer approved and done. The revised contract
value is the original contract plus the change orders the client approved. Create Quotation turns the order

into a quotation for the client.

Figure 9.1 — Change orders and their states.
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Figure 9.2 — Change order CO00001 for Al Mizan: flood test, protection screed and PU waterproofing.

On the dashboard

Change orders the client has not approved yet appear under Needs attention with their value, so no

work is built without contract cover.
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C H A P T E R  1 0

Progress billing, collection and cheques

The monthly certificate: work done, less retention and advance recovery, with VAT.

A progress certificate is a customer invoice that carries the certificate title and number and is linked to the

project. Its lines: work done this period, less 10% retention, less 10% advance recovery — with 5% VAT
calculated by emirate. Retention goes to Retention Receivable - Contracts and the advance is taken off

Advances Received from Customers.

Figure 10.1 — Customer invoices and certificates.



Xrero · User Guide Construction edition

37

Figure 10.2 — Interim payment certificate No. 11 for Al Mizan (September 2026).

The invoice prints in Arabic and English together in the UAE tax-invoice layout, goes out by e-mail or

WhatsApp, and payment is recorded on it with Register Payment.

Figure 10.3 — Customer payments.
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10.1 Post-dated cheques

Many clients pay by post-dated cheque. Each cheque is recorded with its date, bank and the invoice it
covers, and moves: on hand, deposited, cleared or bounced. On deposit it is booked to a clearing account,
on clearance to the bank, and the invoice is settled. A bounced cheque reverses its entry and puts the debt

back on the client. Cheques the company issues to suppliers are followed the same way.

Figure 10.4 — Cheques received: cleared, deposited, on hand, and a bounced one with its replacement.
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Figure 10.5 — A cleared client cheque and its entries.

10.2 Statements

From Accounting > Reporting > Partner Statements a statement is produced for any client or supplier for a
period: opening balance, movements and closing balance — ready to send.
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Figure 10.6 — A client statement.
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C H A P T E R  1 1

Timesheets and labour cost

Engineers' and supervisors' hours are booked to job orders and enter project cost at

each employee's hourly cost.

Every employee has an hourly cost. When he books hours to a job order, their cost joins the project's

analytic account at once. The report by project, employee or job order shows where the hours went.

Figure 11.1 — The timesheet register.
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Figure 11.2 — Hours analysed by project.
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C H A P T E R  1 2

The store

Every material's quantity and value, its reorder level and what was damaged — in one

place.

The store receives purchase-order materials and issues them to the sites. Quantity and value move with

every receipt and issue. Key materials have a reordering rule with a minimum and a maximum, so

purchasing is proposed before stock runs out. Damaged stock (broken tiles, wet cement) is recorded as
scrap and leaves stock at its value.

Figure 12.1 — Inventory overview: receipts and deliveries waiting.
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Figure 12.2 — Stock on hand.

Figure 12.3 — Reordering rules.
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Figure 12.4 — Stock valuation.

12.1 Issuing to site stores

Every site has its own small store. Materials bought into the main store go to a site by internal transfer:

from the main store to the site store, with quantity and delivery date. A transfer ready to go shows on the
inventory overview until it is done, and the project manager then sees the stock of his site.
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Figure 12.5 — Transfers from the main store to site stores.

Figure 12.6 — Tiles and adhesive for Al Mizan level 3 finishes, ready to dispatch.
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C H A P T E R  1 3

Fleet and site plant

Every car and bus with its insurance, registration and servicing; every machine with its

repair requests.

In Fleet: cars, pickups, buses and the truck, each with its driver, odometer and contracts — comprehensive

insurance and registration (Mulkiya) renewal — with a warning before expiry. Services (oil change, tyres,
A/C, repairs) are logged with their cost and garage.

Figure 13.1 — The fleet.
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Figure 13.2 — Staff bus Dubai T 31845: driver, odometer, contracts and services.

Figure 13.3 — Insurance and registration contracts.
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Figure 13.4 — The service and repair log.

13.1 Plant and maintenance

Site plant (tower crane, excavator, loader, generator, compressor...) is listed in Maintenance with where

each one is. A breakdown or a statutory inspection opens a maintenance request that moves from new to in

repair to done.
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Figure 13.5 — Site plant.

Figure 13.6 — Maintenance requests.
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C H A P T E R  1 4

Fixed assets and depreciation

The asset register calculates depreciation every month and posts it itself — each asset's

book value is visible on any day.

From Accounting > UAE Tools > Fixed Assets each asset is recorded: its category (heavy plant, vehicles, site

cabins), cost, salvage value, in-service date and useful life. Compute Schedule builds the month-by-month

depreciation table, and at every month end the depreciation entry posts itself. An asset bought on a
supplier bill is linked to it.

Figure 14.1 — The asset register: cost, accumulated depreciation and book value.
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Figure 14.2 — Tower crane TC-01 and its depreciation table.
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C H A P T E R  1 5

Employees and their documents

A complete file per employee: Emirates ID, residence visa, passport, labour card and

bank account — with a warning before anything expires.

The employee file holds his job details (department, title, manager) and a UAE page with the official

documents and their expiry dates, the MoHRE labour card number, and the bank account (IBAN) and
bank routing code his salary is paid to.

Figure 15.1 — Employees.
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Figure 15.2 — Ahmed Fathy's employee file.

Figure 15.3 — The UAE page: Emirates ID, visa, passport, labour card and bank.
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15.1 Contracts

Every contract is fixed-term as the law requires, and carries the basic salary and allowances (housing,
transport, other), annual leave days, notice period and probation (six months at most). A contract cannot
run without an end date, and an employee cannot have two running contracts.

Figure 15.4 — Contracts.
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Figure 15.5 — Visa expiry watch: the nearest expiry first.

15.2 Letters

HR letters come from ready templates: salary letter for a bank, no-objection (travel, driving licence, family
visa), experience certificate, promotion, warning, probation confirmation, clearance and settlement
receipt. Issue Letter produces a PDF, files it on the employee and notifies him.
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Figure 15.6 — Letters issued.

Figure 15.7 — A first written warning for not wearing a harness at the slab edge.
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Figure 15.8 — The organisation chart.
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C H A P T E R  1 6

Leave and public holidays

UAE Labour Law rules applied: leave balance, tiered sick pay, and unpaid leave flowing

into payroll.

From UAE HR > HR > Leave Requests the request is filed and the manager approves it. Each leave type carries

its pay rule: annual on full pay, sick leave in tiers (full, half, unpaid), paternity, bereavement, Hajj
unpaid... Approved unpaid leave is deducted in the same month's payslip automatically, and every
approval reaches the employee with its approval letter.

Figure 16.1 — Leave requests: approved, waiting, draft and rejected.
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Figure 16.2 — Five days unpaid leave in September — deducted in the September payslip.

The Time Off app shows the calendar: who is away and when, the public holidays and each employee's

balance (30 days a year).

Figure 16.3 — The leave calendar.
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Figure 16.4 — UAE public holidays.
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C H A P T E R  1 7

Payroll, WPS and end of service

A payroll month in four steps: prepare, approve, pay and post, then the WPS file for the

bank.

Figure 17.1 — Payroll runs from November 2025 — October being prepared.

UAE HR > Payroll > Payroll Runs > New > the month > Prepare the month: a payslip per running contract,

with salary, allowances, loan instalments and unpaid leave.

1

Add overtime on the slips concerned (the legal cap is two hours a day, and the system warns above
it), then Approve all.

2

Mark Paid & Post: the payroll entry posts (basic, housing, transport and other each to its own

account, plus the gratuity provision), and every employee receives his payslip.

3

Create the WPS file: a SIF file in the ministry format is uploaded to the company bank, then the bank

reference is recorded.

4
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Figure 17.2 — September 2026 payroll: 38 employees.

Figure 17.3 — A September payslip with five days of unpaid leave deducted.
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Figure 17.4 — WPS batches: all submitted to the bank.

Figure 17.5 — The September batch: SIF file, bank reference, headcount and total.
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17.1 Loans and advances

A loan or advance is approved, then disbursed, which builds the instalment schedule; each instalment

comes off that month's payslip automatically. The system refuses an instalment above 25% of gross salary.

Figure 17.6 — Loans and advances.
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Figure 17.7 — A school-fees loan: 12 instalments, 6 paid.

17.2 End of service

The end-of-service settlement calculates gratuity under Article 51 (21 days per year for the first five years,
then 30 days), the leave balance and the air ticket, less outstanding loans — and shows the legal payment
deadline (14 days after the last day).
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Figure 17.8 — The settlement of a worker whose contract ends on 24 November 2026.
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C H A P T E R  1 8

Expenses and petty cash

The employee photographs the receipt and submits it, the manager approves, the

accountant posts and pays.

In Expenses the employee records his spending (fuel, Salik and parking, site petty cash, government fees,

small tools, meals) with the receipt picture and the project, groups it in a report and submits it. The
manager approves or refuses with a reason, and the accountant posts the entry and reimburses the
employee.

Figure 18.1 — Expense reports in every state.
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Figure 18.2 — Al Mizan site petty cash for September — paid.
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C H A P T E R  1 9

Accounts, VAT and corporate tax

Every entry comes from the work itself — and the returns are built straight from it.

The accountant does not re-enter what others recorded: certificates, supplier bills, payroll, depreciation

and cheques all post their own entries. The journal collects them, and the chart of accounts follows the
UAE chart.

Figure 19.1 — Journal entries.
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Figure 19.2 — The chart of accounts.

19.1 The VAT return (VAT-201)

From Accounting > Reporting > UAE VAT Returns the quarter's return is created: the system fills the form boxes
from the invoices (sales by emirate, recoverable purchases), then it is marked Submitted to FTA with the

submission number. Lock Period in Books stops any change to a period whose return was filed.



Xrero · User Guide Construction edition

72

Figure 19.3 — Quarterly returns: three submitted, the fourth in draft.

Figure 19.4 — The May - July 2026 return and its boxes.
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19.2 Corporate tax and the audit file

The corporate-tax return for the financial year is calculated from revenue and expenses: profit,
adjustments, taxable income and 9% tax on the part above AED 375,000. The FTA audit file (FAF) is
produced for any period in one press.

Figure 19.5 — The corporate-tax return for FY November 2025 - October 2026.
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Figure 19.6 — The FTA audit file for May - July 2026.
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C H A P T E R  2 0

Calendar and website

Project meetings in one calendar, and the company website turns every quote request

into an opportunity.

Weekly progress meetings per project, the monthly HSE committee, tender openings and measurement

walks with the consultant — all in the calendar with attendees and place, showing in every invitee's own
calendar.

Figure 20.1 — A week in the management calendar.

The company website is part of the same system, in Arabic and English. The Request a quote form creates

a new CRM opportunity with the client's name, project type and budget — no copying and pasting.
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Figure 20.2 — The demo company's website.
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Glossary

Term Meaning

Bill of quantities (BOQ) The list of work items and quantities a bid is priced on.

Cost sheet The project budget line by line: materials, labour, overheads.

Job order A specific piece of work inside a project phase.

Interim payment certificate (IPC) The invoice for work done in the period, certified by the consultant.

Retention A share (usually 10%) held from every payment until handover and the end of the defects period.

Advance payment Money the client pays at the start, recovered pro-rata from every certificate.

Change order / variation Extra or changed work with a price and the client's approval.

Defects liability period (DLP) The period after handover in which the contractor fixes defects, usually 12 months.

Post-dated cheque (PDC) A cheque dated in the future, kept until it can be deposited.

Wage Protection System (WPS) Salary payment through banks under MoHRE supervision.

SIF file The salary file uploaded to the bank under WPS.

Gratuity End-of-service pay under Article 51 of the Labour Law.

Analytic account The project code every cost and revenue is recorded against.

VAT-201 return The quarterly VAT return to the Federal Tax Authority.

FTA audit file (FAF) A file in the FTA format with the entries and invoices of a period.


