Xero

Quick start guide

Welcome to Xero! We’ve set everything up for you — your role is simple:

¢ Connect your bank feed
e Send us your receipts
e Keep your bank feed authorised

We take care of all bookkeeping, VAT, and categorisation.

1.LogIn
1.0pen the email invitation from us
2.Click Accept Invite
3.Create your password
4.Log in to Xero

You will land on the dashboard

2. Connect Your Bank Feed (Web Only - First Time)

! You cannot do the first bank connection in the app. It must be done on a web browser

Steps:
1.Log in to Xero on a web browser
2.0n the Dashboard, find the box titled Add Bank Account
3.Search for your bank
4.Click Connect Bank Feed

5.Log in to online banking & approve the connection

Which start date should you choose?

We recommend selecting the start of your financial year so we receive a complete, clean set of
transactions to work from. (If you're unsure, please ask us!)

Your transactions will begin importing automatically.

# We handle all categorising and reconciling for you.

3. Connecting Additional Bank Accounts
If you have more than one business account (card, savings, PayPal, merchant accounts etc.), you
can connect those too.

Go to Accounting — Bank accounts — Add Bank Account — Get bank feeds



4. Reauthorise Every 90 Days (App or Web)
Banks require you to re-approve your feeds every 90 days.
In the App:
* Open Xero — tap your bank account
* If required, you'll see Reconnection Needed
¢ Follow the prompts
On the Web:
e Dashboard — click the account
* Click Reconnect Bank Feed

e Follow the instructions

This syncs automatically into Xero.

5. Uploading Receipts — Xero Files Inbox Only

We use Files = Inbox as your central storage area for all receipts, invoices, statements, and documents.
Please do NOT:

X create Bills

X attach receipts to bank transactions

X create spend/receive money transactions

We do all bookkeeping for you.

You can upload 3 ways:
A) Upload directly in Xero (web)
1.Go to Business (business name in top left) — Files
2.0pen the Inbox
3.Drag & drop your files or click Upload to Files Inbox (top right)
B) Upload from the Xero mobile app
1.0pen Xero
2.Tap Menu (=) — Files
3.Tap Inbox
4.Tap the + symbol — take a photo or choose photo from library
C) Email documents straight to Xero
Every business has its own upload email address.
To find it:
1.Go to Business (business name in top left)— Files = Inbox
2.Click Email to Files Inbox (top right): Click 'copy' to copy your unique email address

3.Save this as a contact in your emails called Xero Files Inbox

Forward any receipt, invoice or PDF to this address and it will appear automatically in Files = Inbox.



6. Using Apron to Snap Receipts (for clients using Apron)

Some clients prefer to capture receipts using Apron — that works perfectly with our system.
Apron allows you to:

/ Snap receipts

+/ Upload PDFs

/ Store documents

+/ Forward documents elsewhere (depending on your plan)

How to use Apron to capture receipts:
1.0pen the Apron app
2.Go to Expenses or Receipts
3.Snap a photo or upload from your phone
4.Save it

7. Please Don't Change Settings - We maintain all system settings for you

Xero has a wealth of other recourses. Select a link to skip straight to that section:

Create invoices for your customers

Add and approve Supplier bills
Bank Feeds

Give your accountant access

Expenses & Mileage claims

Need Help?
We're here to support you.

» info@pbtaccountancy.co.uk
e 01242 357766

PBT Accountancy Limited


https://central.xero.com/s/article/Invoice-a-customer
https://central.xero.com/s/article/Add-and-approve-bills
https://central.xero.com/s/article/Bank-feeds-UK
https://central.xero.com/s/article/Bank-feeds-UK
https://central.xero.com/s/article/Add-a-new-user-to-your-organisation?_gl=1*19zw07n*_gcl_dc*R0NMLjE3NzMxNjcwNTYuZGFlYWZjNTg2ZjdhMWVkMDRjMmE5NWU4MGViMDE0NDM.*_gcl_au*MjgwMzI5Nzc1LjE3NzI0NzMxODQ.*_ga*MTAxNzk4OTYzNy4xNzcyNDczMTg0*_ga_Q622B96ZEQ*czE3NzMyNDIyOTgkbzE3JGcwJHQxNzczMjQyMzA0JGo1NCRsMCRoMA..*_fplc*a2t4NmhTd0VxZjRZQkxsUGwwdzZXbEM1JTJGJTJCSG1Dc0dsdVUxWmVjMG85SnFYQlklMkZTViUyQk1Oa21hRXF6VHlPaER5NHpGJTJGZiUyQlN3Z00wRHVWRFhBMyUyQjhkcVJvUG1ua1o0QlZuS284MnlQM2QyUTRZdEVpVEJ3SiUyRmx2RXFlSWl5ZyUzRCUzRA..
https://central.xero.com/s/article/Create-a-new-expense

