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In this month’s issue of top tips we remind you of the uses of Xero Files. We also take a look at the App Receipt bank.

Xero Files is a super easy way to store all your files and transactions online in one place for any time access. The Xero Files is
found by clicking on the folder icon on the main toolbar.

Add a file

Adding a file to Xero is easy and can be done is a few different ways:

Files
Upload files from your computer - locate the file you have saved to your computer and drag it
into the Files screen or click Upload files, then browse and attach your files. ‘ Bills - monthly
Email files to the Inbox — send an email to your unique Xero email address (found in the top E‘
right hand corner of the Files screen). Once the email is received the attached documents will q: B Powerd +
automatically appear in the Inbox. This even works when attaching multiple documents to Mo i
the email, they will be uploaded as separate files in Xero.

+ Upload files

Take a photo — when using the mobile app it is possible to take a photo of a
document and upload this to your Inbox. Send files to this email address:

xero.inbox jd9n5.yndjcowzdnsxcsda@xerofiles.com &~
Add a folder

Your Xero file library contains an Inbox and Contract’s folder, and any other folders that you add.

To add a new folder, in the files screen, click on ‘+ New folder’ on the left hand side of the screen, New folder will then appear and the
name can be changed.

This is really useful for saving all sorts of documents like insurance certificates, loan agreements, signed contracts, yearend accounts or
information relating to your yearend, which can then be accessed at any time, from anywhere.

Move a file to another folder
There are two ways of moving files around:
Select the tick box next to the file name, click Move to, and then select the folder you want to move it to.

Or simply drag the file into a folder.

Attaching files to transactions




Once the files are in the Inbox there are two ways of attaching a file to a transaction:

Attach a file to an existing transaction - such as an invoice or bill. To do this click on the file icon © proview | Email | | printpo || (1
that can be found at the top of the transaction and choose ‘+Add from file library’. Files can be 4 ciuoe wiri mvorce
added this way whilst posting the transaction for the first time, or once the transaction has been
pOSted No files attached to invoice
RELATED FILES
Create a new transaction — When in Files, click on the * ’ on the line of the document
&~ and a list of options will appear. If you click on any option under ‘ADD TO NEW..." this  ~ ol e e

will automatically set up that type of transaction, with the document attached. If you P Y;"y‘?;"u'ry&emﬁﬁ'f to users
choose sales invoice, bill or expense claim receipt you will see the new transaction side-by-side
the document on your screen, helpful if you need details from the attachment.
+ Add from file library... + Upload files...

Coming soon...

- iOS update — editing contacts and creating quotes
- Copying bank rules

- Add multiple addresses to contacts

Need more info?

Contact us at xero@krestonreeves.com or visit our online accounting page at http://www.krestonreeves.com/services/online-accounting.

Kreston Reeves have made every effort to ensure accuracy at the time of publication. Information may be subject to legislative changes. Recipients should note that information may not reflect individual
circumstances and should, therefore, not act on any information without seeking professional advice. We cannot accept any liability for actions taken or not taken as a result of the information given in this factsheet.
Kreston Reeves LLP (registered number OC328775), Kreston Reeves Financial Planning Limited (registered number 03852054), Kreston Reeves Private Client LLP (registered number OC342713) and Kreston
Reeves Corporate Finance LLP (registered number OC306454) all operate under the Kreston Reeves Brand and are together known as “Kreston Reeves”. Any reference in this communication or its’ attachments
to “Kreston Reeves” is to be construed as a reference to the Kreston Reeves entity from which the advice originates. All entities are registered in England and Wales, and the registered office address is 37 St

Margaret's Street, Canterbury CT1 2TU. Further details can be found on our website at www.krestonreeves.com.

Website: www.krestonreeves.com

Email: xero@krestonreeves.com , l
Top Tips for Xero users ’
it KRESTON

© Kreston Reeves vI?EEVES



