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Procedure- Xero

To Invite Aegis Business Services as a User
In a browser window (Chrome is best), log into Xero.

Click on the name of your organisation to access the dropdown, and choose Settings:

¥elr® Aegis Business Services Pty Lid ~

i
8BS ﬁ ABS Aegis Business Services ‘
Pty Ltd
[ Files

fﬁ / )
>3 53 Settings

Then choose Users:

Settings
General
Organisation details
Update your organisation's name, logo, or contact information
Users
/ Invite new users, manage permissions, o delete current users
Subscription and billing
Update your subscription, billing information, or pricing plan
Connected apps
Add and manage the apps connected to your organisation
Email settings
Set a reply-to email address and name, or edit email templates
Then invite a user
Settings
Users Current users Login history

Remove Xero Support m

Currentusers 25

Subscriber  Xero Partner Advisor Logged in 13 seconds ago
ies (Admin)

Logged in last year

Logged in 2 hours ago
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Then add “Aegis Business Services” (email: xero@aegisbusinessservices.com.au ), as an advisor, with
manage user's permission. Also tick “Projects” “Expenses” “Payroll Admin” if you have these
features.

Setiogs » Users

Invite a user

— /9 /0

XerO@BICGIDULNESSIEVICES COM

@\ Permissions o @ xero@aegisbusinessservices.com.au

/ @
. How much access do they need?
If Xero subscription does not include

Projects, Expenses or Payroll S S E—

please ignore 4-6. Cnstie uneess i ackonmten; 1 une PHomcts wlh e Xord Dt svisted Seshres Wch 31 g

© T role has the same access 12 Projects as Standard and inchudes staf dormaticn. X' kealfor b s and admin stal

@ Leam mare abost uner roles (4
\ Expenses

How much 3ccess do they need?

. o T

© Can manage expenses setings fo the crganization a5 wel s appeover rols sbiies. Laarn mare abost usar rolen (4

\ 4 Payrolt admin

Aliow this user full payroll access, inchuding using payroll and accessing payroll reporting. Read about Payroll (4

N /©

How much access do they need?

© Thi role has hull access and inchades advanced accounsing features s Meal for accountants and bookkeepers. Laarm mors abesd e roies (4

©

Sales and purchases v

Products and services [N V' View, createledt and adust stock

Ths user can acit 254, 058 deiete. ot view. 408 et Iveetery Sems

PR 7 / Tick this option if we are managing your supplier /

creditor payments

Bank account admin Can 20 and edt bank account detais held for customers and suppbers
Reports v
Publish reports v
Setbock dates v
Subenit BAS Can send tax obigations 10 the government drectly from Xero
— ,,/@
Mansge users (23 Con vite new users, edt user roles, and delete users
Personalize the invite
Add a message

Click send invite, and on the next screen with the email template, just click Send Invite
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We will then accept the invite and, via our practice management software, give access to our staff
who will be working on your Xero file.

Who is this user on my Xero file?

If you have a user who's name you do not recognise, go to Settings Users and check the email
address’ domain.

KL Karen Lindsa)i Karen@aegisbusinessservices.com.au | Xero Partner Advisor Logged in 2 minutes ago
Advisor + Contact Bank account admin, Manage users, Payroll admin = Expenses (Admin)

If the domain is @aegisbusinessservices.com.au, then it is one of our staff. We provide access to a
couple of our staff so our senior staff can review the file prior to BAS lodgements, and to provide
coverage in times of staff absence.

You can drill into a user to find out more information or to change their access level:

Organisation settings > Users

Edit user

Tori has access to: Q

Tori van der Donk

Projects

Allow this user to access Projects. There may be a per active user cost. Learn more
tori@aegisbusinesssenices com au

Current role and security

Payroll admin
'y & Adviser, Manage users - Bank account

Allow this user full payroll access, including preparing and posting pay runs and payroll reporting admin, Payroll admin
W Two-step authentication setup
Business and accounting History

How much access do they need? G Logged in Thu, 14 Jan 2021 at 2:08 pm

Invoice only Standard Read only B3 Current as of 18 Jan 2014

@ This role has full access and includes advanced accounting features. It's ideal for accountants and
bookkeepers. Understand user role details

v

Sales and purchases

v

Can add and edit bank account details held for customers
and suppliers

Bank accounts and balances

Bank account admin

How do | Delete a User?
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If you need to delete a user from having access to your Xero file go to Settings / Users and click on
the 3 vertical dots next to the name of the person.

KL Karen Lindsay Karen@aegisb vices.com.au |Xero Partner Advisor| Logged in 29 minutes ago H _

Advisor « Contact bank account admin, Manage users, Payroll admin - Expenses (Admin)

Change permissions

Delete Karen Lindsay |

Logged in last year

Click on Delete User to remove that person’s access to your Xero file.
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