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Bank Accounts 
You can set up bank accounts, credit cards and PayPal in Xero to process receipts and make payments. 
 

Add a PayPal account 
1. Click on the Accounting menu and select Bank Accounts 
2. Click on the Add Bank Accounts button 
3. Type PayPal in the search field 

 

 
 
4. Click on PayPal 
5. You can choose to login to your PayPal account and connect it to Xero or skip this step  
6. Enter the Account Name, then click Continue 

 

 
 
7. Your PayPal account will appear on your Dashboard 

  

* This section is 
part of the Xero 
Setup Training 
Workbook 
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Set up Payment Service 
PayPal needs to be added to Xero as a payment service to allow customers to pay quickly and easily.  
 

1. Click on the organisation name in the top left corner 
2. From the drop-down list, click on Settings 
3. Click on Invoice Settings under Features 
4. Click on Payment Services 

 

 
 
5. Click on Add Payment Service and select PayPal 
6. Enter your PayPal account details and email address 
7. Allocate fees to an expense account 
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8. Click Save  
9. Click on Manage Themes 
10. Click on the PayPal drop-down arrow and select your PayPal account 

 

 
 
11. Click Save 
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Creating Customer Quotes & Invoices 
The first step in getting a new customer is to first provide a quotation for your products and services. 
Some small businesses create these quotes using Microsoft Word and when they win the business they 
then create an invoice.  
 

Create a Quote 
1. Click on the Business menu and select Quotes 
2. Click on the New Quote button 
3. Enter the details to create the following quote: 

 

 
 

4. Click on Send 
5. Enter your email address to send the quote 

 
  

* This section is 
part of the Xero 
Daily Transactions 
Workbook 
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The screen below appears to confirm that the quote has been sent. 
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Accept a Quote & Create an Invoice  
1. Click on the Business menu and select Sales overview 
2. Click on the Sent status panel of Quotes 
3. Tick the box next to the quote and click Accept 

 

 
 

4. Click on the Accepted tab  
5. Tick the box next to the quote and click Create invoice 
6. Tick the box to Mark as Invoiced 

 

 
 

7. Click on Create 
  



Xero Course 512i Daily Transactions Guide 20200803  ezylearnonline.com.au 

©2020 Steve Slisar 10 Phone: 1300 888 869 

8. Enter the invoice date and due date for the new invoice below 
 

 
 

9. Click on Approve 
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Email an Invoice to a Customer 
1. Click on the Business menu and select Sales overview 
2. Click on the Awaiting Payment section to drill down and see the list of invoices not yet paid 
1. Click on the customer name against the invoice to open it up 
2. Click on the Email button 
3. Enter the company’s email address in the To field 
4. Check that the other information is correct i.e. sales invoice, invoice number, message 

 

  
 

5. Click on the Send button to email the invoice to the customer 
 
This invoice will be emailed to the customer with a “Pay now” button, allowing them to login to 
their PayPal account and make payment. 
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Customer Receipts 
Once a customer has received their invoice by email, they can choose to pay the invoice by electronic 
bank transfer, PayPal or cheque. 
 

Receive Customer Payment 
1. Click on the Business menu and select Invoices 
2. Click on the Awaiting Payment status panel 

 

 
 

3. Click on the invoice being paid 
4. Scroll down and enter the payment details as below 
5. Select the bank account or PayPal account which the payment was made into 

 

 
 

6. Click on Add Payment 

* This section is 
part of the Xero 
Daily Transactions 
Workbook 


