How to Send & Print Invoices from Xero

First you will Login to your Xero account SCC  SmanCoChoice

Then Click on Settings >_,.,, s

o

Now Click on Email settings i arss and

Make sure that this email address matches the one in your Postal Methods account
Accounts Setting

Errvails

Ernail Addresses

Email address erThck Rosas KIOSas@oma .
- derick rosas@omail com

Note: If you want the email address that you have attached to your Xero account to be
different than the email address you use to correspond with your customers, then:

Click on Edit """

Then Click on Add email address {Fr
Then enter that Email address in the top Reply to Email Address and Name it what you want.
Please keep in mind, this new Reply to Email Address, must match the one in Postal Methods.

Now Click on Organizational settings towards the top Emaijrjsettings

Tailor the emails you send from Xero



Now Click on Invoice settings

P
abé b ¥ nits. add p.
First Click on New Branding Theme Drop Down Box New Branding Theme  +
Standard
B New Branding Theme o
Now Click on Custom .docx _
Then Download it and Name it Postal Methods
Postal Methods Template —
Now Click on Upload R Credthote Statement Purchase Onder  Quote —— .
d PhMlnvosceTemplate!  Standard template Standard template Standard template Standard template
orerpeethdoc.doc Deownload & zip file Upload your customized
that contaims each -docx templake fles
don template

Click Link at the end of this tutorial labeled Xero Invoice Template and save it to your computer
Note: If you cannot locate file, click on All Files 7

M rosoft Word Decument I
L

Invoice

Then Click on Browse and Upload the Xero Template ke, e sslicied

Then Click on Upload q = then Name it what you want




Now Drag the New Postal Methods Template and place it Above the Standard Template

Postal Methods Template Options ~
Invoice Credit Note Statement Purchase Order Quote $ Dowslead # Upload
m P rvvomd @ Tl at et tandard template tandard template tandard template tandard template

Headings: DRAFT INVOICE, INVOICE, INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE DRDER, PURCHASE
ORDER, DRAFT QUOTE, QUOTE I

Payment servioe: None

Standard Options ~

Page: US Letter Margns Top: 0.30 im Bottom: 0,40 in Address Peddng: 0.40 in Contact Details

Font: Arial Unicode ms, Spt Smart Co Chosce Loge
700 W Loop 340

[T WOODWAY TX MéT12

» Tax sumber « Logo abgn: Right UMITED STATES

s Column headings = Tan emchusive

o Tax columa o Tax subtotals by & sngle tax subtotal

+ Umit price and quantity « Currency Comversion as 8 single tax totsl

= Payment sdwice Cut-sway

o Regestered address

* Logo

By placing the New Postal Methods Template on top, it now makes it the default template

Accounting Projects Contacts

Now go to the top and Click on Contacts

Invoice s j'ﬁm

. -
and Click on All Contacts Customers
Suppbers wolces fo sult your organisation and match your brand
Create involce lemplates, add your logo and select which financial information to show
See our help article to leam more
K riew Drsnding Theme = [ Defionh Srttimgs LT i r Ermader
Postal Msthods Templats [
Tarvace Crmdit Mate Statement Purchase Order  Quode: & Dovmbiid * uphead

Waainga CRAFT INVOSCE. EVVORCE. INVOSCE. CREDIT NOTE. STATEMENT. DRAFT PURCHASE ORDER, MURIHASE
CEDER, DRAT QUOTE, QUOTE

Paymest service; lons

Loars. morn sbont doca

O John Tester
?Wooop 340, Woodway, TX. 76712
Then select a Contact or Add a New Contact jdtesterdb@gmail com + Account # 203

Then go to the Top Right and Click on Edit ‘ﬁ:]in m



Click on Add another person . M%rmthei —

Then put Postal for First N\ame & Methods for Last

Add person

Name, the enter the following email:

= send@secure.postalmethods.com

send@secure.postalmethods.com

&

Make sure to Checkmark the box: Include this

person in emails sent to the contact, then Click on

Add person

Business Accounting

Then Click on Save and Close

Now Go up to the top and Click on Business then Click on Invoices ol Analy

Business snapshot

Now Click on Create a New Invoice New Invoice «
1
Jm (
v Invoiges
iy
To Issue date niiné payments
l.& I ] B Oct16. 2024
Now Select a Customer +
Then make your preferred
choices for your invoice 3T John Tester (203)

: ) M
(i.e. Due date, item, etc) g

Then go to the Top Right and Click on Approve & email ~ “ove & close = Approve & emell -

Now put a Checkmark by Attach PDF to email and Click on Send Attach FOF 1o emal



Processed Documents

Now that the invoice or invoices have been sent to Postal Methods, you can then see them on the
Processed Documents page, after you have refreshed your screen.

Jobs Retr Neoded /¥ Job Detail
ETTER = 18934785 $L17
ERAIL M . 1 1 0
t payment
FET ~ - Block & White single Sided
10/n/2024 08:48
B
Check All Forcafully Send All Forcetully Send Chacked

Dalete Checked

DOWNLOAD LINK FOR XERO INVOICE TEMPLATE

Note: Please save the document as type”Word 91-2003
Document” or “Word 97-2003 Document” If this creates a
file with a .doc extension, you’ll need to rename the file
extension to docx.





