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1. ACCOUNT CREATION IN XERO 

1.​ Go to https://www.xero.com/signup  

2.​ Enter your first name. 

3.​ Enter your last name. 

4.​ Enter your email address. 

5.​ Enter your phone number. 

6.​ Select United States of America as your location. 

7.​ Click the Next: Confirmation button. 
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8.​ Open your email inbox and verify your Xero account. 

9.​ Set your password to complete the registration process. 
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2. LOGGING IN TO THE XERO PORTAL AND CREATING A NEW 
CUSTOMER 

1.​ Go to https://login.xero.com/identity/user/login  

2.​ Enter your email address. 

3.​ Enter your password. 

4.​ Click the Login button. 

 

 

5.​ After a successful login, on the Dashboard, click Contacts in the header menu. 

6.​ From the dropdown, click Customers. 

7.​ On the Customers screen, click the New Contact button. 
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8.​ On the Add Contact screen, enter the Contact Name. 

9.​ Enter the First Name. 

10.​Enter the Last Name. 

11.​Enter the Email Address. 

12.​Enter the Phone Number. 
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13.​Enter the Billing Address (Note: The billing address must be located in the United 

States of America). 

14.​Enter the Shipping Address (Note: The shipping address must be located in the United 

States of America). 

15.​Click the Save and Close button. 
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3. CREATING A NEW ITEM IN THE XERO PORTAL 

1.​ On the Dashboard, click Sales in the header menu. 

2.​ From the Sales dropdown, select Products and Services. 

3.​ On the Products and Services screen, click the New Item button. 
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4.​ Enter the Item Code. 

5.​ Enter the Item Name. 

6.​ Enter the Sales Price. 

7.​ Select the applicable Tax option (if any), otherwise, select None. 

8.​ Click the Save button. 
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4. CREATING A NEW TAX IN THE XERO PORTAL 
1.​ On the Dashboard, click Tax in the header menu. 

2.​ From the Tax dropdown, select Tax Settings. 

3.​ On the Tax Settings screen, scroll down to the Tax section and click Manual Tax 

Rates. 

4.​ On the Manual Tax Rates screen, scroll down and click the New Tax Rate button. 
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5.​ Enter the Tax Name. 

6.​ Enter the Tax Component Name. 

7.​ Enter the Tax Percentage. 

8.​ Click the Add a Component button (Note: This step is optional if you want to add 

more than one component to the tax).  

9.​ Enter the Second Tax Component Name. 

10.​Enter the Second Component Tax Percentage. 

11.​Click the Save button. 
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5. CREATING A NEW INVOICE IN THE XERO PORTAL 
1.​ On the Dashboard, click Sales in the header menu. 

2.​ From the Sales dropdown, select Invoices. 

3.​ On the Invoices screen, click the New Invoice button.​

 

 

 

 

 

 

4.​ For the new invoice, select the Contact Name, which corresponds to the Customer 

Name. 

5.​ Enter the Invoice Due Date. 
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6.​ Select the Item. 

7.​ Select the Account. 

8.​ Select the Tax Rate. 

9.​ On the header, expand the Approve and Email button dropdown. 

10.​From the dropdown, click Approve. 
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6. MAKING A PAYMENT FOR AN INVOICE IN THE XERO PORTAL 
1.​ On the Dashboard, click Sales in the header menu. 

2.​ From the Sales dropdown, select Invoices. 

3.​ Select and click on the Invoice you want to pay. 

4.​ In the Invoice Details screen, click the Add Payment button. 
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5.​ On the Payments screen, enter the amount in the Amount Paid textbox. 

6.​ Select the Account. 

7.​ Click the Add button. 
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