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How to invite a new user into your Xero  

 

 

1. In your menu bar 

across the top of the Xero 

page click on the “Settings” 

menu 

Then click on 

“General Settings” 

 

 

2. Click on 

“Users” 

 

 

 

 

 

 

3. Click on the “Invite User” button 

 

 

 

 

 

4. Complete the Names and  email boxes 

for the details of the new user you want 

to add, and then click the Continue 

button on the bottom right hand corner.  
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5. Click the “Send Invite” button.  

 

An email will be sent to the address you put in 

and the recipient than needs to accept that 

invitation to be able to access your Xero 

records.  


