How to invite a new user into your Xero
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(1) Manage Users Allow this user to add and remove users and change permissions
(] Payroll Admin Allow this user full payroll access, including preparing & posting pay runs and payroll reporting

(] Contact Bank Account Admin Allow this user to add and edit bank account details held for customers and supplicrs

Understand user role details
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Personalise invitation and send

In order to give Kerry Casanova access to Exact Accounting they need to accept an
email invitation from you.

The invitation that will be emailed is shown here and can be changed before being sent.

Email message

Hello Kerry,

Exact Accounting would like you to access their account at Xero. Exact Accounting uses
¥ero to help manage their business.
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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.



