
 

Sage & Promo Office 
User Manual 

 

1. Open Promotional Office, and go to invoice overview 

2. Find the invoices you want to export to Sage and select export to accounts 

 

3. Save and open Order Importer 

4. Click Receive orders and allow the system to load them into the importer 

 

5. Check you have all the correct invoices and click save to Sage 

6. Allow the importer to complete the job and confirm in Sage that the orders have been imported 

7. Double check the information for the order is correct. 

 

 

 

Remember to keep your Webxel License up to date to prevent delays trying to add invoices in the 
future. If you have any questions, would like to set up another user or you're experiencing an error 
please do not hesitate to contact the Promotional Office support team at 
Support@promotionaloffice.co.uk or call 01252 701092.  


