
 

Xero & Promo Office Manual 
 

Note: Xero & Promotional office are not directly linked, this means the user has to do more than they 
would with Sage or Twinfield. For imports to work a member of the Promotional Office support team 
needs to be able to remote access your machine and change come functions on Promotional Office 
and Xero 

1. Find the invoice you would like to import into Xero.(You can export multiple) 

2. Select the Invoice and select Export to Accounts 

 

3. Assign it a clear and easy to find name and store it 

4. Open Xero & Log in 

5. In the Accounts menu, select Sales. 

6. Click Import and Browse to your saved Invoice 

 

Review the import message in Xero. if there are errors in the file, you can go back to the file and fix 
them, then import the file again. Otherwise, click Complete Import. You can always enter individual 
invoices or credit notes, which aren't successfully imported, afterwards 

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.  


