
  
    
 

 

 

 

Sending bills to Xero via email 
To send bills/invoices from your email to Xero you need to know the email address to send it 
to. 

You can find the Xero bills email address by following the below steps: 

 In the Business menu, select Bills to pay. 
 At the top of the page, click Create bill from email. 
 Click Copy to copy your unique bills email address. 
 Save the email address to your address book in your email program 

 

 

 

In Xero go to: 

 Dashboard 
 Business 
 Bills to pay 
 Drafts 
 The invoice should be here. 
 Follow the normal process for invoices.  

 
 

Here is a link for Xero’s training on managing supplier bills: 

 https://central.xero.com/s/training-plan/a471N000000mDIiQAM/manage-supplier-bills 
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