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Partner onboarding checklist

Welcome to the Xero Partner Program!
Use the checklist below to help you get started.
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Use the links to take you to the associated help article. Video link @ View additional guide

1 Xero HQ

Understand what Xero HQ is

Understand staff access rights in Xero HQ

Invite your staff onto Xero HQ and invite them to access and work on client accounts

Set up your billing accounts (Master Admin only)
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Complete Xero Certification

TIP Try out the Demo organisation from the Practice Tab of your Xero HQ to practice your Xero skills

2 Your free Xero subscription for your practice

©

Did you know that you receive a free Xero Premium Subscription Xero? In addition, you also get Xero Expenses
and Xero Projects for free!

Activate your free Xero practice organisation

Complete your organisation details under practice settings
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Complete your financial details under financial settings

Set up your custom invoice templates (if required)

Invite your finance staff to your Xero practice organisation

Setup your bank feeds [E] C7)I

Activate Xero Expenses (free for your practice) G

Activate Xero Projects (free for your practice) G



https://www.xero.com/hk/features-and-tools/practice-tools/xero-hq/
https://central.xero.com/s/article/User-roles-in-Xero-HQ?userregion=true
https://central.xero.com/s/article/Set-up-and-manage-practice-staff-in-Xero-HQ?#Invitestaffintoyourpractice
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/inviting-your-accountant-or-bookkeeper-into-xero.pdf
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/setting-up-your-billing-plan-in-xero-hk.pdf
https://central.xero.com/s/article/Become-Xero-advisor-certified
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/how-to-access-xero-certification.pdf
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/activate-your-free-xero-practice-organisation.pdf
https://central.xero.com/s/article/Set-up-practice-contact-details-logo-or-profile?userregion=true
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/how-to-update-your-organisation-settings-in-your-free-practice-organisation.pdf
https://central.xero.com/s/article/Set-up-your-organisation-s-financial-details
https://central.xero.com/s/article/Add-move-or-remove-fields-in-custom-invoices-quotes
https://central.xero.com/s/article/Add-a-new-user-to-your-organisation
https://central.xero.com/s/article/Bank-feeds
https://www.dbs.com.sg/sme/new-business-account/xero.page
https://drive.google.com/open?id=1yndIcjycxgsJJcxWuzpOOFu2gy3_-YJd
https://central.xero.com/s/article/About-Xero-Expenses-GL
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/how-to-activate-xero-expenses-in-your-free-practice-organisation.pdf
https://central.xero.com/s/article/Manage-your-projects-subscription
https://www.xero.com/content/dam/xero/images/partner-onboarding-checklist/activate-xero-projects.mp4

XERO PARTNER ONBOARDING CHECKLIST

3 Your clients

Understand how to convert your clients to Xero

Set up your practice-wide chart of Accounts

Understand how to set up your inventory (if relevant)
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4 Xero subscriptions

Understand the functionalities in Xero Regular Plans

Understand the functionalities in Xero Partner Plans (these are exclusively available to Xero Partners only)

Know how to choose the right Xero subscription plan for your clients
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Understand your Partner Tier benefits and points

5 Xero support

©

Visit Xero Central for help on how to use Xero

Contact Xero Support
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6 Xero Advisory Directory

©

Let potential clients find you on the Xero Advisor Directory listing

O

Set up your Xero Advisory Directory listing*

*You need at least one person in your practice to be certified to be listed on the Xero Advisory Directory

O
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https://central.xero.com/s/course?courseId=a471N000000mEt3QAE
https://central.xero.com/s/article/Chart-of-accounts-in-Xero
https://central.xero.com/s/article/Options-for-managing-inventory-in-Xero
https://www.xero.com/content/dam/xero/images/partner-onboarding-checklist/regular-plans.jpg
https://www.xero.com/content/dam/xero/images/partner-onboarding-checklist/partner-plans.jpg
https://www.xero.com/content/dam/xero/images/partner-onboarding-checklist/xero-subscription-decision-making-tree.jpg
https://www.xero.com/sg/partner-programs/partners/status-levels/
https://central.xero.com/s/
https://support.xero.com/
https://www.xero.com/content/dam/xero/pdf/partner-onboarding-checklist/how-to-contact-xero-support.pdf
https://www.xero.com/advisors/
https://central.xero.com/s/article/Your-Xero-Advisor-Directory-listing
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