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Procedure - Xero 
To Invite Aegis Business Services as a User 
In a browser window (Chrome is best), log into Xero. 

Click on the name of your organisation to access the dropdown, and choose Settings: 

 

 

Then choose Users: 
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Then invite a user 

 

 

Then add “Aegis Business Services” (email: xero@aegisbusinessservices.com.au ), as an advisor, with 
manage user's permission. Also tick “Payroll Admin” if you have payroll. 

mailto:xero@aegisbusinessservices.com.au
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Click send invite, and on the next screen with the email template, just click Send Invite 
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We will then accept the invite and, via our practice management software, give access to our staff 

who will be working on your Xero file. 

Who is this user on my Xero file? 
If you have a user who’s name you do not recognise, go to Settings Users and check the email 
address’ domain. 
 

 

If the domain is @aegisbusinessservices.com.au, then it is one of our staff. If the domain is the same 
as your accountant, then it will be one of your accountant’s staff. We provide access to a couple of 
our staff so our senior staff can review the file prior to BAS lodgements, and to provide coverage in 
times of staff absence. 
You can drill into a user to find out more information or to change their access level: 
 

 
 

How do I Delete a User? 
If you need to delete a user from having access to your Xero file (including Aegis Business Services 
staff if our contract is terminated), go to Settings / Users and click on the 3 vertical dots next to the 
name of the person. 

Click on Delete User to remove that person’s access to your Xero file. 


