
 

 

Welcome to the Abacus Accountancy Learning Series 

 

Lesson 5: Raise Your First Invoice In Xero 

 

 

Now the bit you’ve been waiting for – raising your first invoice to a customer! 

Here is a step by step guide on how to do this: 

 

1. Click the plus icon  and select Invoice. 

2. Enter the name of the customer you're invoicing. If there's a previously approved or paid 

invoice for the contact, you can add the last item lines from that invoice to the new one. 

3. Enter the remaining invoice details. You must enter certain fields if you want to approve 

the invoice. For example, the Description, Account fields and the Tax Rate fields. 

4. (Optional) Attach files to your invoice. Remember to click the option icon  and 

select Include with invoice for each file you're sending to the customer. 

5. Add the items you're invoicing your customer for. You can drag and drop the item lines to 

reorder them. 

6. (Optional) Code items to different accounts. For example, code one item to your sales 

account and others to different revenue accounts. 

7. (Optional) Adjust the VAT amount. 

8. Save the invoice, send it for approval, or approve it yourself. 

 

You can also do repeating invoices if you create invoices on a regular basis to 

the same customer (e.g. a monthly subscription) and you can copy previous 

invoices to save entering information all over again. 

Links on how to do this are below. 

 

 

https://help.xero.com/uk/Invoice-Fields
https://help.xero.com/uk/VAT-Adjustments
http://abacus-accountancy.com/learning


Remember 

All help and support within Xero are included for free. To access the help, just click 

on the help icon in the top right hand corner that looks like this: 

 

Type in your question and click on the magnifying glass icon to access the 

comprehensive help library. You can also contact Xero directly on this email 

address: 

support@xero.com 

(please note that Abacus Accountancy are not able to provide software support, so please direct all support 

questions directly to Xero)  

 

Some further resources to help you with this lesson: 

https://help.xero.com/Accounts_RepeatingInvoice 

https://help.xero.com/uk/Payments_CopyInvoice 

http://video.xero.com/ 

 

In the next lesson you will learn how to capture your purchases and expenses in 

Receipt Bank. To access this now click here: 

abacus-accountancy.com/learning 
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