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Dashboard - Client Engager 28 Steps

STEP 1

To link xero to Client Engager - Click on Settings
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STEP 2

Go on Integrations…

STEP 3

Click on Xero
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STEP 4

Click on  Authorise Xero, this takes you to the Xero login screen and work5ow

STEP f

To link a client mro6 Client Engager to Xero Click on Clients
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STEP 7

Click on the client

STEP p

Click on Ste: 18
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STEP L

Click on 9ink with Xero 

STEP 0

Decided im you are 6atching, creating a new or unlinking mro6 Xero

If linking you will search the Xero customer list for a match, if adding a new record Client 
Engager will create a new customer record in Xero and link to it.
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STEP 1v

Click on  conYr6 to link or add the custo6er to Xero

STEP 11

Click on  SaOe
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STEP 12

qou will see mro6 the client list im a client is linked to Xero record because
 theres a Xero icon 

STEP 13

A new lemt hand 6enu ite6 will also a::ear where you can click to Oiew the
 custo6ers inOoice history
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STEP 14

Fn entering the inOoice history Oiew you can create a new inOoice that will
 be :ushed to Xero Oia the API or click to access the debtors re:ort which
 will o:en a new window and Xero

STEP 1f

To raise an InOoice mro6 Client Engager to Xero Click on  raise inOoice
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STEP 17

Enter the inOoice data, the InOoice nu6ber will be assigned auto6atically by
 Xero

STEP 1p

qou can also raise or link inOoices Oia s:eciYc deadlines to do this Click on
 Deadlines
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STEP 1L

Click on the task you whish to inOoice mor 

STEP 10

Click on InOoice tab
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STEP 2v

Click on the o:tion you reWuire, link or add inOoice 

STEP 21

to create an inOoice Click on  raise
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STEP 22

enter the details and Click on  sub6it

STEP 23

to link an inOoice already in xero Click on link existing
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STEP 24

a list showing the last 12 6onths om inOoices you haOe raised mor this client will
 show and you can select the inOoice you want 

STEP 2f

7ro6 any screen you can select the inOoice 6enu at the to: 6enu by Clicking
 on Deadlines
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STEP 27

Click on  Xero

STEP 2p

This Oiew will then a::ear 
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STEP 2L

8e also haOe a widget su66arising the debtors re:ort in Xero 
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Never miss a step again. Visit Tango.us
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