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Steps to Upload Files Into Xero 

 Before you begin to upload a file into Xero, you must scan and save the item you want to upload 

(such as a receipt) to your computer.  Please note where you save the file to so you will know 

where to find the file when you are ready to upload it.  Some common areas to save it to are 

your “Desktop”, which will appear on your computer opening screen, or you can save it under 

“Documents”.  I suggest you name the file “Receipts” or “SVDP docs” so you can find it quickly. 

 Once you have the file saved to your computer you can begin to upload the file to “Xero” 

 After you have logged into Xero, you will see the name of your SVDP Conference (i.e. Our Lady 

of Perpetual Help) on the left top screen (see screen shot below).  You will see a pyramid shape 

to the right of your conference name.  Click on it, and it will open a drop down box showing the 

word “Files”   

 

o Click on “Files”.  Then you will see “Upload” When you click on “upload” it will go back 

to your computer and you will find the file you had scanned and saved earlier, then you 

will click on “Open”.  This action will upload the file into Xero. 
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 Once the file is uploaded you have the option of adding it to the Current year folder (FY 2021-

2022) or creating a “New Folder” and naming it Receipts or some appropriate name.   

 To move the file to the new folder.  Click on “Move to” (see screen shot below) and select the 

folder you want to move the file to. 

 You also have the option to “Add to new” “Spend” or “Receive Money”, which would allow you 

to add a receipt to the transaction of spending or if it was a deposit of receiving money.  This 

action will tie the receipt or deposit ticket to a particular transaction.  As you pay your bills you 

can have the receipts scanned and attach them to that transaction. 

 If you accidently upload the wrong file, you can also “delete” it by click on the box to the left of 

the file name, and clicking on delete. 

 

 


