
 

 

 

 

Giving Passman Leonard access to your Xero account:  
 
In order for us to access your Xero account, please follow these simple instructions:  
 
1) Log in to your Xero account and click on your business name on the top left of your 
screen, and then on the drop-down menu select ‘Settings’ 

 

 
 

2) Then click on the ‘Users’ tab 
 

 
 

  



  

 

 

3) And then click on the green ‘Invite User’ tab  
 

 
 
4) On the next screen please add one of our partners’ names and email addresses at 
the top.  These are: 

• Neil Shah - n.shah@passmanleonard.co.uk 
• Puja Shah – p.shah@passmanleonard.co.uk 
• Paul Watson – p.watson@passmanleonard.co.uk 

 
Then tick ‘Business and Accounting’ further down the screen, and highlight the 
‘Adviser’ box.  Please ensure you tick the ‘Manage Users’ tick-box at the bottom of the 
screen, and then finally please click ‘Send Invite’. 
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