By IRIS

Getting started
with Dext

Follow these simple steps to streamline
your business bookkeeping and expense
tracking — all in one place.

Connect to your accounting software

Dext syncs seamlessly with your accounting software.

Once connected, the two systems will share your chart of accounts,
and all documents will be published in a format that matches your
existing financial records.

To connect your accounting software: e e

ff Business profile

n Go to Business Settings and select

Connections %s Connections

a In the Accounting Software section click Connect 4 Extraction

n Click the Connect button for your accounting do Automation
software ¥ Exorts

u Follow the on-screen instructions to complete the

connection

Download the Dext App

Dext offers both a web application and a mobile application. As an
admin user, you'll likely find the web app easier to use, but the mobile
app is great for snapping photos of receipts and invoices on the go. If
your employees only use Dext to submit expenses, the mobile app is
all they’ll need.

If you haven't already, download the mobile app here:

@ Download on App Store §> Download on Google Play

Need support? Either use the live support chat box within the web application or email

xero

Sose

§FreeAgent


https://apps.apple.com/gb/app/dext-expense-tracker-app/id418327708
https://play.google.com/store/apps/details?id=com.receiptbank.android&pli=1
mailto:support@dext.com

m Add Documents x

Submit documents s | s | mk | sl Sttements
YOu Can submit documents to DeXt in Several Use this panel to add your bills, s and purchase invoices
different ways. Uesd ko coput

@ Snap a picture of your receipt or invoice via the bl o

mobile app, great for when you're out and about e M e i s :

Drag & drop files to upload

% Upload a document from your computer : o

|
<7 Email a document to Dext using your unique !
Dext email address

File limits | EM8 for images, 100M8 for ZIP files

«» Connect to a supplier website and automatically °’ . .
pull through your invoices using invoice fetch

Extract by Email
Send digital documents to your dedicated Dext extraction email address

You can start submitting your items by: R

One decument per page: g

ayle fisher.premium@dext cc Q)

ayle fisher premium@multiple dextoc 0)

Logging into the web app snap onmabie

Download the app and take pictures of your documents with your phone

Clicking Add Documents

Selecting one of the upload options available

Learn more

Take a look at the following articles for more
details on direct uploads, emailing documents

and using the mobile app.

Publish your documents

1urseazoe 1 - s 4 @O

Once you've submitted your documents to your account,
you're ready to send them to your accounting software,
here's how:

DUE OATE: 30 s

n Click on the item in your inbox

a Choose where in your accounting software it will be
sent to using the Publish to field in the item detail page

[E) Click the Publish button to publish it to your

accounting software 5
s m ... S
All documents will still be visible in Dext within the ° 2 CIm=N)
Archive section.
n Top Tip! Set up Auto-Publishing for specific suppliers so you don’t have to publish these manually

Take a look at this article to find out how.

? Either use the live support chat box within the web applicati



https://help.dext.com/en/s/article/adding-documents-to-dext
https://help.dext.com/en/s/article/How-to-Submit-Items-by-Email
https://help.dext.com/en/s/article/How-To-Use-The-Dext-Mobile-App
mailto:support@dext.com
https://help.dext.com/en/s/article/How-to-automatically-publish-items

Add team members

Invite your team members to use Dext. You will likely have
different types of users: those who you want to be admin users,
and employees who will only use Dext to submit their expenses.
You will be able to assign different user privileges based on the
type of user.

Users

To add team members:

- cose Adt e sers
& sales Name Role Last login
Click Users on the sidebar menu ——

Gayle Fisher Ouner 255ep 2024,

Click the Add a user button

Enter the details for the person you
want to invite

Confirm the user role and edit their
access levels (see below for the
different types of roles)

Choose whether to send an invitation to

the new user via email or text message
Complete the process by clicking on the

Add user button in green

28 Users

Different types of roles in Dext

You can assign one of three roles to each member of your team,
giving you the flexibility to determine who has access to what
and tailor permissions, to ensure users only see the information
relevant to them.

oy Business admins: Users have full
access to the Dext account, including Details x
subscription management.

First name *

User admins: Can manage all financial

data at the business level but cannot Lastname *
access Dext subscription details, add,
. . Login access
suspend, or remove business admins.
. . Email
o Standard users: Can view their own
2

submitted items and cannot change —
financial data. However, you can grant

them additional permissions, such as

creating expense claims and publishing

to accounting software.

Need support? Either use the live support chat box within the web application or email



mailto:support@dext.com
mailto:support@dext.com

