
❶  Connecting Xero
1.1   Login to Capital Guardians

1.2  Select Batch

1.3  Select Upload 

1.4  Select Connect with Xero to be directed to 

the Xero API site

1.5  Logon to Xero

1.6  Select your organisation 

1.7   Select Allow access

Note: 
• Capital Guardians only access information for approved invoices of our 

mutual clients (contacts where we share an account identifier).

• Capital Guardians operates with an ASIC Australian Financial Services Licence 

(AFSL) and has bank grade security and privacy. 

For more information, refer to: 

• https://capitalguardians.com/privacy/ 

• https://capitalguardians.com/security/
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❷  Set up Billing ID & Account 
Number
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2.1    In Capital Guardians, select Accounts

2.2   Review the Billing ID

2.3  In Xero, create or edit a new Contact

2.4 Update the Account Number field to 

match the Billing ID from the Capital 

Guardians platform

2.5  Select Save & close

Note: The Billing ID is by default the NDIS ID 

or Aged Care ID in Capital Guardians. You 

can edit to your own Billing ID if needed



❹ Complete & Approve Invoice

After selecting Approve in Xero, the invoice will be 

automatically uploaded in Capital Guardians in 

15+ minutes between 9am -5pm (AET).

You can Login to Capital Guardians to check the 

status of the invoice via the Transaction Menu.

❸  Setup/Select NDIS Item 
         (NDIS Providers Only)

In Xero, ensure that the NDIS Support Item Number 

is included in the Item field, in the same format 

outlined in the NDIS Support Catalogue.

Note: The NDIS Support Item Number can be included in the 

Description field if preferred.
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