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DEXT PROCESSING



Meaning
• DEXT removes manual work from the user’s workflow.
• It provides insights that helps to stay ahead of deadlines, have better client conversations and enjoy data capacity.
• It increases data accuracy.
• Need not chase clients for information.
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Purpose/Importance

Efficiency

Time Saving

Accuracy

Expense ManagementCost Saving



How to Process a Bill (With an Example)

STEP 1: Select Google Chrome and login into DEXT
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How to Process a Bill (With an Example)

STEP 2: Once logged it accordingly enter the Credentials.
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How to Process a Bill (With an Example)

STEP 3: Once the user logs in the below tab opens up the below screen would pop-up
.
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Cost – pertains to bills to pay 



How to Process a Bill (With an Example)
STEP 3: Check if the bills in the Review Tab has already been processed in Xero.
If processed in Xero – Can be Archived
If not processed in Xero – Then can be processed through Hubdoc.
.
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STEP 5: The below tab should be noted before processing the bill:
• Inbox – It includes all the bills (Bills from the To Review Tab, Bills from the Ready Tab & Archived Tab) can be viewed 

under this tab.
• In Processing – Once the bills in the review tab are processing those bills will come under the processing tab.
• To Review – Under the To Review tab emails, images would be found which can be achieved. New Bills with New 

Supplier will come under this tab and the category will be unknown (GL)
• Ready – The bills which are to be processed and found under the Ready Tab.
• Achieve - Bills in archive will be duplicate bills or bills pushed from the failed tab.
.
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Review Tab

Ready Tab



STEP 6: The bills under the review tab can be processed accordingly. 
The details from the below bill will be extracted automatically and come under the below tab.
.
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Important points to be noted while processing a bill:
• The Document Type to be correctly selected as Invoice while processing a bill.
• Supplier Name as per the name mentioned in the bill.
• Invoice Number – as mentioned on the bill. If Invoice number or reference numbers are not mentioned the user can 

put the date as invoice number (02032023)
• Check the Date and Due Date accordingly. If no due date is mentioned, we can mention 7 days as due date
• Check the Total Amount accordingly. Make sure it matches with the bill.
• Check the Tax Rate accordingly based on the bill. 
• Make sure the Description is copied correctly as per the details given in the bill.
• If Job code applicable,  select it accordingly.
• Then accordingly put a Description which is relevant to the bill.
• Accordingly select the correct GL or Account Code. If not sure of the GL go to Bills to Pays in Xero and accordingly type 

the supplier’s name and see which GL it has been posted to. 
• New suppliers can be added along with rules. 
• Split Line items accordingly as per bill, also check Xero if it is reflected correctly.
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Check the Publish As status accordingly. Bills can be published either to Draft or Awaiting Approval or Awaiting payment.
Draft/Awaiting Approval – the bills pushed to Draft or Awaiting Approval will be reviewed by the reviewer accordingly 
and pushed to Awaiting Approval.
 Awaiting Payment – Where the bills are approved for payment.
Then Click Publish.
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How to Process a Bill (With an Example)
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STEP 7: The Final Check
After clicking Publish based on the selected Status the bill will go to Xero.



Integrating DEXT with Xero

• Navigate to the Connections section of the menu.
• Click on Integrations.
• Click Choose Software and select Xero.
• Click on Manage Connection and accordingly connect with the software
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Conclusion It empowers businesses to manage their financial documents more 
effectively. 

It is a valuable tool for businesses and looks out to modernize and 
optimize the accounting processes.

It minimizes human errors leading to reliable financial records.



Difference Between DEXT and HUBDOC
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