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Setting up users 
and budgets for 
bills

for admins only

Allow only relevant users to access bills payment 
types and create a budget specifically for bills.

Step 1: Go to 'User management' 
under 'People' and select the relevant 
user, and add 'Bills' under 'What 
payment types can be used'. Then 
click ‘update’ to save the changes.

Step 2: Create budgets as required 
being sure to add the relevant users 
that have access to bill payments.
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Creating a bill

How to email-in 
an invoice

for all users

When you activate your bills feature, a pre-
generated email address is created. You 
can create new bills simply by emailing an 
invoice to this address. We will only create 
a new bill for you if a PDF document is 
attached, so no junk bills are created from 
PNGs!

Step 1: Copy and paste this 
email from the bills 
dashboard to share with your 
employees and suppliers to 
submit invoices for payment.

Step 2: To change the 
address click on the edit 
icon next to the address. 
Update and click ‘Save’.
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Creating a bill

Uploading an 
invoice

for all users

Use our drag-and-drop feature or 
upload an invoice to pay your suppliers 
and have the invoice details 
automatically extracted.

Step 1: Under ‘Payments’ click 
‘Bills’. On the top right click 
‘Create new bill’

Step 2: Choose to upload your 
invoice to start OCR extraction. 
Either drag-and-drop or select 
‘Choose a file’. If you don’t 
have an invoice yet, select  
‘I don’t have an invoice’.
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Creating a bill

Entering the 
bill’s details

for all users

To submit a bill for approval all 
required fields must be completed

Step 1: Click on the supplier field 
and select a supplier from the 
dropdown. If your supplier is not 
listed, select 'Add New Supplier' 
to enter their details.

Step 2: Complete all remaining 
fields under ‘Payment details’ 
and ‘Expense details’ and click 
‘Save’. Ensure that no remaining 
fields are ‘missing’. Your bill is 
now ready for approval.
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Creating a bill

Creating a new 
international 
supplier

for all users

In the Create Bill form, click inside the input field 
under Supplier name. You’ll see a dropdown of 
existing suppliers . You can choose to select an 
existing supplier or click the  “Add new supplier” link 
to create a new one.

Step 1: Select ‘Add new 
supplier’ from the supplier 
name dropdown. A supplier 
panel will pop out from the 
right side of the screen which 
will surface all the required 
supplier fields ready to be 
completed, including 
currency and payment 
method.
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Creating a bill

Adding supplier 
details

for all users

To create a new supplier, all required 
fields must be completed.

Step 1: Under Supplier country, 
click to open the dropdown and 
select the country of the 
supplier*   

*Our early access phase may have a limited list of 
countries and currencies, with more to come very 
soon.
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Creating a bill

Adding supplier 
details

for all users

To create a new supplier, all required 
fields must be completed.

Step 2: Fill out the banking 
details required. These will 
change depending on your 
payment method and country. 
You'll need to complete each 
field in order to set up an 
international supplier. Once all 
fields are complete, click the 
'Save supplier' button at the 
bottom.
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Editing a saved 
supplier

for admins only

Admins (or custom roles with 
supplier permissions) are able to 
edit or delete a supplier at anytime.

Step 1: Under ‘Spend 
management’ go to 
‘Suppliers’ and click on the 
supplier you’d like to edit.

Step 2: Edit any changes 
by updating the fields. To 
delete, click on the bin icon 
either in the top left corner 
of the drawer or directly via 
the table.
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Creating a bill

Submitting your 
international bill

for all users

To submit an international bill, all 
required fields must be completed.

The currency of the bill will be 
derived from the supplier. You’ll 
be able to review the FX details, 
including the estimated FX rate, 
estimated FX fee and an 
estimated total amount in AUD 
before submitting the bill.   

Once the bill form is completely 
filled out, click the ‘Save’ button 
and your bill will be submitted for 
approval.



Step 2: Your remittance will open 
in a new tab in your browser as a 
PDF, ready to download.
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Viewing   
a remittance

for all users

All paid bills now have a remittance advice 
PDF available for view and download.

Step 1: Open your paid 
bill. Click ‘View remittance’ 
in the drawer header. 
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How to 
approve a bill

for Approvers

Approving a bill is the same as 
approving a supplier.

Step 1: Once a bill has been coded, an 
approval notification will be sent to the 
assigned approver. The approver can open 
the bill from the ‘Approvals’ screen.

Step 2: The approver reviews all of the bill 
details and clicks ‘Approve and pay now’ for 
bills that are scheduled for today and 
“Approve and schedule payment” if the bill is 
scheduled for a future date. The bill will 
automatically be paid on the ‘Automatic 
payment date’.
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How do bills 
get paid?

for ALL USERS

Bills are paid automatically, on the 
scheduled date. 

Step 1: Complete all payment details 
and enter ‘Automatic payment date’.

Step 2: Once approved, the bill will be 
paid automatically on this date.
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How bills in 
Weel sync 
with Xero

for admins only

Bills created in Weel automatically stay 
up to date in Xero as the bill progresses 
through the workflow stages.

Step 1: When a bill in Weel is 
listed as ‘Coding required’ it 
will automatically appear in 
Xero as a ‘Draft’. Once 
approved, it will update to 
‘Scheduled for payment’ in 
Weel and ‘Ready for 
payment’ in Xero.

Step 2: Once the bill has 
been paid in Weel you can 
reconcile the bill against the 
payment in Xero.
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Help centre
Learn how to implement, use and get 
help with Weel.

Go to help centre →

Online training courses
Complete an online training course 
and become a Weel expert.

Complete online training → 

Contact support
Talk to the Weel support team and 
get help when you need it.

Contact support → 
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Need more help?
Learn, implement and get help with Weel.
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https://help.letsweel.com/hc/en-us
https://info.letsweel.com/onboarding
mailto:help@letsweel.com


Visit  to find out moreletsweel.com

http://www.letsweel.com

