
HELPSHEET: HOW TO ADD YOUR
CUSTOM XERO QUOTE TEMPLATE

INTO XERO
Country: All

Purpose
In this help sheet we provide a step by step guide to adding your Xero Custom Word Quote
Template supplied to you by Tradie Terms into Xero.

Key Information

● Terms of Trade must be added or linked to quotes or estimates so that they are accepted
by your customer at the correct time. This time is at the quoting or estimate or order
stage.

● Your terms of trade must be offered to your customer to view and be accepted before you
perform the work or services if they are to apply.

● This means your customer must be able to view and read your terms when reviewing your
Quote/Estimate/Order.

● Adding your terms of trade to the back pages of your Xero quote/estimate document
is a great way to achieve this.

● There are a few ways that your customers can accept your terms of trade in your Xero
Quote:

○ By clicking an online link to accept a quote/estimate
○ Confirming acceptance of your quote/estimate by email
○ Issuing a Purchase Order (i.e. by a commercial client)
○ Paying your deposit to confirm your services are accepted
○ Confirming you can come onto their Site or Premises to commence works
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Steps to Follow

WATCH WITH TRADIE TERMS : Watch this Tradie Terms Tutorial here on how to upload (3 mins)

1 GO TO SETTINGS IN YOUR COMPANY INFORMATION IN TOP LEFT OF YOUR XERO
DASHBOARD.

2 CHANGE THE NAME OF YOUR DOCUMENT TO QUOTE/ESTIMATE

Click here to view “How to change the title of Xero Quote to ‘Quote/Estimate’” to enable you
to use this document for fixed price quotes and cost estimate

3 NOW GO BACK TO SELECT INVOICE SETTINGS

4 SELECT CUSTOM BRANDING THEME
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5 NAME YOUR BRANDING THEME

Hint: We Recommend  use of the word ‘Custom’ to help you identify later that this is different to
the ‘Standard’ default Xero theme

6 OPEN THE QUOTE CUSTOM.DOCX WORD TEMPLATE PROVIDED TO YOU IN YOUR TRADIE TERMS
DOWNLOAD LINK AND CLICK ENABLE EDITING
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7 INSERT YOUR BUSINESS LOGO (**ONLY DO THIS STEP IF WE HAVE NOT ADDED YOUR LOGO FOR
YOU**)

THIS IS ESSENTIAL: DO NOT SKIP THIS STEP

8 NOW GO BACK TO THE SETTINGS AREA IN XERO

9 CLICK ‘UPLOAD’ TO ENABLE YOU TO SELECT YOUR TRADIE TERMS CUSTOMISED XERO  QUOTE
CUSTOM.DOCX TEMPLATE

SELECT ‘BROWSE’ BELOW THE WORD QUOTE
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10 SELECT YOUR SAVED TRADIE TERMS CUSTOMISED QUOTE TEMPLATE FROM YOUR DOWNLOADS
AREA (OR WHEREVER YOU HAVE SAVED IT SAFELY)

11 THIS MESSAGE WILL APPEAR TO CONFIRM YOU HAVE UPLOADED YOUR NEW CUSTOM QUOTE

TEMPLATE SUCCESSFULLY!

12 NOW THE NEXT STEP IS TO CHECK THAT THE UPLOAD HAS WORKED

GO TO QUOTE TAB IN BUSINESS TAB

13 CREATE A DRAFT QUOTE – WATCH THIS VIDEO ON HOW TO DO THIS OR FOLLOW THE STEPS
BELOW
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14 ADD A SAMPLE CUSTOMER NAME AND THEN GO TO THE THEME ON RIGHT HAND SIDE OF QUOTE
SET UP AND SELECT THE CUSTOM THEME INSTEAD OF STANDARD

15 CLICK SAVE

YOUR DRAFT QUOTE HAS BEEN SAVED

16 OPEN THE DRAFT QUOTE AND SELECT PRINT

17 SELECT PRINT
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18 OPEN THE PDF
IT SHOULD SHOW YOU THE NEW CUSTOM TEXT THAT YOU HAVE ‘EMBEDDED’ PERMANENTLY
INTO YOUR CUSTOM THEME QUOTE TEMPLATE

YOUR QUOTE SHOULD LOOK LIKE THIS
↓↓↓

19 TO ADD CUSTOMISED TEXT FOR SPECIFIC CUSTOMERS

Once you have created your custom theme template Quote, you will need to add specific
information into quotes/estimates.

This includes:

● Payment Breakdowns
● Confirmation if the price is Cost Estimate Only or Fixed Price
● Specific exclusions that may not be covered in your Terms of Trade

VIEW THIS VIDEO (13 MINS) ON HOW TO ADD IN CUSTOMISED WORDING USING THE TITLE +
SUMMARY FIELDS IN A XERO QUOTE

END OF PROCEDURE
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