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Purpose
In this help sheet we provide a step by step guide to adding your terms of trade to the back pages of a
Quote or Estimate issued in Xero by creating a custom theme template that allows you to embed the
terms of trade onto the back pages.

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.

● There are a few ways that your customers can accept your terms of trade:
○ 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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● Your invoices should refer back to your terms of trade and include key reminders about your rights
to collect fees for late payment.

Getting Started

You will need to download the Xero softwareCustom Theme Word Templates.

Be ready to create a folder to store your new downloads to.

Steps to Follow

XERO ARTICLES: View article here on using Custom Docx Templates

WATCH WITH TRADIE TERMS : View Video Tutorial from Tradie Terms here on how to follow the steps
below (10 min watch)
GO TO SETTINGS IN YOUR COMPANY INFORMATION IN TOP LEFT OF YOUR XERO DASHBOARD.

SELECT INVOICE SETTINGS

SELECT CUSTOM BRANDING THEME
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NAME YOUR BRANDING THEME

Hint: We Recommend use of the words Terms or T&Cs in your name to help you identify later that this is
different to the ‘Standard’ default Xero theme

SELECT DOWNLOAD THE CUSTOM.DOCX TEMPLATES FROM THE XERO MENU

OPEN THE ZIPPED FOLDER FROM YOUR DOWNLOADS AREA OF YOUR PC (OR MAC)
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EXTRACT THE QUOTE CUSTOM.DOCX WORD TEMPLATE

SAVE THE QUOTE CUSTOM.DOCX WORD TEMPLATE SOMEWHERE SAFE ON YOUR PC OR MAC (E.G. YOUR
DOWNLOADS AREA)

OPEN THE QUOTE CUSTOM.DOCX WORD TEMPLATE AND CLICK ENABLE EDITING
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INSERT YOUR BUSINESS LOGO

SCROLL DOWN TO TERMS SECTION AT THE BOTTOM OF YOUR QUOTE CUSTOM.DOCX WORD TEMPLATE

DELETE THE ‘TERMS’ WORDING IN BOLD (CIRCLED ABOVE)

COPY THE TRADIE TERMS RECOMMENDED CUSTOM WORDING BELOW AND PASTE THIS INTO THE SAME
AREA THAT YOU DELETED THE <<TERMS>> WORDING
Hint: Delete any extra carriage returns (spaces between lines) to get the text looking neat and together.

IMPORTANT INFORMATION | PLEASE READ

TERMS OF TRADE APPLY: This quote/cost estimate and our accompanying terms of trade (see overleaf)
are accepted by you when you click any link to confirm acceptance, reply to confirm acceptance by email,
issue a purchase order to us or accept our personnel onto your Site.

Thank you for the opportunity. We’re looking forward to helping you.

Note: You can add additional text as required.
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DELETE THE XERO PLACEHOLDER <<TEXT>>

INSERT A CONTINUOUS SECTION BREAK IN THE SAME PLACE (this is important so that your terms of trade
can be added in columns)

OPEN YOUR TRADIE TERMS OF TRADE WORD DOCUMENT FROM YOUR TRADIE TERMS DOWNLOAD LINK

SELECT ALL TEXT AND COPY ALL (PC: Ctrl + A or a Mac Command + A)
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PASTE BELOW THE CONTINUOUS SECTION BREAK

TROUBLESHOOTING: If the text does not show up in two columns>select all text> go to Word
Ribbon>Select Layout>Select Columns>Select Two
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YOU HAVE NOW COMPLETED THE CUSTOMISATION TO YOUR CUSTOM.DOCX TEMPLATE

NOW GO BACK TO THE SETTINGS AREA IN XERO

CLICK ‘UPLOAD’ TO ENABLE YOU TO SELECT YOUR NEWLY CREATED AND CUSTOMISED XERO
CUSTOM.DOCX TEMPLATE

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

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

SUCCESSFULLY!

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

GO TO QUOTE TAB IN BUSINESS TAB
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CREATE A DRAFT QUOTE

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
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CLICK SAVE

YOUR DRAFT QUOTE HAS BEEN SAVED

OPEN THE DRAFT QUOTE AND SELECT PRINT

SELECT PRINT

OPEN THE PDF
IT SHOULD SHOW YOU THE NEW CUSTOM TEXT THAT YOU HAVE ‘EMBEDDED’ PERMANENTLY INTO YOUR
CUSTOM THEME QUOTE TEMPLATE
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END OF HELP SHEET
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