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TERMS

HELPSHEET: XERO

USING CUSTOM BRANDING THEME
TEMPLATES TO ADD TERMS OF TRADE

TO QUOTES/ESTIMATES

Country: Ali

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

e 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.

e 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.

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

e There are a few ways that your customers can accept your terms of trade:

o

o O O O

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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e 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.

Demo Company (NZ) - Decshboard Business Accounting Payroll Projects Contacts

N~—  —

Demo Company (NZ)

The Xero Dashboard is an instant health check for
Files ° Check out our short video to quickly see how it wo
Settings -1

See our help article to learn more

TA  Terms Academy

10 Company (NZ)

4+  Add a new organisation iss Bank Account i Account watch
10345678-000

Do more with Xero Account
Balance in Xero  1,461.47 Advertising (400)
WorkflowMax &) Statement balance (Jun 6)  8,417.92 Entertainment (420)

Inventory (630)
Hubdoc

Qe0s0RORONOORONONS
0n0r0000000 000000 080n0R0r 0000 Sales (200)
App Marketplace [
Juné Jun 13 Jun 20 Jun27
My Xero @ Invoices owed
| Business Savings Account .
02-0908-7654321-050 : New sales invo

SELECT INVOICE SETTINGS

Features

Invoice settings
; emes for documents, add payment services and auto
reminders for invoices

Payment services

SELECT CUSTOM BRANDING THEME
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& Go back to last organisation

Demo Company (NZ) v~ Dashboard  Business  Accounting  Payroll  Projects  Contacts

Organisation settings >

Invoice settings

P Customize invoices to suit your organisation and match your brand

Create invoice templates, add your logo and select which financial information to show

See our help article to learn more

What's this?
New Branding Theme & Default Settings Payment Services Invoice Reminders

Standard

Options ~
Page: A4 Margins Top: 1.35cm Bottor] 1.00 em Address Padding: 1.00 cm Contact Details
Font: Arial Unicode ms, 9 Orange Demo Co
23 Main Street m A
Show: el Gy
« Tax number « Logo align: Right ozl
« Column headings + Taxexclusive
+ Unitprice and quantity « Tax subtotals by tax rates over 0%
+ Payment acvice cutaway  » Currency conversion as a single tax total
Logo

« Discount

Headings: DRAFT INVOICE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER,
PURCHASE ORDER, DRAFT QUOTE, QUOTE, REMITTANCE ADVICE, RECEIPT

Payment service: democo@democo.co
Terms & Payment Advice (Invoice and Statement);

When paying by cheque, please complete this payment advice, detach and post to the address provided.
Online - use our account or use the 'Pay online now link to pay via PayPal with your

NAME YOUR BRANDING THEME

New Branding Theme

ding 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

e.g. Custom Terms Options v

Invoice Credit Note Statement Purchase Order Quote
Standard template Standard template Standard template Standard template Standard temp

¥ Download 4 Upload

hte

Upload your customised
.docx template files

Download a .zip file
that contains each
.docx template

Headings: DRAFT INVOICE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER,
PURCHASE ORDER, DRAFT QUOTE, QUOTE Upload email logo

Payment service: None

Learn more about docx

OPEN THE ZIPPED FOLDER FROM YOUR DOWNLOADS AREA OF YOUR PC (OR MAC)
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is PC > Downloads

Note: This has whatever name you have
selected for your Custom Brand

Theme
\ e oo

Terms Templates

~ Today (1)

EXTRACT THE QUOTE CUSTOM.DOCX WORD TEMPLATE

@ CreditNote

@ Invoice

@ PurchaseOrder

@ Statement

Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

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

L]

Quote

e.g. Custom
Terms Templates

OPEN THE QUOTE CUSTOM.DOCX WORD TEMPLATE AND CLICK ENABLE EDITING

the Interet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

“Insert logo here""
Date «OrganisationName

«INVOICETITLE»

«ContactName»
«ContactPostalAddress»

essn
Expiry
«Expiry Daten

«ContactTaxDisplayNamen «ContactTaxNumber»
Account Number
«ContactAccountNumbe
™

Quote Number
«nvoiceNumber»

Reference
«Reference»

isationTaxDispla

nTaxDisplay

«Quote Title»

«Summary»

Amount
«InvoiceCurren
oy

«TaxUnitName
»

Unit Price

Description Quantity

«Tablestart:LineltemyitemCodes, Taxpercentage ‘LIneAMOUND (T
o GICeNIa8® ableEndLineliem

ToTaL« , «InvoiceAmount
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INSERT YOUR BUSINESS LOGO

the Internet can contain viruses. Unless you need to edit, it's safer to stay in Prote

You need to insert your logo here AS WELL as in
the Custom Branding area if you want it to show
on your

|||II CETITLE»

Y

«ContactName»
«ContactPostalAddress»
«ContactTaxDisplayName» «ContactTaxNumber»

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

«Terms»

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

«Terms»

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>>

ACCEPTANCE OF THIS QUOTE | Please ensure
by email confirming your acceptance.

Thank you for choosing us for your project. V

Delete this placeholder field

INSERT A CONTINUOUS SECTION BREAK IN THE SAME PLACE (this is important so that your terms of trade

can be added in columns)

Thank-you-for-choosing-us-for-your-project.-We’re-looking-forward-to-helping-you.q

Section Break (Continuous) >

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

TERMS OF TRADE

1. How these terms apply These terms of trade are to be
read together with any specific exclusions listed in our 21. All Quotes supplied as a Cost Estimate by Default Your
Quote, the invoice payment terms on your invoice and customised terms of trade will be here.
any special terms we may state in your Quote. 22, Additional labour hours requests are subject to a

2. Our Contract Your acceptance of the Quote and these Variation Order Your customised terms of trade will be
general Terms of Trade together constitute our here.
agreement with you (the Contract). This Contract governs
the agreement between XXX Limited (Company Number VARIATIONS
XXX) of Registered Address XXX (Us) and you, the named 23. Variations to Total Price or Time We reserve the right to
customer in the Quote, in respect of the Services. issue a Variation Order to change the Total Price or

3. Any reference to ‘us’ in these Terms includes any extend the time to complete the Services in the following
contractor, employee, assignee, transferees or approved circumstances:
subcontractor that we use. Customised to your trade; and/or

4. All plans and specifications accompanying these terms,

including any variations to such plans and specifications,

form part of this Contract.

SERVICES WE WILL SUPPLY TO YOU

5. Services Your customised terms of trade will be here
nete . Customised to your Trade.
6. Custom Design Your customised terms of trade will be
here 24 Allrights reserved to decline a Variation Custom Terms
7. Subcontractors Your customised terms of trade will be of Trade will be here.
here. 25. How we will confirm a Variation Your customised terms
8. Exclusions Your customised terms of trade will be here. of trade will be here.

YOUR OBLIGATIONS TO US

9. Pre-Site Works Your customised terms of trade will be 27. How we will confirm a Variation if we need to continue
here. the works that day Your customised terms of trade will
10.  Payment of Charges Your customised terms of trade will be here.
be here. 28. When Time & Materials applies for Variations Your
11. Progress Payments Your customised terms of trade will customised terms of trade will be here.
be here.
12. Scope Changes to a minimum Your customised terms of CONSENTS

trade will be here.

OUR OBLIGATIONS TO YOU

COST ESTIMATES

Customised to your trade; and/or
Customised to your trade; and/or
Customised to your trade; and/or

a0 o

increases to us for the cost of labour or materials
Customised to your Trade; and/or

26. Continuation of Services during discovery of a Variation
Your customised terms of trade will be here.

29. Consents, aj r compliance certificates You must
make your own enquiries regarding any local or regional

authority approvals or consents for the Services.

SELECT ALL TEXT AND COPY ALL (PC: Ctrl + A or a Mac Command + A)
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TERMS OF TRADE

1. How these terms apply These terms of trade are to be COST ESTIMATES
read together with any specific exclusions listed in our 21. All Quotes supplied
Quote, the invoice payment terms on your invoice and customised terms o
any special terms we may state in your Quote. 22, Additional labour h
2.  Our Contract Your acceptance of the Quote and these Variation Order Yot
general Terms of Trade together constitute our here.

agreement with you (the Contract). This Contract governs

the agreement between XXX Limited (Company Number VARIATIONS

XXX) of Registered Address XXX (Us) and you, thaghamed 23. Variations to Total
customer in the Quote, in respect of the Service;

issue a Variation Or
SELECT ALL TEXT

3. Anyreference to ‘us’ in these Terms includes gfiy extend the time to (

contractor, employee, assignee, transferees g approved circumstances:

subcontractor that we use. .
Customised to

a.
b.  Customised to

c.  Customised to

4. All plans and specifications accompanyingfthese terms,

including any variations to such plans anfl specifications,

form part of this Contract.
e d.  Customised to

e. increases to u!
SERVICES WE WILL SUPPLY TO YOU
Customised to

5.  Services Your customised terms of trade will be here .
- f. Customised to

6.  Custom Design Your customised terms of trade will be
here 24, All rights reserved 1

7.  Subcontractors Your customised terms of trade will be of Trade will be heri

PASTE BELOW THE CONTINUOUS SECTION BREAK
1

Section Break (Continuous).

«RegisteredOffice»t]

q

INSERT BELOW THE SECTION BREAK

1
1
.
TERMS-OF-TRADEY|
1. > How-theseterms-apply-These-terms-of-trade-are-to-be- " COST-ESTIMATESY|
d-together-with-any-specificexclusions-listed:i 21> AllQ ppli i v

Quote,the-invoice-payment-terms-on-your-invoice-and- customised-terms-of-trade-will-be-here.-q
any-special-terms-we-may-state-in-your-Quote.- 22.- iti lab he q! bje

2. > Our-Contract:Your-acceptance-of-the-Quote-and-these- Variation-Order-Your-customised-terms-of-trade-will-be-
general-Terms-of-Trade-together-constitute-our- here.-q
agreement-with-you-(the-Contract).-This-Contract-governs-
the-agreement-between XXX-Limited-(Company-Number- ® VARIATIONS]
XXX) i XX:(Us)-and-you, th d 23. Variati I-Price-or-Time-W e the right-to-
customer-in-the-Quote.-in-respect-of-the-Services. 4 issue-a-Variation-Order-to-change-the-Total-Price-or-

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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Insert Draw Design
[E l,i.! Breaks v Indent

1- .
2- Line Numbers v 2= le

Size |Columns g
v v bc Hyphenation v =< Ric

Page ¢
|§| One

.

Three
ou

7]

The
"
1
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: by-
Right
3
Thi
== More Columns...
1

YOU HAVE NOW COMPLETED THE CUSTOMISATION TO YOUR CUSTOM.DOCX TEMPLATE

NOW GO BACK TO THE SETTINGS AREA IN XERO

eg”Custom Terms

Options +
Invoice Credit Note Statement Purchase Order uote # Download # Upload
g Senddtevelste | Stncetemgffe  Standardtemplste  Stendard templis  Standard tamelate

Download = .zip file Upload your customised
thak contains each «docx template files
docx template

Headings: DRAFT INVOICE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER,

PURCHASE ORDER. DRAFT QUOTE, QUOTE Uplozd email logo

Payment service: None

Learn more about docx

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

SELECT ‘BROWSE’ BELOW THE WORD QUOTE

Upload your customised

Upload .docx Templates X

Uplead one or more templates,
Each filz can be no larger than 1ME.

Invoice

Quote

Browse No file selected
Browse Na file s=lected
Statement
Browse Mo file s=lected
Purchase Order

Browse Mo file s=lected

| ot B Cancar |
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SELECT YOUR SAVED CUSTOMISED QUOTE TEMPLATE FROM YOUR DOWNLOADS AREA (OR WHEREVER
YOU HAVE SAVED IT SAFELY)

Upload .docx Templates x

Upload one or more templates,
Each file can ba no larger than 1ME.

Inwvoice

Browse Mo file s=lected

Browse Quote.docx

Browse Ma file selectad
Select your saved

State t .
men customised quote

Browse Mo file selected
Purchase Order

Browse Mo file selected

B

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

_.f-_ _-—."‘-._
@ ‘Your templates were uploaded to the e.g. Custom Temms them)
What's this?
B New Branding Theme |+ B Default Settings Payment Services Invoice Reminders

SUCCESSFULLY!

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

GO TO QUOTE TAB IN BUSINESS TAB
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€ Go back to last organisation

Demo Company (NZ) v~ Dashboard = Business  Accounting  Payroll  Projects  Contacts

Sales overview » G
Quote QU Short-term cash flow
Business snapshot
Dratt send | | print | (]| | options ~
Invoices.
Customer Expiry Quote number  Reference Theme

Sales overview

TTDEMOTWO  +

CLIENT ..., £ TYPE | ADDRESS
‘Summary Purchase orders
assist you Purchase overview

KEY INFORMAT

Expense claims
This Quete has Sions, any assessments made during any

Products and services

NZD New Zeala Amounts are | Tax Exclusive

ttem Description Quantity Unitprice  Disc% Account Tax rate Region Amount NZD
This s a COST ESTIMATE
ONLY.

OR

“This Quote is a FIXED PRICE,

CREATE A DRAFT QUOTE

Sales overview »

Quotes
+ New Quote

Al | Draft(1) S

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

Sales overview » Quoles >

New Quote

Create

Customer Date Expiry Quots number Reference

16Jun 2021 = ~ | Qu-0002

+Add 2 Title & Summary

NZD New Zealand Dollar = Amounts arem

TRADIE TERMS DEMO
tem Description Quantity Unitprice  Disc% Account Tax rate Region

SELECT YOQUR CUSTOM TTDEMO TWO
THEME QUOTE TEMPLATE
Very orange invoice!
£.0. Guslom Terms
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CLICK SAVE

YOUR DRAFT QUOTE HAS BEEN SAVED

Draft Quote Saved - SAMPLE CUSTOMER - Total 0.0
View Cuofe

+ New Quote

All Draft (2) Sent (0) Declined (0) Accepted (0) Invoiced (0)

| Mumber Ref Customer I
@002 SAMPLE CUSTOMID 1
(] qu-o01 SAMPLE CUSTOMER

CLIENT MAME | SERVICE TYPE | ADDRESS L

OPEN THE DRAFT QUOTE AND SELECT PRINT

Quote QU-0002

Draft Send ﬂ Options +

Customer Date Expiry Quote number Reference Theme
SAMPLE CUSTOMER 16un2021 = ~ | Qu-0002 Standard -

+Add a Tille & Summary

SELECT PRINT

Print Quote QU-0002 as a PDF

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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TratlieTERMS

DEMO
Date Demo C: (nz)
DRAFT QUOTE 163un 2021 25 ain trast
central City
SAMPLE CUSTOMER Expiry Marineville 1234

Account Number

Quote Number
Qu-0002
Reference

GST Number
111-111-111

YOUR CUSTOM TEXT IS EMBEDDED, SUCCESS!
YOU ARE ADVISING YOUR CLIENT WHERE TQC LOCATE YOUR TERMS OF TRADE

Daxpﬁon Quantity Unit Price GST  Amount NZD
Subtotal 0.00
TOTAL NZD 0.00

IMPORTANT INFORMATION

OF TRADE | By confirming your acceptance, you are also agreeing to our standard terms o

trade. These apply in addition to any project specific exclusions noted above. You can find our standard
terms of trade over the page. Please read these carefully as they form the contract between us.

ACCEPTANCE OF THIS QUOTE | Please ensure you click the link supplied in your email to accept this
CQuote or reply by email confirming your acceptance.

Thank you for choosing us for your project. We're looking forward to helping you.

if you are a licensed building practitioner issuing a quote or cost estimate for residential building works over 3

Registarec Office: 23 Main I City, Marneville, 1234
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Description Quantity Unit Price GST  Amount NZD

Subtotal 000

TOTALNZD 0.00

IMPORTANT INFORMATION
OUR TERMS OF TRADE | By confirming your acceptance, you are also agreeing to our standard terms of
trade. These apply in addition to any project specific exclusions noted above. You can find our standard
terms of trade over the page. Please read these carefully as they form the contract between us.

ACCEPTANCE OF THIS QUOTE | Please ensure you click the link supplied in your email to accept this
Quote or reply by email confirming your acceptance.

Thank you fer choosing us for your project. We're looking forward to helping you.

**Insertif you are a licensed building practitioner issuing a quote or cost estimate for residential building works over $30,000°

YQUR TERMS OF TRADE
WILL SHOW ON BACK PAGES
SuUCCEssH

Begistered OfFice: 73 Main Street, Central Cty, Marineville, 1234

changes to a minimum to imit any disappointment i we youon

TERMS OF TRADE your job to meet these change req intoyo
L Howthese terms apply These terms of trade are to be

read together with any specific exd OUR To You COSTESTI!

Quote, the invice paymen: terms on your invoice znd 13, Services We will perform the Services to accepted 21 AllQu

any special terms we may state in your Quote. industry standards including, where applicable, under the. our Qu

2. Our Contract Your acceprance of the Quote and these Building Act 2004 2nd the Health and Safety 2t Work Act our Qu

general Terms of Trade together constitute our 2015. specifi

agreement with you (the Contract). This 1. Ceni of Work f of laba

the agreement between XXX Limited {Company Number required by faw, we will give you any certificate, record or of wor

) of Registered Address XXX [Us) and you, the named wiork or similar document a5 required 2t law to confirm onlyar

custivagy in the Quate, in respect of the Services. the works are completed. hours:

3. AnyrefersMiagg ‘us’ in these Terms includss any 15, Updates on timing We wil achise you of an; 22 Additic

contractor, employSNesgignee, transferees or approved t the Services Variati

subcontractor that we use. ipatad or proposed date byyou

4. Al plans and specifications accompanying these termsy U, you acknowiedge and agree that you shall than in

inclui ariation: i v or thecla

form part of this Contract. any other type of damages or costs) in respect of the thesez

END OF HELP SHEET
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