
 

 

Welcome to the Abacus Accountancy Learning Series 

 

Lesson 4: Invoice Settings In Xero 

 

 

Now that you have your bank accounts linked to Xero and some contacts set up, 

you’re ready to start raising invoices to your customers. But first you need to 

customize your invoice with your payments terms, logo etc. 

There are two main ways of doing this – the first is really easy (but doesn’t allow 

much customization), the second is slightly harder and allows a lot more creativity. 

Here’s the two ways: 

 

 

1. How to add a standard theme 

There is no limit to the number of standard branding themes you can add. You can 

add a new theme from scratch or copy an existing theme. 

Follow these steps to add a standard theme: 

1. Go to Settings > General Settings > Invoice Settings. 

2. Either: 

 select New Branding Theme > Standard to add a new theme from 

scratch, or 

 
 find the standard theme you want to copy, and select Options > Copy. 
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3. Name your theme. 

4. Edit specific components of your theme 

5. (Optional) If you have created a receipt or remittance advice branding theme, 

you can check that it looks the way you want. 

Check your standard branding theme for a receipt or remittance advice 

 

 

2. How to add a DOCX theme 

After you've set up your organisation in Xero, you can add up to 15 customised DOCX branding 

themes to apply to sales invoices, credit notes, statements, quotes or purchase orders. 

Read rules and recommendations for using DOCX templates before you add a DOCX template. 

Follow these steps to add a DOCX branding theme: 

1. Go to Settings > General Settings > Invoice Settings. 

2. Select New Branding Theme > Custom .docx. 

 

3. Name your theme and select OK. 

 

4. Locate your new theme at the bottom of the Invoice Settings page. Use the Download button 

to download the ZIP file. This contains a template for an invoice, credit note, statement, 

purchase order and quote. 
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5. Open or save the file to your computer. 

6. Unzip the file (if your computer doesn't do this for you automatically) so you can see the 5 

template files: CreditNote.docx, Invoice.docx, PurchaseOrder.docx, Quote.docx and 

Statement.docx. 

7. Open the template file you want to customise. You'll see it's formatted like any other Xero 

sales invoice, credit note, statement or purchase order, but that it's made up of tables 

containing fields that correspond with data fields in Xero. (You'll be familiar with these fields 

and this type of concept if you've used mail merge features in MS Word 2007 or 2010.) Xero 

uses the fields in the template to pull corresponding field data from Xero. 

8. Customise your theme. You can: 

 Add or edit specific components of a theme 

 Insert fields manually 

9. Save your template to your computer as a DOCX. For example, you might name your file 

'Invoice.docx'. 

10. Upload your template to Xero using the Upload button. 

 

11. Then select the Browse button that corresponds with the template you want to upload. 
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12. Locate and select the DOCX template you saved to your computer. 

 

13. The name of the file you're uploading will appear next to the Browse button. Click 

the Upload button to finish the process, or Cancel to cancel the upload. 



 

14. Repeat the process for each of the templates you want to customise for this theme. 

 

 

Remember 

All help and support within Xero are included for free. To access the help, just click 

on the help icon in the top right hand corner that looks like this: 

 



Type in your question and click on the magnifying glass icon to access the 

comprehensive help library. You can also contact Xero directly on this email 

address: 

support@xero.com 

(please note that Abacus Accountancy are not able to provide software support, so please direct all support 

questions directly to Xero)  

 

Some further resources to help you with this lesson: 

http://help.xero.com/uk/Settings_InvoiceSettings 

http://video.xero.com/ 

 

In the next lesson you will learn how to raise invoices to your customers in Xero. To 

access this now click here: 

abacus-accountancy.com/learning 
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