
Step 1. Open Xero



Step 2. Go to the Sales Settings
Sales -> Sales Settings



Step 3. Select ‘Invoice Settings’



Step 4. Select the arrow next to ‘New Branding Theme’ and select ‘DOCX’
New Branding Theme -> ‘DOCX’ -> ‘(Enter Branding theme name)’ -> OK

a. b.



Step 5. Select Download the zip file
Select Download -> Select downloaded zip file to open it

a. b.



Step 6. Select document ‘UKInvoice’



Step 7. View/open the invoice template



Step 8. Save a copy of the Invoice template into a secure location 

a.

b. c.

File -> Save as -> ‘(Secure location)’ -> Save



Step 9. On the saved copy, change the registered address to the Updated/New 
registered address



Step 10. Upload the updated file onto Xero
Select Upload on Xero -> Select saved copy of invoice template -> Upload 

a. b. c.



Step 11. Check template has updated.
Select Sales from dashboard -> Invoices -> New invoice

a. b.



Step 12. Select the updated branding theme  



Step 13. Select Preview



Step 14. Inspect address is correct on new Invoice template



Step 15. Update mailing address to match registered address.
Company dropdown -> Settings -> Organization details 

a. b.



Step 16. Change contact information address to match registered address
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