Step 1. Open Xero

(€) You're currently using the demo company. Go back to your last organization

Xero Demo Company (UK) = Home Sales Purchases Reporfing Payroll Accounting Tax Contacts Projects

ocu Demo Company (UK)

Last login. 2 minutes ago from United Kingdom

Get familiar with Xero using fictional data. Learn about your Demo Company [4

Business Overview

Business Bank Account Business Savings Account Invoices owed to you

Statement balance (Mar 22) Balance in Xero Statement balance (Jan 1) Balance in Xero
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Step 2. Go to the Sales Settings

Sales -> Sales Settings

Xer® Demo Company (UK) « Home

ocu Demo Company (UK)

Business Overview

Business Bank Accoun

Statement balance (Mar 22)

Balance difference

Reconcile 29 items

Bills to pay

15 awaiting payment
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Sales

(9 You're currently using the demo company. Go back to your last organization

Purchases

Sales overview
Invoices

Payment links

Online payments
Quotes

Products and services

Customers

Sales settings

Import bank statement

9 of 15 overdue
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Reporting Payroll Accounting Tax Contacts Projects

Last login: 2 minutes ago from United Kingdom
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Recent invoice payments

Inunsa # Cantart Nata saraimd | Srnind o

/ Edit homepage

Invoices owed to you

14 awaiting payment

6 of 14 overdue

&k

Pr—

0 awaiting approval 0.00

2 drafts

New invoice View all invoices

Cash in and out « Last 6 months




Step 3. Select ‘Invoice Settings’

Settings

Organization details
Update your organization's name, logo, or contact information

Users
Invite new users, manage permissions, or delete current users

Connected apps
Add and manage the apps connected to your organisation

Email settings
Set a reply-to email address and name, or edit email templates

Sales

Invoice settings
Manage default settings, invoice reminders, and branding themes (templates for invoices, quotes, purchase orders etc.)

Online payments
Add and manage payment options for customers to pay you online
Purchases

Online bill payments
Add and manage options for making payments directly from Xero

Xero to Xero
Connect with customers and suppliers who use Xero to exchange invoices and bills directly

Expense settings
Manage users, accounts for expense and mileage claims, and labels
Reporting

2 A aPsneninassaferences
https://go.xero.com/InvoiceSettings/InvoiceSettings.aspx
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Step 4. Select the arrow next to ‘New Branding Theme’ and select ‘DOCX’
New Branding Theme -> ‘DOCX’ -> ‘(Enter Branding theme name)’ -> OK

a.

You're currently using the o company. Go back to your last organization.

o Company (UK) ~ Home Sales FPurchases Reporting Payroll Accounting Tax Contacts Frojes

Settings »

Invoice settings

Customize invoices to suit your organisation and match your brand

BRAND

. TITLE
' - Create invoice templates, add your logo and select which financial irf
See our help article to learn more
New Branding Theme

New Branding Theme .| ) Defoult Settings | Payment Services Invoice Reminders \YR:: title f:;d‘::;l'm Theme |
standard
P -
Page: A4 Margins Top: 1.35 cm Bottom: 1.00 cm Address Padding: 1.00 cm Contact Details
Font: Calibel, 9pt - 3
» Tax number = Logo afign: Right
= Column headings « Tax exclusive —
s Tax colurnn = Tax subtotals by tax rates
» Unit price and quantity = Currency conversion as net goods with tax totals
= Payment advice cut-away
» Registered address
= 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@demaco.co
Terms & Payment Advice (Invoice and Statement):
When paying by chaque, please complete this paymeant advice, detach and post to the address provided.

Online payment preferred - use our account 99-04-04 987654321 or use the ‘Pay anline now' link to pay via PayPal with your
cradit card.




Step 5. Select Download the zip file

Select Download -> Select downloaded zip file to open it

a. b.

Payment service:

Downloads

Registered address Templateszip
Do

Special projects Options ~ Special projects See more

Page: Ad Margins Top: 1.35 cm Botiom: 1.00 om Address Padding: 1.00 cm Contact Details

Page: A4 Margins Top: 1.325 cm Bottom: 1.00 om Address Padding: 1.00 cm
Font: Calibri, 9pt

Font: Calibri, 9pt

Showr;

- Showr;
= Tax number = Loga align: Right » Tax number = Logo align: Right
= Column headings » Tax exclusive » Column headings s Tax exclusive
= Tax column = Tax subtotals by tax rates = Tax column = Tax subtotals by tax rates
= Unit price and quantity = Currency conversion as net goods with tax totals » Unit price and guantity » Cumrency conversion as met goods with ta totals
= Payment advice cut-away » Payment advice cut-away
» Registered address « Registered address
# Logo # Logo
= Discount = Discount
Headings: QUOTE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER, PURCHASE ORDER, Headings: QUOTE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER, PURCHASE ORDER,
DRAFT QUOTE, QUOTE, REMITTANCE ADVICE, RECELIPT DRAFT QUOTE, QUOTE, REMITTANCE ICE, RECEIPT

Payment service: Hone

Terms & Payment Advice (Invoice and Statement): Terms & Payment Advice (Imwoice and Statement):
Online payment ONLY - BILLPAY direct ko our account 99-04-04 987654321 please. Online payment ONLY - BILLPAY direct to cur account 99-0+4-04 987654321 please.
Tarms (Quotes): Terms (Quotes):
Registered address options Registered addrass Options ~
Invoice Credit Note Statemnent Purchase Order Quote & Download # Upload Invoice Credit Note Statement Furchase Order Quote # Download 4 Upload
= Standard temglate Standard template Standard ternplate Standard template Standard template [ooex | Standard temglat: Standard template Standard template Standard template Standard template

INVOICE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER, Headings: DRAFT INVOICE, TAX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER,
DRAFT QUOTE, QUOTE uoload emad looc PURCHASE ORDER, DRAFT QUOTE, QUOTE

Headings: DRA
PURCHASE OR/

Payment service: None Payment service: Nong




Step 6. Select document ‘UKInvoice’
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Step 7. View/open the invoice template
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Step 8. Save a copy of the Invoice template into a secure location

Pin to Quick Cop Paste
access

Updated Registered Address

I New item ~

Open

B 4
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File -> Save as -> ‘(Secure location)’ -> Save

ocation > Updated Registered Address




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

registered address

Header Footer  Page
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Step 10. Upload the updated file onto Xero

Select Upload on Xero -> Select saved copy of invoice template -> Upload

——

Special projects

Page: A4 Margins Top: 1.35 cm Battom: 1,00 cm Address Padding: 1.00 cm Contact Details
Font: Calibri, 9pt

Show:

+ Toxmumber « Logo align: Right
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Payment advice cut-away
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Headings: QUOTE, THX INVOICE, TAX INVOICE, CREDIT NOTE, STATEMENT, DRAFT PURCHASE ORDER, PURCHASE ORDER,
DRAFT QUOTE, QUOTE, REMITTANCE ADVICE, RECEIPT

Payment service: None

Terms & Payment Advice (Invoice and Statement):
Onling payment ONLY - BILLPAY direct to our account 95-04-04 387654321 please.

Terms (Quotes):
(None added)

Registered address
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+ Upload |

Upload your customised
docx template fles

Upload emai lago

< G (O httpsy/go.

@ open
« v A1« Secu.
Organise = New folder

v

<

» Updated Registere... v @ | SesrchUpdated Re.

tered A

Ev O

Neme

& Ukinvoice Upadated

Dete modified

23/03

File name: Microsoft Word Document

Upload from mobile Open

Cancel

X
P
(2]

Upload .docx Templates

Upload one or more templates.
Each file can be no larger than IMB.
Invaice

Upload .docx Templates

Upload one or more templates.
Each file can be no larger than 1MB.
Invoice

Browse | UKiavoice Upadated.docx
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Step 11. Check template has updated.

Select Sales from dashboard -> Invoices -> New invoice

a.

@ You're currently using the demo company. Go back to your last organization.

xXere o Company (UK) ~ Home Sales Purchases Reporting Payroll Accounting Tax

Sales overview

ocu Demo Company (UK)
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ayment links
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Invoice & Contact

alance in Xero
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Date received |,
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Number Ret
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Invoices
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Step 12. Select the updated branding theme

@ You're currently using the demo company. Go back to your last organization

Xer® Demo Company (UK) « Home Sales Purchases Reporting Payroll Accounting Tax Contacts Projects

Sales overview > Invoices
Edit invoice INV-0047 |Drsft Al changes saved as draft © Preview Save & close | Approve & email -

86% of customers say they prefer to pay via credit and debit card
8 Y ey pay ] o 5= Add online payments

Add online payments to your invoices. Get paid up to twice as fast

Contact Issue date Due date Invoice number Reference Branding theme
|7 T-Eleven X M 23 Mar 2026 B 23 Mar 2026 # INV-0047 M Checking for registered address | @  Registered address v
Online payments Manage Currency Amounts are
3 ) Standard
PayPal @ British Pound v Tax inclusive v Add contact’s last items

Very orange invoicel

Item Description Qty. Price Disc. @ Account Tax rate Tax amount Region Projec . .
Special projects
Registered address
Add row -
Columns (0 hidden) « [N Attach files » Subtotal 0.00
Includes VAT 0.00
Total 0.00

v History and notes Add note

Send as an elnvoice

Add the VAT Number of your id



Step 13. Select Preview

Q—:) You're currently using the demo company. Go back 1o your last nrganization

Xer® Demo Company (UK) ~ Home Sales Purchases Reporting Payroll Accounting Tax Contacts Projects

Sales overview > Invoices

Editinvoice INV-0047 |Dicft. Al changes saved as draft © Preview Save &close | ~ -

% of t fer t i di bi
86% of customers say they prefer to pay via credit and debit card — o o i

Add online payments to your invoices. Get paid up to twice as fast.

Contact Issue date Due date Invoice number Reference Branding theme
7 T-Eleven x | | 1 23 Mar 2026 & 23 Mar 2026 # INV-0047 M Checking for registered address ‘ @ Registered address v |
Online payments manage  Currency Amounts are
PayPal @) British Pound v Taxinclusive v Add contact’s last items
[tem Description Qty. Price Disc. @ Account Tax rate Tax amount Region Project Amount GBP
o
Add row v
Columns (0 hidden) « [ Attach files « Subtotal 0.00
Includes VAT 0.00
Total 0.00
~  History and notes Add note

Send as an elnvoice
Add the VAT Number of your b



Step 14. Inspect address is correct on new Invoice template

X Invoice preview

=g . Y Draw -~ & A - -+

DRAFT INVOICE

Invalce Date

Diervia Company [UK)

23 Mar F026 13 Main 5trast
Central City
7-Eleven Account Numbser Marinevile
MVIZ 3CC
Invoice Number
INY-00a7
Reference
Checking for registered addrass
VAT Number
GB 123456789
Description Quantity Unit Price VAT Amount GBP
0.00
Subtotal 0.00
Irvoice Total GBP oog
Total Het Payments GBP nod
Amount Due GBP 0.oa
Due Datbe: 23 Mar 2026
PAYMENT ADVICE . s
invoice Mumber INY-0047
To:  Damo Compary (UK) Pr—— a00
23 Main Street )
Central City Due Date 23 Miar 2026
Maringvlla
ARVI3 BOE Amount Enclosed

Updated/Naw Registerad Addrass

Enter the amaunt you are paying above

Invoice settings [

Download

&

Qle 8 ©

4



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

a.

Demo Company (UK) « Home Sales Purchases

Reporting  Payroll

Accounting

ocu [ DCU Demo Company (UK)
[ Files
E
3 Setlings

Business Savings Account
Q, Bearch organizations ]

RECENT ORGANIZATIONS -

Xero Statement balance (Jan 1)

+ Add new organization

_ Balance diflerence | ]
PRACTICE TOOLS -
ment Import bank statement
dk
DO MORE WITH XERO -
Bills to pay : Tasks
_ - 29 ltems to reconcile - 0
15 awaiting paymant 9 of 15 overdue Business Bank Account - [INNEEG l
- 7 Overdue invoices
2 drafls
9 Overdue bills 0 awaiting

[
https:/goxero.com/BankRec/BankRec.aspx?accountlD=bd9e85e0-0478-433d-...

Balance in Xero

Contacts  Projects

H Invoice|

14 awaitin

8ic

New in|

@) You're currently using the demo company. Go back to your last organization.

Xer® Demo Company (UK) « Home Sales Purchases. Reporting Payroll Accounting Tax Contacts

Settings

General

Organization details
Update your organization's name, lego, or contact information

Users
Invite new users, manage permissions, or delete current users

Connected apps
Add and manage the apps connected to your organisation

Email settings
Set a reply-to email address and name, or edit email templates
Sales

Invoice settings

Projects

Manage default settings, invoice reminders, and branding themes (templates for invoices, quotes, purchase orders etc.)

Online payments
Add and manage payment options for customers to pay you online

Purchases

Onlina hill n




Step 16. Change contact information address to match registered address

Contact Information

Mailing address

Updated

Registered
Address
State UP1 RA2

United Kingdom -

Physical address Same as mailing address |_

State ZIP Code
Country v

Attention

Telephone

+44 -
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