Adding a BPAY logo to XERO invoices
1. Log into you XERO account.

2. You need to create a new invoice template which will include the BPAY logo and Customer Reference Number (CRN).

3. Go to Settings and then select General Settings.

4. Under the Features section, click on “Invoice Settings” header.
5. Click on “New Branding Theme” and select “Customer.docx” from the drop down box.

6. Choose a name for this new invoice style e.g. my BPAY invoice.

7. Hover your mouse over the 6 dots next to the new invoice style name (located in top left hand corner).
8. The cursor will change to 4 arrows – click the mouse button and move this invoice box to the top of the page. The Standard section should automatically move below it.
9. Click on the “Download” button located next to “Purchase Order” 
10. Double click on Invoice to open this in a Word Document.

11. Insert the previously saved BPAY logo onto the Invoice. Select Insert, then Select picture and Select from file.
12. The BPAY logo will now appear on the invoice, go to;
a) FORMAT, then
b) PICTURE, then
c) LAYOUT, then
d) INFRONT OF TEXT, then
e) Drag logo to where you want it to show on the invoice.

13. In the BPAY logo, draw a text box next to “Biller Code:” and one next to “Ref:” so the details can be added. 
14. Click on Insert – draw text box. When you go to add the biller code and reference number you will need to put the text ‘infront’. This is done by clicking on the text box to select it. Then go to format – picture – layout – infront.

15. Save this file as BPAY Invoice.

16. Finally upload the template using the steps below :
a) Go to upload.

b) Browse for file.

c) Select where you saved your BPAY Invoice.

d) Click upload.

