	DIGITAL SELLER TOOLS
Buyer Instruction Sheet Templates
Six editable pages to send with your digital downloads, so buyers know exactly what to do next.
  6 EDITABLE TEMPLATES  



What is included
	1   Thank you and downloads
	
	2   Printing guide

	
	
	

	3   Digital planner guide
	
	4   Editable template guide

	
	
	

	5   Licence and terms of use
	
	6   Help and troubleshooting



Made for sellers of printables, planners, templates and other digital downloads. Edit them in Microsoft Word or Google Docs. A PowerPoint version, which also imports into Canva, is available too.


Read me first
This page and the cover are for you. Delete both before you send anything to a buyer.
How to use the templates
1. Delete what you do not need. Each template starts on its own page. Delete this cover, the Read me page and any templates you will not use.
1. Replace every yellow highlight. Anything highlighted in yellow is a placeholder. Replace it with your own details, then remove the highlight.
1. Check every line. Make sure every instruction is true for your product, your files and the platform you sell on. Delete anything that does not apply.
1. Make it yours. Add your logo, fonts and colours if you like.
1. Save as PDF. Save or download each finished template as a PDF and include it with your product, or paste the text into your listing.
What the highlights mean
	[YOUR SHOP NAME]
	Capitals: a short detail to fill in.

	[EDIT: ...]
	Write or adapt this sentence for your product.

	[CHOOSE: A / B]
	Keep one option and delete the others.

	Note for the seller
	Boxes like this are for you only. Delete them.



	Before you send a template to a buyer
1. No yellow highlights are left, including the template label at the top of each page.
1. Every step is true for your product and has been tested.
1. The licence and refund wording matches your platform's rules and the law that applies to you. It is a starting point, not legal advice.



Google Docs: upload the file to Google Drive and open it with Google Docs. Highlights and layout carry over, though spacing may shift slightly.
Licence: you may edit these templates and include the finished pages with the products you sell. You may not resell, share or give away the templates themselves.

Digital Seller Tools  |  Buyer Instruction Sheet Templates
[TEMPLATE 1 OF 6: THANK YOU AND DOWNLOAD INSTRUCTIONS. DELETE THIS LINE]
Thank you for your order!
Thank you so much for choosing [PRODUCT NAME] from [YOUR SHOP NAME]. I hope it makes [EDIT: the task your product helps with, for example planning your week] a little easier and more enjoyable.
What is included
1. [NUMBER] [FILE TYPE] files, for example 2 PDF files
1. [EDIT: page size or sizes, for example A4 and US Letter]
1. [EDIT: anything else, for example a colour and a black and white version]
How to download your files
1. Find your files in your [PLATFORM NAME] account under [CHOOSE: Purchases / Library / Orders], or use the download link in your order confirmation email.
1. Click the download button next to each file.
1. If you receive a ZIP file, unzip it before opening. On Windows, right-click it and choose Extract All. On a Mac, double-click it.
1. Save your files somewhere easy to find, for example a folder called [PRODUCT NAME].
	Tip: download on a computer if you can
Phones and tablets can download files too, but they sometimes struggle with ZIP files and very large files. If something does not work on your phone, try a computer first.



Need help?
If anything is missing or not working, please contact me at [CONTACT EMAIL OR SHOP MESSAGES]. I usually reply within [REPLY TIME, FOR EXAMPLE 2 WORKING DAYS].
If you enjoy your [PRODUCT TYPE], I would love to hear what you think. [EDIT: optional line about leaving a review, following your shop or tagging you on social media, or delete this sentence.]

[YOUR NAME]
[YOUR SHOP NAME] | [WEBSITE OR SHOP LINK]


[TEMPLATE 2 OF 6: PRINTING GUIDE. DELETE THIS LINE]
How to print your printables
Follow these steps for the best results when printing [PRODUCT NAME] at home or at a print shop.
Choose the right file
1. A4 files are for the paper used in the UK, Europe and most other countries.
1. US Letter files are for the paper used in the US and Canada.
1. [EDIT: other sizes included, for example A5, and what they are for, or delete this line.]
Print settings
1. Open the file in a PDF reader, for example the free Adobe Acrobat Reader.
1. Choose Print, then set the paper size to match your file.
1. Set the scale to Actual size or 100%, so the design prints at the size it was made. If your printer cuts off the edges, choose Fit to page instead.
1. For colour designs, choose colour printing and a high quality setting.
1. Print one test page before printing the whole file.
Paper suggestions
1. [EDIT: the paper weight you recommend, for example 120 to 160 gsm for planner pages]
1. [EDIT: card for anything that needs to be sturdy, for example covers or cards]
1. Check that your printer can take the paper weight you choose.
Printing at a print shop
You are welcome to have your files printed at a print shop for your own use. Take the PDF on a USB stick or send it by email, and ask them to print at 100% scale on [PAPER SIZE] paper.
	Colours look different?
Screens and printers show colour differently, so printed colours may look slightly darker or lighter than on screen. This is normal and is not a fault in the file.





[TEMPLATE 3 OF 6: DIGITAL PLANNER GUIDE. DELETE THIS LINE]
How to use your digital planner
	Note for the seller: delete this box
Change every step to match your planner and the apps and devices you have actually tested. Delete anything you have not tested. Then delete this box.



Your [PRODUCT NAME] is a PDF designed for a note-taking app on a tablet. The tabs and links let you jump between pages with a tap.
What you need
1. [EDIT: the devices you have tested, for example an iPad or Android tablet]
1. A PDF note-taking app, for example [APPS YOU HAVE TESTED].
1. A stylus is helpful for handwriting, but not essential.
Getting started
1. Download the PDF to your tablet, or download it on a computer and send it to your tablet.
1. Open your note-taking app and use its import option to add the PDF.
1. To test the links, switch to reading or view mode. In many apps, links only work when you are not writing.
1. Tap a tab to jump to that section, then tap [EDIT: the home icon or back link] to return.
Helpful tips
1. Keep a blank copy of the planner before you start writing, so you can always start fresh.
1. Use your app's page tools to duplicate pages you use often, such as notes pages.
1. Back up your planner regularly, for example to cloud storage.
	Links not working?
Check you are not in writing or editing mode, then tap the link again. If they still do not work, close and reopen the file. Some apps do not support links in PDFs. [EDIT: list any apps you know do not work, or delete this sentence.]





[TEMPLATE 4 OF 6: EDITABLE TEMPLATE GUIDE. DELETE THIS LINE]
How to use your editable template
	Note for the seller: delete this box
Rewrite these steps for the app your template really uses and how you deliver it, for example a link inside a PDF. Check every step in that app before you send it. Then delete this box.



[PRODUCT NAME] is an editable template for [CHOOSE: Canva / Google Slides / Microsoft Word]. You can change the text, colours and images to make it your own.
Getting your copy
1. Open [EDIT: the PDF that came with your download] and click the template link.
1. Sign in to [APP NAME], or create a free account if you do not have one.
1. Choose the option to use or copy the template. This saves your own copy to your account, so your changes never affect anyone else.
1. Rename your copy so it is easy to find later.
Editing
1. Click any text box to change the wording.
1. Select an element to change its colour, font or size.
1. To replace an image, [EDIT: the steps for your app, for example drag a new image onto the old one].
1. [EDIT: say whether any fonts or elements need a paid account, or that everything works with a free account.]
Saving and sharing
When you have finished, download your design as [CHOOSE: PDF for printing / PNG or JPG for social media]. [EDIT: any recommended download settings, or delete this sentence.]
	Please note
The template link is for your use only. Please do not share it, as each copy is licensed to one buyer. See the licence for details.





[TEMPLATE 5 OF 6: LICENCE AND TERMS OF USE. DELETE THIS LINE]
Licence and terms of use
	Note for the seller: delete this box
This is an editable starting point, not legal advice, and using it does not on its own make your shop legally compliant. Check it against your platform's rules and the consumer law that applies to you and your buyers, and get professional advice if you are unsure. Then delete this box.



Thank you for buying [PRODUCT NAME] from [YOUR SHOP NAME]. By downloading and using these files, you agree to the terms below.
You may
1. Use the files for your own personal, non-commercial use.
1. Print as many copies as you need for [CHOOSE: yourself / your household / your own classroom].
1. [EDIT: optional, for example use the files to run your own small business, but not to resell them. Delete if not allowed.]
You may not
1. Share, sell, resell, give away or distribute the files or any part of them, in digital or printed form.
1. Upload the files to any website, file sharing service or shared drive where others can access them.
1. Claim the designs as your own or use them in a product you sell.
1. [EDIT: anything else you want to exclude, or delete this line.]
Copyright
All designs and content are copyright © [YEAR] [YOUR NAME OR BUSINESS NAME]. All rights reserved. Buying the files gives you a licence to use them as described above. It does not transfer ownership or copyright.
Commercial use
[CHOOSE: Commercial use is not permitted. / A commercial licence is available separately. Contact me for details. / Please contact me about commercial use.]
Refunds
[EDIT: your refund policy for digital downloads. Make sure it matches your platform's rules and the consumer law that applies to you and your buyers.]
Questions about this licence? Contact me at [CONTACT EMAIL OR SHOP MESSAGES].


[TEMPLATE 6 OF 6: HELP AND TROUBLESHOOTING. DELETE THIS LINE]
Help and troubleshooting
Most download problems have a quick fix. Find your question below.
I cannot find my download.
Check your [PLATFORM NAME] account under [CHOOSE: Purchases / Library / Orders] and your email, including your spam or promotions folder. If you checked out as a guest, use the link in your order confirmation email.
The ZIP file will not open.
ZIP files need to be unzipped first. On Windows, right-click the file and choose Extract All. On a Mac, double-click it. On a phone, use your Files app, or try on a computer instead.
The PDF will not open or looks wrong.
Open it in a PDF reader, such as Adobe Acrobat Reader, rather than a browser preview. Check the download finished, then try downloading it again.
The printed page is cut off or the wrong size.
Check the paper size matches the file, and set the scale to Actual size or 100%. If your printer cannot print to the edges, choose Fit to page.
The print looks blurry.
Choose a high quality print setting and print from the original PDF, not from a screenshot or photo of the file.
The links in my planner do not work.
Make sure you are not in writing or editing mode, then tap again. Some apps do not support PDF links.
Something is missing or still not working.
I am happy to help. Contact me at [CONTACT EMAIL OR SHOP MESSAGES] with your order number and a short description or a screenshot of the problem.

[YOUR SHOP NAME] | [CONTACT EMAIL OR SHOP MESSAGES] | [WEBSITE OR SHOP LINK]
[YOUR SHOP NAME]   |   [WEBSITE OR SHOP LINK]
