How to create an email template
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I Step 1: Click Branch Adminr Step 5: Create a Description, Subject and who would generally .
receive this email. escr | |
I Step 2: Click Email Templates I Subjeet: | |
Emai e: Plain Text Email ~
I Step 3: Click New Template I Send To: [ Agent [[] Customer
Step 6: Type body of email inserting the tag where needed Email Body:
Merge Documents SeeE |
| Step 4: Click View Tags | ee txample Dear $AgentFirstName i
Mail Merge Tags
= - Welcome to our system we have your address as
Timelines Step 7: Click Create $AgentAddressML
Email Templates .
Please let us know if this is correct.
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Thank you
&= Page Size: 25 |~|~|~|~| New Template 2
Choose File: Joe Homeowner 123454 Town County s il s
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$AgentFirstName Agent

$AgentLastName Trainer ‘E ) \. :
)l Araeit cnon U Create @J Cancel E View Tags
$AgentEmail no_reply@paymentgone.com

$AgentAddress Here

$AgentAddress2 Quick Note: Scroll down to see all of the
$AgentCity Long Beach possible email tags.

$AgentState CA

$AgentZip 90909

$AgentAddressihn Here, Long Beach, CA 90909

$AgentAddressML Here

Long Beach, CA 90909

Quick Note:
If you choose a file from your branch it will display a sample
of what each "S$tag" will generate on the email.

$AgentHomePhone
$AgentWorkPhone
$AgentWorkPhoneExt
$AgentCellPhone
$AgentFax
$ProcessorFirstName
$ProcessorLastName
$ProcessorName
$ProcessorEmail -
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