Creating an Email Template in CRM

@ property

This guide provides a step-by-step approach to creating an email template in the
CRM, making it easy to personalise communications with clients.

By following the instructions, users can efficiently craft templates that enhance their
outreach efforts, saving time and ensuring consistency in messaging.
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2  Click here.
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3 Click here and type the body text of your email.

Bec:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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4 To add the 'Template Tags' place the cursor where the tag is to go. Click the blue
options at the bottom of the screen.
Click "Forename"
Click here.
Click "Surname"

Bec:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear

Tomplare Tage

Branch Name | Branch Phone 1 Branch Email
Branch Property No | Branch Address1 | Branch Address 2 Branch Postcode | Branch Logo URL

Bee:

Subject: {Property Address}
File Edit View Insert Format Tools Table
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Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear {Title} {Fnrenamei}

{Forename}

Bee:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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5 Click here.

ccC:

Bee:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear ({Title} {Forena ame}

Please find attached a request to access the property at {Full Address} to allow us ( {Branch Name} ) to conduct a full property
inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.
Regards

{User Forename} {User Surname}
{Branch Name} {Branch Town} v

Template Tags

Property Address | Company Name | Salutation Work phone | Mobile phone Forename | Sumame | Full Address

6  Click here.

CC:

Bee:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear ({(Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allo ch Name} ) to conduct a full property
inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.
Regards

{User Forename} {User Surname}
{Branch Name} {Branch Town} =

Template Tage

Property Address | Company Name | Salutation Mobile phone Forename | Surmame | Full Address




7  Ifrequired remove the additional spaces from the text.

cc:

Bec:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear {Title} {Forename} {Surname}
Please find attached a request to access the property at {Full Address} to allow us ({Branch Name}ll to conduct a full property inspection.
Please contact the o anch Phone 1} or myself {User Email} if there are any issues.
Regards
{User Forename} {User Surname}
{Branch Name} {Branch Town}
-

Template Tags

Property Address | Company Name | Salutation Work phone | Mobile phone Forename | Surmmame | Full Address

8 Tosave or update the templates click here.

To:

zagg.dave@gmail.com X

cC:

Bece:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear ({Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allow us ({Branch Name}) to conduct a full property inspection.
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Click "Update Template" to save the updated template.
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Template:
Access Lefter

To:

B Update Template
28gg.daveagmail.com

cC:

Bec:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear {Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allow us ({Branch Name}) to conduct a full property inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.

Click "Save As New Template"

Template:
Access Lefter

B Save As New Template

zagg.davemgmail.com

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear {Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allow us ({Branch Name}) to conduct a full property inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.



11  Click the "Templates" field and name the template.

Templaies ® a % x
Enter template name
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To:

zagg.dave@gmail.com X

cC:

Bee:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear {Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allow us ({Branch Name}) to conduct a full property inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.

12  Click here to save the new template.

Templates x x
Enfer template name

To:

zagg.davemgmailecom X

cC:

Bce:

Subject: {Property Address}

File Edit View Insert Format Tools Table
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Dear ({Title} {Forename} {Surname}

Please find attached a request to access the property at {Full Address} to allow us {{Branch Name}) to conduct a full property inspection.

Please contact the office {Branch Phone 1} or myself {User Email} if there are any issues.



