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Note Sheets - Module 10

How Do | Personalise My Email
Templates Sent Through
Free2Convey?




Enter your notes here

"< Free2Convey - buying and selling properties [ Your deal room ‘ :‘:;;;;ﬁ-:-:uc.. v

9 ‘Your chains Home Page
[# Your deal room

m Companydetals  \Welcome to Free2Convey!
& Users

of Setlings v

Free2Convey allows you to personalise the
email templates which are automatically sent
when certain actions are performed. In the
side-menu, select the ‘Email Templates’ tab.
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¥- Free2Convey - buying and selling properties 7 Your deal room ’ﬁ‘::;;’,;a@c" -
I Email templates
(£ Your deal room
& Company detals Emall area Please choose your area >
Fields
1§ Uses Password recovery
©f Settings v Subject Verification code
& Email templates 1 Body Create user
Approve user
Activate user
Deactivate user - . -
- Here is the list of email
Chain invite guest .
templates you can personalise.
' We will select 'Chain Invitation'
.
Free2Convey © 2015
¥- Free2Convey - buying and selling properties @ Your deal room | 6 eiemeraccte. ©
% Your chains Email templates
(@ Your deal room
B Company details Emaill area Chair irvitation |:
Fields Please choosa your field |v
& Users
&8 Settings » Subject Chair invitation
Body A-m-BIsU s [aam »s @ =0oclg

= Email templates {

The s u bject Of th e ema i I efficient, professional and timely manner we woild like to invite yeu to update the chain view of this b tion: “[Chai Description]”, previded by Free 2 Convey.
may be changed.
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(& Yourdeal room

i Company details Emaill area

& Users Fields

O Settings w Subject

= Email templates { Body

Chain irnvitatian
Please chaose your field

Chain imAtation

Dear {Canzactiamel.

In the interest of ing this

(i
a
Q

M- BJSs$U =3[ J2s8 %« =

YoUrs sincerely,
{InvitatarContactName}

in an efficient,

You can type your text into
the main body panel.
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# Your deal room

and timely manner we would like (o invite yeu b update te chain view of this transaction: “{ChainviewEntryDescriplion)”, previded by Free 2 Convey.

Enter your notes here

W Free2Convey - buying and selling properties [# Your deal room [ a il o 5
e Email templates
(& Your deal room —
T Company details Emall area Chain invitation v
' ees, Fields #lpase cnnoss your field ‘v
08 Settings > Subject Chain Invitation
aLm.:ilumM.:ws{Bmy A (+1 BIsu =zzasafzsam v s a=oc
Dear {ContactName},
In the interest of leting this convey in an efficient, p d timely manner we would like to invite you to update the chain view of this transaction: *{ChainViewEntryDescription)”, provided by Free 2 Convey.
Yours sincerely,
{invitatorContactName} -
To add a merge field, move your mouse
cursor to the place in the email that you
want the merge field to appear, then
select the field from the drop-down list.
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Chain invitation l

{InvitatorCompanyName}

Chain invitation

Dear {ContactName).

Yours sincerely,
{InvitatorContactName}
{InvitatorCompanyName}

In the interest of completing this conveyance in an efficient, professional and timely manner we wq

B %%@%9(3

You may also add images
to the email templates by
selecting this icon.

ion}", provided by Free 2 Convey.
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4 Free?-.CrJn‘.fey = Duvlng and SE”ing pmper[ies U
% Yourchains Email templates
(£ Yourdeal room
i Company details £mall area Chain invitatior F
& Users Fields {ImitatorCompanyName} |v
of Settings w Subject Chain invitation
& Email templates { Body A-mMm-BJsU =sas[fsss »a5=m=9cloe

- Dear (LONECMAME:

In the interest of ing this 5 in an efficient, ional and timely manner we would i s transaction: "[Chain¥iewEniryDescription]”, provided by Free 2 Convey.

Yours sincerely,
Umgasarientactiamet
{mdtatorComeanylame)

From here, you may add the URL of an image from a web
page if you wish, or select the ‘Upload Image’ button to
open an explorer window. You may then browse for a
saved image here. Once selected, the image will then be
inserted into your template.
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% Your chains Email templates

[# Your deal room

i Company details Emall ares Chain irvitation F
Fields {InvitatorCompanyhame} |v

& Users
Subject Chiain invitation
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= Email templates 1 Body

LOG

&

Select ‘Save’ to keep the changes
made to your template.
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