[ ] How To:
a m- Ec Change your automatic

INSPECTION SOFTWARE E-Mail template

E-mailing an inspection report to your clients is quick and simple with Palm-Tech,
but did you also know that it is nearly automatic? Palm-Tech gives you the option
to type out a customized E-mail template for your customers, complete with merge
fields that input all of the customer information for you right in the body of the
message. The software comes with a pre-loaded template to get you started, but
this step-by-step guide will show you the process of going into the software and
making a template of your own.

Changing your automatic E-mail template

1. From any open inspection, click on your “Program Options” button.
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2. From the Program Settings window that will appear, click on "Change E-mail

Template”.
Program Settings
Sereen Prompt Fort: | Tahomal Select
Screen Data Font: |C0urier Mew Select Cancel
Screen Font Size: ’E
Inspection Fles Location: | C\Docurnents and SettingsiBrent|My Docurnents\Palm-Techs Locate
Archive Location: | C\Docurnents and Settings\Brent\My Docurnents\Palm-Techel Archive Locate
v Auto save file between categories Iv Let program sort dropdown lists
[~ Don't prompt for ‘&dd to List v allov entry of cost estimates
v Show ratings individually [ auto cormplete text entries (desktop only)

| Default to first rating on description entry

Default Image Size

Input Screen Image Size: |Small (30% of printed size -
| (31% of p ) J Height: | 1.12"
Change e-mail template Change Company Name | Cost Estimate Settings | wyidth: | 1.50"
Restore Defaults
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How To: Change your automatic E-mail template

3. This will bring up an edit window where you can input a custom E-mail
template of your own. You can edit the text however you see fit here.
a. If you have any custom merge fields that you use, you can use those
here. Any merge field that you can use in the inspection report can
also be used here to auto populate any information you see fit into the

body of your E-mail.

Edit Text

This is the text that wil be used when vou e-mail an
inspection POF to a dient. You wil have the opportunity
to edt the the text before sending.

Ok

Zancel

Dear {{Client MNamel},

assistance,

{{Inspector MName}}
HCompany Mamel}
H{Company Email}}

Your inspection report for {{Property Address}} - {{Property CSZ1} is
attached as a POF file, If vou did not receive the file or have guestions
about how o view it, please contact me at {{Company Phonel} for

4. Once you have made all of the edits you need, click on "Ok” when finished.

5. You have successfully edited your E-mail template.
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