Message Template Library

Explore the Message Template Library to access a wide range of prebuilt message templates
for client communication, agent updates, task reminders, and more.

Who Can Do This: Anyone can view the Message Template Library. Some templates are only
visible to admins.

To view the Message Template Library:

e Go to My Info

e Click your name in the upper right corner, then [My Info].

e Open the Template Library

o Click [Template Library] from theMessage Templates section of the left menu.

e Browse Templates

e Explore the full collection of ready-to-use message templates.
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Copy any of these commonly-sent message templates into your account, then customize them to fit your needs.

Account Info

Profile & Settings —

template name Q  search v Next > Last »
Reports © Template Subject Category
My Commissions Closing Confirmation to Buyer Your closing is confirmed! Let's get you the keys.  Closing
Closing Confirmation to Lender IConfirmation of closing for {{buyer name}} Closing
Pipeline esign N )
Closing Confirmation to Seller We're almost there! Final confirmation for your clo.. ~ Closing
Signature Requests Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing
LI Closing Congratulations to Seller The deal is done! Congratulations. Closing
Message Templates Closing Funds Instructions to Buyer Time to prepare your closing funds Closing
e —— Final g to Buyer Time to Final Walk-Through Closing
S N Final ion to Seller Time to Final Walk-Through Closing
- Final Walk-Through Scheduled to Buyer Walk-Through Scheduled — See You There Closing
Final Walk-Through Scheduled to Seller Buyer Walk-Through is Set — Here's What toknow  Closing
Integrations Bonus / Incentive Payout Notification Bonus Payout Confirmation Compensation and Payouts (Admin)
Docusign Brokerage Compensation Received Compensation Received Compensation and Payouts (Admin)
Zapier C i C i ion Disbursed Compensation and Payouts (Admin)
Holdback Notificati c ion Holdback Compensation and Payouts (Admin)
My[ineo Deliver CDA to Title IcDA - {{transaction name}} ({{close date}}) Compensation and Payouts (Admin)
CEDREEZIES Request Corrections Action Required: Corrections Needed Compliance (Admin)
holis@paperlesspipelina.com Request Missing Docs Action Required: Missing Documents, Compliance (Admin)
METEED Transaction Approved Transaction Approved compliance (Admin)
D Contingency Removal Update Important Milestone Coming Up Due Diligence
aster Agmin ) Earmest Mone Your Earnest Money is Secured Due Diligence
unlimited access @) Earmest Money Instructions Earnest Money Deposit Required Due Diligence
Inspection Report Ready for Review The Inspection Report for {{transaction name}} is.. Due Diligence
fegalStuf Inspection Scheduled Your Home Inspection Is Scheduled Due Diligence

Terms of Service Repair Request Sent Notifieation We've Submitted the Repair Request Due Diligence




View a Template

Preview the full content of any prebuilt message template before deciding to copy it into
your collection of reusable message templates.

Who Can Do This: Anyone can view the Message Template Library. Some templates are only
visible to admins.

To view a prebuilt message template:

e Choose a Template to View

e Browse the Message Template Libraryto find the template you want to preview.

e View the Template

e Click the template name. A preview window will display the complete message.

@ Deliver CDA to Title |cpa - {{transaction name}} ({{close date}}) Compensation and Payouts (Admin)

Template Name
Deliver CDA to Title

Subject / Message
|CDA - {{transaction name}} ({{close date}})

Hello {{contacts:titie:first name}},

Attached is the Compensation Disbursement Authorization (CDA) for {{transaction name}]}, closing {{close date}}. Please use this CDA to disburse compensation
and fees at settlement.

Transaction Details

* Transaction: {{transaction name}}

+ status: {{status}}

* side: {{side}}

* Total Compensation: {{total commission}}

* Compensation summary: {{commission summary}}

Please confirm receipt and advise if any items conflict with your final settlement statement. If wiring broker funds, use the instructions on the CDA.

Best regards,
{{sender first name}}

Close

Copy a Template

When you find a prebuilt template you like, copy it to your collection. Once copied, you can
customize and use it like any other message template.


http://ppl-sandbox.knowledgeowl.com/help/view-library

Who Can Do This: Anyone can copy templates from the Message Template Library. Some
templates are only visible to admins.

To copy a prebuilt message template:

o Choose the Template to Copy

e Browse the Message Template Libraryto find the template you want to copy.

e Copy to Your Library
e Click the gear icon next to the template, then [Copy to My Templates]. The template will

be added to your personal collection of reusable message templates.
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Copy any of these commonly-sent message templates INto your account, then customize them to fit your needs.

template name Q search v Next > Last »
@ Template Subject Category
Closing Confirmation to Buyer Your closing is confirmed! Let's get you the keys. Closing HH
Closing_Confirmetion to Lender IConfirmation of closing for {{buyer name}} Closing \ &
Closing Confirmation to Seller We're almost there! Final confirmation for your clo..  Closing &
Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing ® View Template

Closing Congratulations to Seller The deal is done! Congratulations. Closing () Copy to My Templates

Closing Funds Instructions to Buyer Time to prepare your closing funds Closing


http://ppl-sandbox.knowledgeowl.com/help/view-library

