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USING THE TEMPLATES  MANAGER  

To enter the Templates Manager just click the 

òTemplates Manageró button on the Main Screen. 



USING THE TEMPLATES  MANAGER  

You will not need to interact with this area unless you 

want to modify the default letters (templates) that are 

used in the Dispute Center. 

If you decide to use this area, then you will need to 

be aware of several important points: 



USING THE TEMPLATES  MANAGER  

The buttons at the top left of the screen are used to 

insert (merge) the fields they represent into any one 

letter (template).  Simply put your mouse cursor 

where you want to insert the field and click one of the 

buttons at the top and the symbol that represents that 

field will be entered at the cursor position. 



USING THE TEMPLATES  MANAGER  

You can view all the topics of any template category 

by selecting the category from the category field. 



USING THE TEMPLATES  MANAGER  

You can add new CATEGORIES to the Template 

Manager by clicking the ADD CATEGORY icon to 

the right of the screen. Inside each Category you can 

have unlimited Templates. To add a Template, select 

the Category you want to add the template to and 

click the ADD TEMPLATE icon to the right of the 

screen. Also, itõs possible to DUPLICATE the 

selected Template. 
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The easiest way to use your own template is by 

modifying the ones included in the software. To do 

this, just select the Template to modify from the list 

at the right of the screen and then modify it as you 

normally would with any word editor. 
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In the event you want to create your own templates, 

then the most important point you need to 

understand is how to turn templates On and Off and 

how to set which template is going to act as the 

default for a certain Dispute Type. 


