
Invoice Letter Templates – Creating, Using, Managing 

To Create a New Letter Template 

1. Navigate to Utilities > Agency Defaults 
2. Select the CRM/Marketing Defaults radio button and click on the Letter Templates tab.  

 

3. Select <NEW> to create a new letter in the Template Library.  
4. Use the blank area in the bottom right side of the screen to create your new invoice 

letter templates.  
a. You may use the MERGE FIELDS drop down to insert fields to auto populate 

AgentMate fields into the template. 
5. Enter a name for the template under Letter Template Name. 
6. Select a Category from the drop-down. 
7. Press Save 

 

 

 

 

 

 

 

 

 

 

Please Note: These letters will only appear to be selected on the invoice email, IF they are 
assigned to the Invoice Template category. 
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Adding a Category to the Template Library 

1. Navigate to Utilities > Agency Defaults. 
2. Select the Agency/Reservation/Invoice/Accounting Defaults radio button. 
3. Select the General List tab.   
4. Under List Type, select Letter Template Category.  
5. Under List Item: 

a. To Create a New Category, select <NEW>, enter List Item Name, press Save.   
b. To Edit, select the List Item you wish to change, edit under List Item Name, press 

Save.  

 

 

 

 

 

 

 

 

 

Selecting an Email Invoice Template Default 

1. Navigate to Agency Defaults. 
2. Select the Agency/Reservation/Invoice/Accounting Defaults radio button. 
3. Click on the Invoice tab.  
4. From the Default Email Invoice Template drop down, select one of the templates 

created or <NONE>.   
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5. Press Save.   

Using an Email Invoice Template  

1. When generating an invoice to send to the client, navigate to the Invoice tab of the 
AgentMate reservation.  

2. Click Preview Invoice. 
3. Once the invoice is generated, click the Email button in the top right corner; the email 

pop-up box will appear.  
4. Select an Email Invoice Template, if desired; OR type a new letter into the space 

provided.   
a. The default Invoice Template, if designated, will be selected.  
b. If multiple Invoice Templates were created, select one of those from the Email 

Invoice Template drop down.  
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5. Make additional modifications/customizations, if needed, in the body of the Invoice 
Letter.  

6. Press Send. 
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