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Word Templates 
The 2 types of ‘Email’ templates that need to be configured are: 

 - Commercial Email Templates 

 - Word Templates 

 

Commercial Email Templates 
Commercial email templates are set up in conjunction with the Email option attached to reports 
(e.g. booking contract).  These templates can only be used when email reports and will not work 
with any other type of mailings (such as Correspondence tab in an event). 

 

Within the Word Processing tab you have an option to set up Word Templates (for both Letters and 
Email templates) 

 
 

And the Commercial Email Templates, which are for the email option when sending 
reports/Booking Contract 

 

To set up a Commercial Email Template, Select the option ‘Commercial Email Templates’, and then 
‘Add’ 
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Enter the name of the template (this is used when selecting which template you are sending) 

 
 

Ensure that the Template Type is set up (this determines which mail merge tags are used) and that 
the Template Type is linked to the Commercial Email Template Type when added. 

 

Click Save, and Edit Email Template 
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The template design is now open. Each merge tag is displayed down the left-hand side, click 
the merge tag you wish to use. To do this, first select the option within the grey box, and then 
the corresponding merge tag within the white box. A dialogue box will pop open; you can click 
insert to place it on the document.  
 
Continue with this process until you have completed the template. 
 
Please note: The subject line needs to have text for the email to sent 
 
 
 

 
 
To save the template, click the ‘X’ at the top right of the page. You will be returned to the list of 
templates where you can now save your new template 
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Word Processing > Email Templates 
Word processing email templates are designed to be used as Mailings and would therefore, 
typically be used within the Mailings tab of an Event. 

From the Word Processing tab – select – Word Templates. 

Click Add – select Add HTML Email Template 

 

Complete the details, entering the description which will be used to select when sending the email. 
The template type will be Email. Click ‘Save’ and ‘Edit Template’ 

 

 

Remember to enter a subject line and enter the email information you can add images and URLS 
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The merge tags can be found along the bottom of the screen 

 

Use the ‘X’ to close, and then save  
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Word Processing > Word Templates 
 
Word processing word templates are designed to be used as Mailings and would therefore, 
typically be used within the Mailings tab of an Event. 

From the Word Processing tab – select – Word Templates. 

Click Add – select Add Word Template 
 

 
 

 
 
 
Description – The name of the template so you can identify it  
Business Type –  For Commercial this is Standard.  
Template Type – Letter (this may be labelled different at your 
venue) 
Site – Choose the sites that this template will be used at.  
Comments – Further comments to help guide users when this 
template should be used.  
 
 
Click save and Edit Template 

 

 
 
You are then presented with a blank template with which to begin your new word template. 
This screen can be used in very much the same way as a normal word document. 
 
You have the option to either free type your letter straight into this blank template or to copy 
and paste an existing word document into this screen. Then use the merge tags where 
required 
Use the ‘X’ to save the document the same way as your email template 
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This area is for our Support team only.  

Additional Configuration Settings 
If these templates are not working correctly, check the following areas of KxConfiguration. 

Specific Control Settings must be switched on for Word Template Emails to work.  Ensure that Use 
Email Templates is ticked. 

 
 

In the hidden area of KxConfiguration ensure that Email Word Template Type is set to Commercial 
Email and Email Body Template Type is set to Commercial Email Body. 
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