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SureClose — Re-Template a File

Re-Template a File

Re-templating is a term used for copying information such as
paries, tasks and documents to a file from ancther template.
Curing the process of re-templating, you can dedide if you want to
add parties, documents or tasks from a template, or delete tasks
or documents from the file. You must have the permission rights
to re-template a file.

MNote: A red asterisk () indicates a required field must be
completed to continue.

Steps

1. With the file open, click Re-Template. The Re-Template
page displays.
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2. From the Template * list, select the template you want to

work with.
Template:  =Seleci a Template= -
options: = .

add Parties from Templale
7| &dd Dacumenls from Templats
Dialate Existing Documents fram Fila
T add Tasks from Templata
Dialata Existing Tasks fram Fila
T &l Tarms fram Tarnplaty
Dialaty Existing Tarms rom Filg

3. From the Options * window, make the following selections:

*  Add Parties from Template—Select this check box if
wou want to add parties from the selected template to the
file. If not, leave cleaned.

+  Add Documents from Template—Select this check box
if you want to add documents from the selected template
to the file. If not, leave cleared.

o Delete Existing Documents from File—Select
this check box if you want to delete existing
documents from the file. If not, leave clearsd.

*  Add Tasks from Template—Select this check box if
you want to add tasks from the selected template to the
file. If not, leave cleared.

o Delete Existing Tasks from File—Select this
check box if you want to delete existing tasks
from the file. If not, leave clearsd.

*  Add Terms from Template—Select this check box if
you want to add terms and changes from the template to
the file. If you only select this check box, and not the
Celete Existing Terms from File check box, then terms
and charges from the selectad template will not be
added if a term or charge with the same description
already exists on the file. This prevents duplicate entries
on the file after the re-template.

= Delete Existing Terms from File—Select this
check box if you want to delete existing terms
from the file.

Mote: If Delete Existing Documents, Tasks, or Terms is not
selected, the new items will show a date and ime stamp when
added and may cause confusion.

4. When finished, click Save.

Notes:
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