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TEMPLATE REQUESTS THROUGH EMERGENT’S HELP CENTRE 

Template submissions, whether first submission or change requests, can be submitted directly to Emergent using the 
Help Centre.  There are a number of benefits to using the Help Centre process, the ticket is created automatically for you 
and is available immediately for interaction with our Template Group or for tracking progress.  If you do not have an 
Emergent Help Centre account, contact customercare@emergent.ca to request your account. 

Access Zendesk and sign in at https://emergent.zendesk.com/hc/en-us/requests/new.  There is also a link on the Help 
Centre Home Page to SUBMIT A REQUEST  

 

Create a word version of the template using TRACK CHANGES (strike-out/underline is preferred) showing the required 
changes.  More detailed Template Submission Requirements are available.  

1. Choose Template Request in the dropdown menu.  This triggers the fields necessary for the template 
submission 

 

2. Complete the Subject and Description fields. 

 

mailto:customercare@emergent.ca
https://emergent.zendesk.com/hc/en-us/requests/new
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3. Select the priority, the practice area the template is intended for, and whether it’s a new or existing template in 
the dropdowns.  

 

 

4. The name of your existing template (starting with your unique client number) can be found by hovering on the 
name in Create Documents, otherwise the regular name should be provided.  Choose the reason for the template 
request, the number of templates being requested and add any special instructions, such as font, font size, etc. 

 

5.  To finish the process click ADD FILE to attach your sample document and finally, click SUBMIT 
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