
 

 

Document

• Generate the word document using Emergent 
Create Documents

• Although multiple documents can be attached to a 
single request,  each Change Request must be a 
separate word document.  

Changes

• Make changes stand out
• Use Track Changes (preferred) OR

• Ensure markups and instructions are clear

• Provide template name by hovering over the 
display name in Create Documents

Submitting

• Use Zendesk to create the Change Request ticket 
and attach the word document

• Zendesk instructions can be found at 
www.emergent.ca/help or here

Template Change Request Requirements 

https://pronto-core-cdn.prontomarketing.com/2/wp-content/uploads/sites/2313/2017/10/Helpdesk-Template-Submission.pdf
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Examples 
Track Changes Within Document 

 

Track Changes with Comments 

 

Comments within Document  

 
 


