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“It is rain that grows flowers, not thunder.” 

- Rumi  
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Overview 
Service Autopilot offers an enhanced functionality that will allow users to create an array of 

documents, such as emails, estimates, and marketing material while using a new document editor. The 

editor will be user-friendly and robust. This enhanced functionality will be readily available to all 

Service Autopilot’s users with a Pro Membership.  

Accessing the Document Editor  
You may access the Document Editor screen from CRM’s settings. Here you will be able to manage 

existing documents, as well as creating new ones. This section will explain how to access the main 

Documents section in Service Autopilot.  

1. Access your Service Autopilot account.  
2. Go to Settings. 

 

3. Click on Documents. 

 

4. Select an Active/Inactive document and click Edit.  
 

 
 

5. The Document Editor screen will appear.  
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Adding a New Document  
First, you must Add Documents to the Document list. You can do this in two different ways: 1) From 

the Actions button 2) From the Add Document button.  

Follow these instructions to create a new document, which will appear in the 

Documents list:  

1. Hover over the Actions menu and select Add Document – the Add 
Document overlay will appear.  

2. Alternatively, click on the Add Document button located on the top-
right corner of the Documents screen – the Add Document overlay 
will appear.  

 

You may create nine document types using the Document Editor in Service Autopilot.  

Those types are:  

➢ Chemical  
➢ Client Emails 
➢ Estimate 
➢ Invoice Email 
➢ Landing Page 
➢ Marketing Email 
➢ Mobile App Email 
➢ Other 
➢ Text Message 

 

Other documents may be associated with the one you’re creating depending on the document type you 

select. This is to achieve a specific process within your organization.  

For example, when creating an Estimate, you’ll also need an Estimate Email and a Confirmation Email.  
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Document Editor Screen  
When using the Document Editor in Service Autopilot, you will be manipulating an array of tools to 

create custom documents. The Document Editor will allow you manipulate the content and structure 

of documents related to Estimates, Marketing, Emails, and more. This section will give an overview of 

the Document Editor and its components so you can create custom documents within your Service 

Autopilot account.  

Creating a New Document  

Now, it’s time to start creating new documents. To do this, click Edit on the Document 

Settings overlay.  

 

Assuming you’re working with a blank document, follow these steps:  

1. Start managing your document’s content by adding a Row to your blank document using the 
ROWS tab. You can do this by dragging and dropping.  
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2. Now add content from the Content tab. You can do this by dragging and dropping one of the 
tiles.  

 

3. Start creating content within the different content tiles.  
4. You may add place holders that will be replaced with task related info, such as the [company 

name]. You can do this with the Merge Tags option when using a Text tile.  

 

5. Click Save.  

 

 

 

 

 

 

 

 



 

  Document Editor User Guide 

 

 © 2022 Service Autopilot Proprietary Information. All Rights Reserved.   6 

Managing Content  

The Document Editor in Service Autopilot will allow you to exert content management in the following 

key areas:  

➢ SETTINGS – General settings for the message.  
 

 
 

➢ ROWS – This section contains an array of row types you can insert into your document. You 
need a row in your document before you can add content to it. 
 

 
 

These are inherited by Rows and Content blocks. For 

example, the default font is used everywhere in your 

message, except where you use a custom setting. 

This section is great to build a coherent message 

very quickly.  

Rows are structural units that define the horizontal 

composition of a section of the message by using 

columns. You can use from one to four columns. 

Also, every row has its own settings.  

Using more than one column allows you to place 

different content elements side by side. In addition, 

you may add as many structural elements you need 

to your message.  
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➢ CONTENT – This section includes a series of tiles that represent the different kinds of content 
you can use in your document. Your options will vary based on the document type you’re 
creating.  

 

   

 

 

 

 

 

Dragging & Dropping Content Tiles 

To apply content tiles to the Document Editor, select a tile from the Content tab then drag and drop it 

into a designated row. You’ll be able to drag the tile until a blue indicating line appears.  

 

 

To use these tiles, drag one onto a row. The tile will 

then auto-adjust to the column size. Every content 

block has its own settings, such as granular control 

on padding.  



 

  Document Editor User Guide 

 

 © 2022 Service Autopilot Proprietary Information. All Rights Reserved.   8 

Adding Images  

An important aspect of creating documents using the Document Editor is adding images. You may 

choose to upload, import, or search for free photos. This section will give you a quick overview on how 

to add an image to your custom document.  

1. Drag and drop the Image tile from the Content tab in your document editor. 
 

 

2. From the Content field, click Browse.  
 

 

3. Select from the following actions in the File manager pop-up: 
 

a. Upload – This option allows you to upload cross-company images.  
b. Import – This option allows you to import images from the web and other sources, such 

as Facebook and Instagram.  
c. Search free photos – This option allows you to search for free stock photos.  

 

 

4. After importing or searching for images, select the checkbox next to the image you want to 
insert in your document then click Insert.  
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Background Images  

Adding background images to a document is possible using Row Properties under the ROWS tab. You 

can access these Settings quickly by selecting a row in your document. 

After enabling the Row background image, you’ll be able to upload an image in a similar fashion. Once 

uploaded, the image will appear in the background of the document.  

 

 

 

 

 

 

 

 

 

 

Note: Background images are not compatible with 

all email programs. When not supported, the row 

background color will be used instead. Be sure that 

color works well with your content.  
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Dynamic Content  

Adding a Dynamic Content tile to your document will play an important role when creating Estimates. 

This option allows you to attach a Custom Grid to your document, which is created as a separate 

function in Service Autopilot. The process for adding Dynamic Content to your document is like all 

other content tiles – drag and drop.  

 

 
 

 

Preview 

You may Preview documents in Desktop or Mobile format while using the Document Editor in Service 

Autopilot. These options will give you a visual reference on how your document will look after sending 

it to clients. This option is located on the top-left of the menu ribbon on the Document Editor.  

 

Click on either Desktop or Mobile to change preview mode.  

 

 

After adding Dynamic Content to a document, you can select the content 

you want to use from a list of grids and tables that were created as a 

separate function in Service Autopilot. This list can be found under the 

CONTENT tab. 
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Editing Existing Documents  

In Service Autopilot, you can edit existing documents created through the Document Editor. The 

process for editing existing documents is similar to creating new ones – by accessing them through the 

Documents screen. This section will walk you through the editing process for existing documents 

created via the Document Editor.  

Documents Screen  

1. Go to the Documents screen (Settings > Documents).  
2. Click the existing document you wish to modify.  
3. Click the Edit button on the bottom-right corner of the Document Settings overlay. 

 

 
 

4. Once the Document Editor appears, you may start modifying its contents.  
5. When you’re done, click the Save button in the top-right corner of the editor.  
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Document Types  
When creating new documents, you’ll need to specify the Document Type you’re creating. The 

document and its use will depend on the document type it’s assigned. This section will cover document 

types, as well as other associated documents and classifications inside Service Autopilot.  

Chemical 

There are a few different ways of communicating information about chemical products and services to 

your clients through SA. These include: 

• Client Instruction Emails to notify clients what chemicals have been applied to their property 
and any necessary follow-up care. 

• Recommendation Instruction Emails are emails that are general recommendation emails 
about a client's property that were noticed while you were on site and not necessarily an upsell 
opportunity. 

• Upsale Emails to let clients know about other services and products they have not yet 
purchased but would supplement current service. 
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Client Emails 

Client Email documents can be used for an array of reasons. For example, you may create a Client 

Email type document to use as the initial email a client sees when receiving an Estimate. 

 

 

Estimate 

When creating a document in relation to an Estimate, SA bundles three documents: Estimate 

Document, Estimate Email, and Confirmation Email. These will be required when a client requests an 

estimate.  

 

 
 

Note: Estimate Emails & Confirmation Emails only apply to Estimate type documents.  
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Estimate Email 

An Estimate Email serves as the initial message a client sees before linking them to the View My 

Proposal page to accept or decline services. This document must contain the Estimate Link Merge Tag 

or clients will not be redirected to the VMP page.  

This document is directly related to the main Estimate Document.  

 

 

Note: The document you select for your Estimate Email must be classified as a Client Email type. 
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Confirmation Email  

After an Estimate is approved by a client, Service Autopilot automatically sends a Confirmation Email. 

This document is pulled directly from the Confirmation Email section of an Estimate Document. 

 

 

Invoice Email  

An Invoice Email is an email template that will be used by default when an invoice is sent. These 

documents can allow your clients to quickly view and pay their account balances.  

 

 
 

Landing Page 

This is a legacy feature that is no longer available. Landing Pages have been replaced with Client 

Emails. 
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Marketing Email 

This document type can be used to send clients Marketing Emails for an array of reasons. For example, 

you may create a marketing email to let clients know there is a sale taking place. 

 

 
 

Mobile App Email  

Mobile App Emails are documents that will be sent via Service Autopilot’s Mobile App. These 

documents include an array of emails ranging from instructions after service to cancellation apologies. 

Any document created through the Document Editor that is classified as a Mobile App Email will be 

available for use directly from the Service Autopilot Mobile App. 
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Other  

Documents classified as Other do not conform to the rest of the Document Types listed in the 

Document Editor. For example, a schedule request or collection letter would fall under the Other 

category. These document types can then be used when sending emails or correspondence to an array 

of customers.  

 

 

 

Text Message 

Text Message type documents are used to send clients text messages from the Mobile App. For 

example, you may create a text message that lets clients know they have a scheduled service coming 

up, or that a job was completed. Any document created through the Document Editor that is classified 

as a Text Message will be available for use directly from the Service Autopilot Mobile App.  

 

 

 


