
Using Templates to Save Time 
 
 
Most photographers would rather spend more time shooting and less time bogged down in the 
tedious tasks of running a business. Creating invoices, signing contracts, collecting payments, 
and corresponding with clients may not sound glamorous but they are all necessary elements of 
running a successful studio. A good business management program will help you stay on top of 
these things. And a great one will save you time in the process. 
 
One way ShootQ will help you save time is through email and contract templates. You may find 
in your own studio that you send out the same email over and over again to different clients - 
like a pricing brochure or instructions on what clients should wear to their shoot. Instead of 
typing this email out every time, templated emails will automatically populate with information 
from the client or job file. 
 
The same is true for contracts. Usually the terms and conditions do not change from job to job. 
Only the details about the client and the event will need to be modified. With templated 
contracts, you won’t even have to make those adjustments. ShootQ will do it for you! 
 
This is because ShootQ templates contain variables which are basically placeholders of client or 
event data. When the contract or email is sent to the client, the variables will automatically 
populate with specific information related to the client or job. 
 
There are all kinds of variables in ShootQ including the client’s name, package price and 
description, payment schedule, event date, and many, many more. 
 
Variables are the heart and soul of templates and they give templates their power. You can 
create the email or contract template once and then use it again and again without having to 
modify it for every client. Clearly, that saves time. 
 
Creating templates in ShootQ is easy. Let’s take a look. 
 
 
Email Templates 
 
ShootQ provides you with email templates that are already created for just about any situation. 
You can either customize these templates or create your own. To build a new one, just follow 
these steps. 
 

1. Navigate to Settings > Templates > Emails 
2. Click the “plus” icon to create a new blank template and give the template a name so 

that your studio can identify it. Clients will not see the template name. 
3. Next, add a subject line and text to the body of the email. 



4. To insert variables, position your cursor where you want the variable to appear and then 
double-click on it in the variable drop down menu in the toolbar. The variable will be 
inserted into the email. 

5. If necessary, format the email and add images, links, or attachments. 
 
 

 
 
 
Once your template is saved you can easily select it when emailing a client from their contact 
profile or job. The variables will pre-populate with the client’s specific information. 
 
 

 



 
Contract Templates 
 
Contract templates are created in a very similar way. 
 

1. First navigate to Settings > Templates > Contracts 
2. Click the “plus” icon to create a new blank template and give the contract a name. 
3. Then copy and paste your contract terms into the blank window 
4. Variables can be inserted into any part of the contract by simply positioning your cursor 

and double-clicking on a variable in the drop down list. 
5. You can further format the contract if needed. However, signature fields are 

unnecessary because ShootQ will automatically create these for you. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After your template is saved you can then choose it when creating a proposal. The variable 
fields will automatically populate with the client’s selections in the proposal - like package and 
add-on items - as well as the job information. All they have to do is sign it. 
 

 
 
With ShootQ’s email and contract templates, no longer will you have to spend time creating or 
adjusting the text for these items for each client. You’ll be free to re-use the templates over and 
over again. It’s just one way that ShootQ will help streamline your business and help you stay 
focused on being a creative professional. 
 
 
 


