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Inserting a Custom Logo into a Confirmation Letter 

The purpose of this tutorial is to outline the process of inserting a custom logo into a 

confirmation letter.  With a few simple steps, confirmation letters can be easily branded with a 

graphic, typically the company logo.   

Note: The following documentation assumes that the confirmation letter has been created 

with the graphic or logo you intend to use, saved as a web-page filtered .htm or .html 

document, and uploaded, via ftp, to the correct ConfirmationLetters folder in your ftp site. 

 

Step 1: 

Open ‘My Computer’ by double-clicking the icon on the desktop.  In the address bar, type 

ftp://cmetracker.net/ , then press ‘Enter’ 

 

 

 

Type ftp://cmetracker.net/ into the 

address bar. 
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Step 2: 

A dialogue box will pop-up.  Enter your ftp ‘User Name’ and ‘Password.’  You now have access 

to your ftp files and folders. 

 

Step 3: 

You will now be looking at your ftp folders.  Select ‘pubFiles’ by double-clicking it. 

 

 

 

 

Double-Click the ‘pubFiles’ Folder. 
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Step 4: 

Inside of ‘pubFiles,’ you will see a folder called ConfirmationLetters.  Double-Click it. 

 

 

 

 

 

  

Double-Click the ‘ConfirmationLetters’ folder 
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Step 5: 

Inside of the ‘ConfirmationLetters’ folder, find the confirmation letter that you have previously 

completed and uploaded, and you would now like to add a graphic (typically a logo) to.  In this 

example, the confirmation letter ‘ConfirmLetter.htm’ will be used. 

 

 

  



 

WEB: www.cmetracker.com EMAIL: Support@cmetracker.com TEL: (214) 943‐4942  
 

Step 6: 

Click and drag the confirmation letter from the folder to the desktop. 

 

 

Step 7: 

Right-Click on the file that is on your desktop.  Select ‘Open with…’ and then click on ‘Notepad.’  

This will open the confirmation letter in a program called Notepad, and it will look something 

like the following picture.   
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Step 8: 

Scroll down until the text that is circled in the following picture is located.  The text you are 

looking for will always be the same in every confirmation letter you wish to exit, except the 

name you are looking for will correspond to the name of the confirmation letters.  For example, 

we are working with ‘ConfirmLetter.htm,’ so the text we are looking for is called 

‘ConfirmLetter.htm.’  The part preceding ‘_Files’ will always correspond to the name of the 

confirmation letter. 

 

 

 

This is the text you are 

looking for.  Notice it is 

located about halfway 

down the document. 

 

Notice the highlighted words.  These 

will always correspond to the name of 

the confirmation letter you want to 

insert a graphic in.   
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Step 9: 

Click just inside the first quotation mark, and type the following: 

http://cmetracker.net/[Customer Short Name]/Files/Confirmationletters/ 

The [Customer Short Name] will be replaced with your specific Customer Short Name.  In our 

example, it is being replaced with ‘PUB’.  If you do not know your Customer Short Name, please 

email support@cmetracker.com and this information will be given to you.  This same string of 

text can be used for every confirmation letter that you wish to insert a graphic into. 

Important Note:  This must be typed EXACTLY as shown, and it must start on the inside of the 

quotation mark.  See the following picture for the example. 
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Step 10: 

After typing in the required information, in Notepad, click on ‘File’ and then ‘Save’ to save the 

changes you have made. 

 

Step 11: 

Click and drag the confirmation letter you have changed from the desktop back into the 

window you originally took it from.  A pop-up will appear asking if you want to replace the file.  

Click ‘Yes.’ 

 

 

 

 

 

 

 

 

 

Click ‘Yes’ 
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Step 12: 

The required changes are now complete!  Click on the red ‘X’ to close the window. 

Repeat these steps for every confirmation letter that you wish to add a graphic to. 

 

 

 

 

Click the ‘X’ to close the 

window, and the changes 

are now complete! 


