
Listing Agent Radon Notification Email 
 

1. The “Listing Agent Email” is sent when the scheduler selects “Notify for 
This Service” 

 
2. The purpose of the email is to notify the agent and seller that a radon test 

is scheduled to be performed and to notify them of the closed house 
requirements for valid testing. 

a. Create the content of the email text 
b. The following variables can be inserted into the text using the 

“Template Variables”.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. A final product might look like this 

  

 
A footer is not required.  The Homebase will automatically insert the 
footer from your organization settings 

4. Be sure to “Save Changes” 

 
5. If you are sending a Compliance Form for the seller’s signature, complete 

the following “Radon Compliance Form” setup 
 
Setup Template for Signable Compliance Form 
 

1) Go to the “Users & Services” Tab and Open Radon 

 



2) Add the signable link to the Listing Agent Notification Email inserting the 
Template Variable “Link to Sign Compliance Form” 

 
 
 

3) Create your Compliance Form 
a. Graphics can be pasted from your clipboard 
b. Add the desired text 
c. Test Property address field can be inserted using the template 

variable “Inspection Address” 

 
d. Insert “Signature” Template Variable 

 



It looks like this: 

 
e. BE SURE to Hit “Save Changes” 

 
f. The final Document could look something like this 

 
 



4) When the Listing Agent email is sent from Homebase, the client receives 
the email notification you created in step #2 above 

5) When selecting the link “Sign Here” in the notification email, the client 
will be directed to this view 

 
6) After submitting signature and title the client receives an emailed copy, a 

copy is uploaded to the Homebase Reports section and a black dot is 
added to the calendar appointment. 

         
 

 



7) The signed form will look something like this 

 
 
 


