LEVERAGE

Create an Outlook Email Template

This tutorial will show you how to Create an Email Template in Outlook.
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1. Create a New Email
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Create a new item.

2. Draft an email: Populate the Subject Line, Email Body, Add Attachments, and include Recipients.
Delete your email signature. It will pull in automatically when you open the email template.

From | leveragelean@outlock.com
Send
=1 ‘Brent Schneider (brentschneider@leveragelean.com)
Subject ‘Create an Outlook Email Template
- PDF-Create Qutlook Email Template.pdf
Attached ﬁ 124 KB -
Hello,

Here is how you Create an Qutlook Email Template. (Follow the instructions in the attached PDF)
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3. Click File

[

Paste X
S ~ Formr

4. Click Save As

Save As <

5. Under File Type select Outlook Template (*.oft)

File name: | Create an Outlook Email Template.msg

Save as type: |Outlook Message Format - Unicode (*.msg)

Text Only (*.txt)
Qutlook Template (*.oft)
ide Folders Qutlook Message Format (*.msg)
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6. Click Save

File name: | Create an Outlook Email Template.oft

Save as type: |Outlook Template (*.oft)

ie Folders Tools - Save [ Cancel

7. Close the email. (Don’t save to drafts)
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8. Click the Developer Tab

Her View  Developer

L
(%2 Reply %
g
22 Reply All =
= . Em~ | =

If you do not see the Developer Tab activate it with the instructions on this page

9. Select Choose Forms

2+l TR Developer QglEls

BN

[nanasas|
Choose Design
Form %a Form

Custom Forms

; Choose Form
— Choose a form to desiagn, such as a
|| meeting request or task.

10. In the Look In dropdown select User Templates in File System

Choose Form

Lok In: |Standard Farms Library P 5=

Standard Forms Library

AppointnPersonal Forms Library

contact |Qutlook Falders

Distributil Standard Templates

User Templates in File System h‘
Int;ox

Journal B
Meeting
Message

Mote

Post

Standard Default
Task

Task Request

Display name: |Appointment ‘ | Open |

File narme: | ‘ | Cancel ‘
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11. Select the Email Template you just created. Click Open

Choose Form

Look In: ‘User Templates in File System ‘ Browse...

| ChUsers\lever\AppData\Roaming\Microsoft\Templates\*.oft |

Create an Outlook Email Template

Display name: |Create an Cutlook Email Template ‘ | Open %J

File name: |Create an Outlook Email Template.oft ‘ | Cancel

12. Your newly created email template will display.

From ¥ | brentschneider@leveragelean.com

Send

T

|Brent Schneider (brentschneider@leveragelean.com

Subject Create an Outlook Email Template
— - PDF-Create Outlook Email Template.pdf
Attached ﬁ 130 KB

Hello,

Here is how you Create an Outlook Email Template. (Follow the instructions in the attached PDF)

Stay Awesome,
Brent Schneider
brentsch neider@leveragelea n.com

LEVER. LEAN.

------

Leverage & Lean LLC

13. Make your updates and click Send
Frat
|

Send

Subje
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