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Create Outlook E-mail Templates for Regular one-off Emails

Issue:

You send the same, or very similar, email response to an individual client or prospect regularly. Some of these
include attachments. If you use mail merge to email for a standard document, selecting “merge to selected
record” only, you have to remember to include these attachments. It's a time consuming task.

Resolution:

In Outlook, you can create templates that contain text that you send on a regular basis. You can compose and
save a message as a template, and then use that template whenever you need it. Just add any new or
personalised text before you send the message. You can also include attachments which are saved with the
email template.

(Important: You cannot create an Outlook template if you are using Microsoft Office Word as your e-mail editor.
To make sure you are not using Word as your e-mail editor, click the Tools menu in Outlook, click Options, and
then click the Mail Format tab. Clear the check box next to Use Microsoft Office Word 2003 to edit e-mail
messages, and then change the settings back after you have created the template.)

Instructions:
Create a mail template
1. In Outlook, on the File menu, point to New, and then click Mail Message.
When the new message opens, give it an appropriate subject and compose your content (an example is
shown below). Leave space for personalised information that you'll add when you send the message to a
particular recipient. Include any attachments you may wish to add.
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T Getting the most from your MYOB and youGraw.ndf (536 KBl

Attached: 2 Cleaning up MYOEB Accounting Database pdf (273 KBJ;
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Hi (First Name}

Thank you for your decision to proceed with youGROW CRM for your MYOB Accounting File —
really looking forward to having you on board! @

I have attached the following:

1. Your Proposal, outlining exactly what you can expect with your purchase and training of
youGROW. (Dail will invoice you directly — not youGROW)

2. OQurpaperwe wrote with Veechl Curtis, giving examples of how to use the various
custom lists and fields in MYOB — | believe we went a fair way towards achieving this
with you on Wednesday — but I'm sure we would refine this to make it even better.
Dail will assist you with this.

3. Qurinstructions for cleaning up your existing MYCOB database. Itis essential that this be
done ASAP — as we discussed on Wednesday, you will be able to cut and paste your
information currently stored in your address 2 fields, easily in Excel, to the appropriate
Custom List or field.

4. Qur pre youGROW installation Checklist. You mentioned you were using Office 2000.
youGROW is compatible with this, but Outlook and Word 2000 only merge to plan text
format in emails. You may want to consider upgrading to Office 2003 — | believe the
benefits far outweigh the cost. (And as | mentioned, | do NOT recommend upgrading
to Office 2007.)

Tony, | would like to take this opportunity to thank you for your business — I'm really looking
forward to hearing of your success, and congratulate you on your willingness to think about the
customer— it will pay you great dividends! @

Of course, if you have any questions regarding the attached, please do not hesitate to contact
me.
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2. On the File menu, click Save As.
3. Inthe Save as type list, select Outlook Template, and then click Save.
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Outlook Template
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4. Close the message that you used to create your template. If prompted to save the message, click No.

To Send a message using your template

1 From the Outlook Inbox, click the Tools menu, click Forms, and then click Choose Form.
2 Click the Look In box, and select User Templates in File System from the drop-down list.

Choose Form

Look In: | Standard Forms Library

——|Standard Forms Library
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contact |personal Forms Library
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Open

| | Cancel
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3 Select the template that you created in Step 1, and then click Open.
4. Personalise the message, add the recipient's e-mail address to the To line, and then click Send.

NB: You can also use this same process to create templates for Tasks and Calendar Appointments in Outlook.
Task templates in particular are a great tool — especially when you have a number of tasks which must be
completed say for one order or project, and these are all recurring, and very much the same. You can simply
create the list of things to do in a normal task item, save it as a template, and then assign the task to others
responsible within your organisation — nifty! ©
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