



Instructions for Developing an Outlook email template
This template set up works both in Outlook and Outlook Web Access.

1. Compose an email message
2. Click on the "View Templates" in the top menu bar.
3. Create a new template, then paste the provided text above.
4. When staff use the template, go back into “View Templates” and select the desired template.

Instructions for Developing a template in Outlook Web Access
1. Compose an email message.
2. Click on the icon in the bottom menu (see screenshot below).
3. Then “View Templates” and follow the same process as above.
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My templates is an add-in that lets you
create templates that you can add to your
messages by selecting Insert template.

You can include text and images in your
templates. It's best to save your images to a
location you control, such as OneDrive for
Business. If you link to an image on the
Internet, it might be removed without your
knowledge and break the image link in your
add-in.
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