How to create and use

Email Templates
(Similar to “Stationery” in Eudora)
First, you have to turn off “Use Microsoft Office Word 2003 to edit e-mail messages”:

1. On the Tools menu, click Options, and then click the Mail Format tab. 

2. Clear the Use Microsoft Office Word 2003 to edit e-mail messages check box. 

3. Click Apply, and then click OK. 
Then you create your template

4. On the File menu, point to New, and then click Mail Message. 

5. When the new message opens, give it an appropriate subject and compose your content. Leave space for variable information that will be added when you send the message. You can also put email addresses in the To: field if you send this message to the same people every time, and if you have files that you send with the email every time, you can attach those. 
6. On the File menu, click Save As. 

7. In the Save as type list, click Outlook Template (this is only possible if you have turned off the “Use Microsoft Office Word 2003 to edit e-mail messages” as described above) and then click Save.  If you don’t change the location of the saved template, you will have to follow a multi-step process to use it later.  To make it easier to use, I recommend that you save it in a folder on your desktop or some other easily accessed place. 
Then you need to turn “Use Microsoft Office Word 2003 to edit e-mail messages” back on:

8. To restore Word as the message editor, click Options on the Tools menu, click the Mail Format tab, and then select the Use Microsoft Office Word 2003 to edit e-mail messages check box. 

9. Click Apply, and then click OK. 

To use your template, either:

      10.  Find the template in the folder that you saved it in (see #7 above) and double-click on it.

OR

10.  In the Inbox folder in Outlook, on the Tools menu, point to Forms, and then click Choose Form. 

11.  In the Choose Form dialog box, click the Look in drop-down arrow, and then click User Templates in File System. 

12.  Select your template, and then click Open. 

These instructions are from:

http://office.microsoft.com/en-us/outlook/HA010865001033.aspx?pid=CH010951521033
and

http://office.microsoft.com/en-us/outlook/HA010917681033.aspx?pid=CH010951561033
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ALTERNATIVE (SENT-MAIL) METHOD

1.
Create a folder in Outlook for the email templates.
2.
Compose your message as usual, including attachments and subject line and send it to yourself.

OR


Find a message in your “Sent Mail” folder that you want to turn into a template
3.
Copy the message from your “Sent Mail” folder to your email templates folder (which you created in step 1).  To copy, hold down the Ctrl key while you drag the file from the “Sent Mail” folder to your email templates folder.

4.
To send the message, find it in your email templates folder and double-click on it (or press Enter) to open it.
5.
Click on the Actions menu and then Resend This Message.

6.
In the To: field, replace your email address with the appropriate address.
7.
Make any changes in the body of the message as needed and Send the message.
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