Get Organized: How to Set Up Email
Templates
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If you regularly copy and paste the same old email into a new message, you could be introducing more errors than you
realize. Learn how to set up Outlook and Gmail to do the same job, only more efficiently.
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In both the workplace and in our personal lives, many of us send
what is essentially the same email over and over again. It might say =~ GetOrganized:

. ) How to Set Up
something like, "Here are the weekly sales numbers..." or "Honey, Email Templates
please remember to mail the rent on or before..." Using Email

Templates in Gmail
If you're a reasonably organized and efficient person, you might

copy and paste the previous email into a new message whenever it's

time to send that regularly sent email. It's not a bad method, but it does leave you
open to introducing errors. You might forget to update the subject line, date, a
financial figure, a data point, and so on.

: When | first started my career in media and publishing, | was essentially

GET - aline editor for some academic journals, working with typesetters who
ORGANIZED typed in the changes that | marked up on the files. The most important
A v rulellearned in how to mark up articles for typesetters was this: The
fewer keystrokes they have to make, the fewer chances they have of introducing
errors. In other words, my job was to correct any typos and get the authors'
changes onto the page while also minimizing how much typing the typesetters had
to do.

Along the same lines, when you reuse an old email, you have to input a lot of
unnecessary keystrokes, like deleting and then updating the subject line, changing
key pieces of information, and so forth.

Along the same lines, when you reuse an old email, you have to input a lot of
unnecessary keystrokes, like deleting and then updating the subject line, changing
key pieces of information, and so forth.

A better system is to set up emails that you can reuse over and over more
efficiently, an "email template" (Microsoft Outlook's term) or "canned response”
(Google's term)
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An email template is exactly what you'd expect it to be, an outline of an email with
blank space where updated information will appear. When you provide yourself
with a blank space instead of a number or piece of data to update, you're making
fewer keystrokes, and thus reducing the number of errors you might introduce.
You'll never accidentally sent last week's report numbers; the worst thing that
could happen is you leave something blank, in which case, the recipients will
immediately notice and ask you for the missing data. If you send the wrong
information, though, the recipients may never know it.

Here's how to set up email templates in two of the most often used email
programs: Outlook and Gmail.

How to Set Up an Email Template in Outlook

Outlook refers to these kinds of regularly sent messages as "email templates.” The
feature is available in the desktop program of Outlook, but it's not available in
Outlook.com.

In Outlook 2007. Start a new email message. Type in the body of the email and
subject line as much information as you will need to reuse, being sure to leave
yourself a clear and visible blank space wherever you are going to enter new
information each time you send the message. Here is an example:

Subject line: Weekly Pageview Report for week ending
Here is the weekly pageviews report for the website.

Date:
Body:
Pageviews:
Thanks everyone! Please let me know if you have any questions.

In the upper left corner of the message box, go to the File > Save As.

In the dialog box that appears, you have to change the file type to Outlook
Template (*.oft). You can then name your template whatever you'd like.
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When you're ready to compose a new message using the template, the process for
getting to the template is actually a little bit inefficient, unfortunately.

Go to New > Choose Form

and in the top drop-down selection box, pick User Templates in File System. Any
templates you've saved should be there. Pick the one you want, and it will open as
a new email message, which you can update as appropriate.
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In Microsoft Outlook 2010. Start a new email message. Type in the body of the
email and subject line as much information as you will need to reuse, being sure to
leave yourself a clear and visible blank space wherever you are going to enter new
information each time you send the message. (See the sample above.)



When you've finished designing your template, go to the File tab and choose Save
As.

In the dialog box that appears, you have to change the file type to Outlook
Template (*.oft). You can then name your template whatever you'd like. Hit Save.

When you're ready to use the template, go to New Items > More Items > Choose
Form

: File Edit View Go Tools Actions H
| 3 New v' & 23 &Reply —g@Replyt
134 Mail Message Ctrl=N
%) Postin This Folder Ctrl+Shift+S
[_4 Folder... Ctrl=Shift+E
LYl Search Folder... Ctrl=Shift+P
Navigation Pane Shortcut...
#H Appointment Ctrl=Shift=A
j Meeting Reguest Ctrl=Shift+=Q
83 Contact Ctrl+Shift=C
ﬁ Distribution List Ctrl=Shift+L
& Task Ctrl=Shift+K
szl Task Request Ctrl=Shift+U
ﬁ Journal Entry Ctrl=Shift=+)
o] Note Ctrl=Shift+N
€% Internet Fax Ctrl=Shift=X
=3 Choose Form...
£} ChooseInfoPath Form... Ctrl=Shift-T
L Qutlook Data File...

and in the top drop-down selection box, pick User Templates in File System. Any
templates you've saved should be there. Pick the one you want, and it will open as
a new email message, which you can update as appropriate.

Distribution list. You'll probably want to pair an email template with a
distribution list so that you can send the message to a group of people in one shot.

Go to the Contacts section of Outlook. Choose New > Distribution List.

If you're using corporate or business email, you're best bet is to Select Members
rather than use the function called Add New. Select Members will probably bring
up the list of users available on your business's email system. On the other hand,
Add New lets you type in an email address manually.



How to Set Up Email Templates in Gmail

Get Organized:
Gmail doesn't have a pre-installed templates feature, but there is How to Set Up

. . ) . . . Email Templates
one in the Labs section of Gmail. Labs is an experimental side of

. . . . . Using Email
Gmail, and Google gives you fair warning that any features you find  templates in Gmail
in Labs could disappear or change or stop being supported at any
time. Despite those words of warning, the "Canned Responses"
feature has been available in Gmail for a number of years. | wouldn't worry too
much about it disappearing.

One minor issue | have with Gmail's Canned Responses: it doesn't save your
subject line, only the body copy.

To use templates in Gmail, you have to first enable Canned Responses from the
Labs area.

Go to your Gmail Settings (by pressing the cog icon in the upper right corner).

Choose Labs, and then in the box called "Search for a lab," type, "Canned
Responses.”

Select Enable.
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Gmail Labs is a testing ground for expenmental features that arent quite ready for
primetime. They may change, break or disappear at any time,

If (when) a Labs feature breaks, and you're having trouble loading your inbox, there's an
escape hatch. Use https:/imail. google. com/mail/u/?labs=0

Search for a lab: [\:anned e.g. search, gadget, preview

Save Changes [ Cancel |

Available Labs

Choose canned response... | Canned Responses & Enable

by Chad P  Disable
RTFM '
gtaius 'ePCI'I" template Email for the truly lazy. Save and then send your Sand feadback
e | common messages using a button next to the

compose form. Also automatically send emails using

filters.

Looking for something we don't have? Suggest a Labs feature.

Save Changes [ Cancel




Once Canned Responses is turned on, it will appear as an option on the screen
when you compose a new message.
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To create a new canned response, just type into the body of the email whatever
you want to be in your template. Then go to the canned responses link that
appears right on the message box and choose New canned response (there's a
"Save" label just above it). Type in the name you want for the template.

When it's time to use that canned reply, start a new message with the compose
button, and go to the canned response link that appears—it's the same one you
use to save a canned reply (see above). Just choose the name of the canned
response that you need.

Use Email Templates for Efficiency

Using email templates and canned responses can save you time, but, more
importantly, reduce the chance of introducing an error into an important message.
They make sending regularly email messages much more efficient.



