How to Use Your HTML Email Template 

(Instructions are based on Microsoft Word 2010)

1. Open the Microsoft Word file.

2. If you wish to change the banner image, simply select the image, delete and “insert picture”.

3. To change the headline, simply highlight the current headline and type in the new headline. (Styles also have been set for the headlines and body copy.)

· Do the same thing to update or replace copy.

· Note that the layout is built in a table without visible borders. This is to ensure elements don’t float or move once you send out the communication via email (i.e., each bullet is in its own column as is the accompanying copy). 

4. Once the copy is complete and you are ready to send the email, go to:

· Customize Quick Access Toolbar > More Commands > Select All Commands under the Choose command from pull down menu > Select Send to Mail Recipient and click Add.

· You will now see a small mail envelope at the top of your menu. When ready to send the HTML, click on this icon and the layout will automatically populate in your email window.

· Enter the distribution list and add the subject line. Note: we suggest that you test the HTML email first by sending the email to yourself and check for anything that doesn’t look right (text not formatted correctly, inserted images or bullets have moved around or reformatted, etc.)
· Send.
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Helpful Hints

Because Microsoft Word can be limiting as an email tool, keep these tips in mind.

· You cannot use header, footers or styles in Microsoft Word email templates. Simply work within the template provided.

· To maintain brand compliance, do not alter the fonts or use design elements/colors outside the established template.
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