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Do you find yourself typing the same text over and over again in certain types of Outlook e-mail messages? You 
might change some of the content based on the situation, but for the most part the text is basically the same. For 
example, you may regularly send technical notifications to network users that provide new information along with 
a series of precautionary steps that almost never change. 

The typical way to handle this type of boilerplate text is with a copy and paste operation. A more sophisticated 
approach is to use Word as your e-mail editor and drop in AutoText entries for the standard text. But perhaps the 
most efficient approach is to design templates you can use to create standard e-mail messages. You can even 
create a menu containing your templates so you can instantly open a new message based on the template you 
want. Here's a look at how this works. 

Before you start: Enable the Outlook e-mail editor 
If you’ve configured Outlook to use Word as your e-mail editor, you'll need to temporarily switch to using the 
Outlook e-mail editor before creating templates. When you're finished, you can switch back to using Word and the 
templates will work just fine. 

Figure A 

To make Outlook your e-mail editor, 
follow these steps: 

1. Go to Tools | Options and click the 
Mail Format tab. 

2. Deselect the Use Microsoft Word 
To Edit E-mail Messages check box 
(Figure A) and click OK. 

To switch back to using Word as your 
editor, just go back to the Mail Format 
tab and reselect that option. 

Creating a template 
When you’re ready to create a template, open a 
new message window as you normally would. 
Enter the boilerplate text into the body of the 
message. If the message template will contain the 
same words in the subject line, you can fill in the 
Subject field as well. You can also fill in the To, 
Cc, and Bcc fields with addresses if you will 
always be sending the message to some of the 
same people (the Cc and Bcc fields are the most 
likely candidates for this). 

Now, go to File | Save As to open the Save As 
dialog box and choose Outlook Template (*.oft) from the Save As Type 
drop-down list, as shown in Figure B. 

Figure B 

Give the template a filename and take note of the folder in which the 
template is being saved. Initially, Outlook will use the default template 
folder, but you can change the location if you want. Just make sure you 
remember where you put it so you can link to it later. 

After you save the template, the new message window will stay open. 
You don’t need it anymore, so you can close it and click No when 
asked if you want to save changes. 

Note 
If you have Outlook configured to 
AutoSave unsent messages, you’ll find 
a copy of the message in the Outbox. 
You can simply open the Outbox and 
delete the message. 
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How do I… Create easy-to-use Outlook e-mail templates? 

The standard way to use an Outlook template 
isn’t much quicker than using the copy and paste 
operation. You have to go to Tools | Forms | 
Choose Form. Then, you use the Look In drop-
down list to locate and select the template. To 
streamline the process, we'll create a menu with 
options to open a template-based message. 

Creating the menu 
To create the menu, right-click on an Outlook 
toolbar and choose Customize from the shortcut 
menu to open the dialog box shown in Figure C. 
Then, click on the Commands tab, scroll to the 
bottom of the Categories list box, and choose 
New Menu. The New Menu item will appear in 
the Commands list box, as shown in Figure D. 

Figure C 

Figure D 

Drag the New Menu item to the toolbar where you want your 
menu to appear. For this example, we'll place it at the end of 
the Standard toolbar. Once the New Menu item appears on 
the toolbar, right-click on the item to access the options 
shown in Figure E. Replace the default name in the Name 
field with E-mail Templates and press [Enter]. 

Adding templates to the menu 
With the drop-down menu in place, all that’s left to do is add 
buttons that link to your templates. In the Customize dialog 
box, choose File from the Categories list box. Then, select 
Mail Message from the Commands list box and drag it to the 
E-mail Templates menu. When the menu opens, drop the 
Mail Message item on it (Figure F). 

Figure E 

Right-click on the item and replace the default Name field entry with the name of one of 
your templates (or a name that denotes the template; it doesn't have to be the actual 
template name). Then, click Assign Hyperlink at the bottom of the menu and select the 
Open command, as shown in Figure G. In the Assign Hyperlink: Open dialog box, 
locate and select your template file, as shown in Figure H, and click OK. 

Figure F Just repeat these steps to add any other templates you want on the menu. When you’re 
finished, close the Customize dialog box. 
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How do I… Create easy-to-use Outlook e-mail templates? 

Variation: Create a dedicated 
toolbar 
We took the easy route and put our menu on an 
existing Outlook toolbar. But if you prefer, you 
can create a new toolbar to hold your templates 
menu. 

To create a new toolbar, open the Customize 
dialog box. On the Toolbars tab, click New and 
enter a name in the New Toolbar dialog box, 
shown below. Click OK, and Outlook will create 
an empty toolbar. Now, you can click the 
Commands tab and follow the steps outlined 
earlier to create a menu and add buttons for 
your templates. 

Figure G 

= 

Now, anytime you need to 
compose an e-mail 
message that will include 
specific version of 
boilerplate text, pull down 
the E-mail Templates list 
and select the appropriate 
template, as shown in 
Figure I. 

Figure H 

Figure I 
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How do I… Create easy-to-use Outlook e-mail templates? 

 

Additional resources 
 TechRepublic's Downloads RSS Feed  

 Sign up for TechRepublic's Downloads Weekly Update newsletter 

 Sign up for our Desktops NetNote 

 Check out all of TechRepublic's free newsletters 

 "Set Outlook 2003 to look like the old Outlook" (TechRepublic download) 

 "How do I... Set the default folder for saving Outlook 2003 messages and attachments?" (TechRepublic 
download) 

 "Find mail faster with search folders" (TechRepublic download) 

 "Tutorial: Creating and distributing custom forms with Outlook" (TechRepublic download) 

 

Version history 
Version: 1.0 
Published: October 26, 2006 

Tell us what you think 

TechRepublic downloads are designed to help you get your job done as painlessly and effectively as possible. 
Because we're continually looking for ways to improve the usefulness of these tools, we need your feedback. 
Please take a minute to drop us a line and tell us how well this download worked for you and offer your 
suggestions for improvement. 

Thanks! 

—The TechRepublic Downloads Team 
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