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Create and usethe Template in Outlook 2010

In the following article, we will show you some basic steps to create and use Template in Microsoft Outlook
2010. In order to get started, create any 1 email ...

TipsMake.com - In the following article, we will show you some basic steps to create and use Templatein
Microsoft Outlook 2010 application. To start, please create 1 new email :

_File | Home Send / Receive
e B,  [Flgnore
M

%= Clean Up ~
M ew Mew Delete

E-mail Items~ %Junk i
Mew Delete

And draft as usual:
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This i a template email that you ean use to quickly respond to & mails.

Regards
Taylor Gibb|

Then, instead of sending it, click File> Save As menu, and select Outlook Template again at Save as Type:
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Name the template and click the Save button:
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And from the next use, we just need to directly open this* .oft file from the Explorer window and change the
information in it later accordingly:

Good luck!

Y ou finished reading the article "Create and use the Template in Outlook 2010" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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