Create Email Templates in Colorado Mesa
University's Outlook

How to create a saved email template to modify later in the CMU Outlook online app.

1 Navigate to MAVzoneApplications

2  Click "Microsoft Outlook" from the list of applications in MAVzone
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Create Outlook Email Template
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3  Click "New mail" in the top left.
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4 Click the waffle icon labeled "Enhance Outlook with apps." This is found under the
"Message" ribbon when sending a new email.
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5  Click "My Templates" from the pop out menu.
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6 Click the plus "Template" link on the right, side menu.

=AUl EM

& D My Templates

oo
oo

7 -

m & @ @ I'll reply later
Heading to a meeting. I'll get back to you soon.

I'm running late

To Bee

I'm running late.
Ce Lunch?

Do you want to meet for lunch this afternoon?
i a subject

@

e / to insert files and more

mantha Huddleston

3/Her/Hers

it Director of Educational Access Services
iddleston@coloradomesa.edu

1.248.1801

Made with Scribe - https://scribehow.com



7 Add a title for the template and the content for the email. This can be copied from
the Student Flexibility Email Template on the EAS website or typed directly into

the space.
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9 Click "New mail" in the top left of Microsoft Outlook online app.
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10 Click the waffle icon labeled "Enhance Outlook with apps." This is found under the

"Message" ribbon when sending a new email.
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11  Click "My Templates" from the pop out menu.
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12  Click on the created template which will insert it into the active email.
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13 Customize the email content from the template to meet your communication

needs.
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