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Email templates allow you to write less and send faster. Ultimately, they can make you more efficient when writing messages. Gmail templates include canned replies that you can quickly insert into an email message to fill in all the information you'd otherwise spend time typing with each new message.
Here's how to use them. Before you can start using templates, you'll need to enable them in Gmail, which you can do using the Canned Reply feature. To skip directly to step 4, go directly to your Gmail Advanced (Labs) page. Click on the settings gear in the Gmail toolbar, it is located just below your
image. Select Settings. Go to the Advanced tab (this used to be called Labs). In the Can Reply section, select Enable. Choose Save Changes. Gmail includes some predefined templates, but you can also create and customize your own. To save an email for future use as a template in Gmail. Type your
template message in Gmail. Leave the signature in place if you want it to appear in the template. You can leave the Subject and On fields blank because they are not saved. Select More Options (the three dots next to the Delete Draft button in the lower-right corner of the email message). Select Caned
Response, and then choose New Can Reply. Enter a descriptive name for the new template. It is also used as the subject of the message (although you can always change the subject after you insert the template). Select OK to save the Gmail template. Once you've created your template, you can use it
as a canned reply or response in Gmail. Start a new message or reply, and then choose More Options. Select Canned Reply. In the Insert section, select the template you want to immediately import the template into the message. Be sure to fill in the To and Subject fields. Gmail doesn't overwrite existing
text unless you highlight it before you insert the template. For example, you can type something manually, and then insert a template message to include it after the custom text. You may need to change your Gmail template at some point. Tap Compons to start a new email, and then go to More &gt;
Canned Replies. In the Insert section, select the template you want to change and import it into your email. Make the changes you want to the template. Choose More Options &gt; CanNed Replies, select the template you changed, and then choose Save. In the Confirm Overwrite Can Response dialog
box, select OK. Thanks for letting us know! Tell us why! When every page on your website follows the same design theme, it is easy to create a template for the site using HTML and PHP. The specific pages on the site contain only their content and not their design. This makes design changes easy
because changes take place on all pages of the website at once, and there is no need to individually update specific pages when the design changes. The first thing to do is create a file called .php. This file contains all the Content. Here's an example: My site My website title My site menu goes
here........... Election 1 | Choice 2 | Selection 3 Then make a file called footer.php. This file contains all the site design information that goes under the content. Here's an example: Copyright 2008 My Site Finally, create the content pages for your site. In this file you can: Call the header file (header.php)Set
the page-specific contentCall footer file (footer.php) Here's an example of how to do this: Subpage title Here's the specific content on this page.... Remember to save all your files with .php extension. You can have more than one header and footer. If necessary, create other files to include in the middle
and call them the same way. Pair your templates using a style sheet to change style within page-exclusive content. By Tammy Clevenger Google's free email client, GMail, now contains templates, or canned replies. Google provides a list of pre-written e-mail messages in GMail that, when enabled, can
be used instead of writing a reply to an email. You can also create your own can-eat answers and save them as templates. When you use a template, you can attach files to the email as attachments in the same way you would if you didn't use the template. Open a web browser, navigate to gmail.com
site, and sign in with your user ID and password. In the upper-right corner of the GMail interface, click the Settings option. Click the Laboratories tab. Next to the Caned Reply entry, click the Enable option. Click the Save Changes button at the bottom of the page. Templates are now enabled in GMail, and
a link is added just below the subject line for e-mail replies. Open a web browser and sign in to your GMail account. Open an email in your inbox that you want to reply to, and click Reply. A reply window opens for the email. Click the Canned Reply drop-down list and select the reply to send. The text is
filled in the body of the e-mail message. Click the Attach a File option. A file navigation dialog box opens. Go to and click the file to attach. Click Attach. The file is attached to the e-mail message with the template. The Edward Zehtab Email templates can save you time and increase your productivity by
allowing you to send personal emails quickly to multiple recipients. With a template, you don't have to type the body of the e-mail message repeatedly when you send multiple recipients by e-mail. this can reduce errors. Outlook and Gmail have specific tools to create templates. Yahoo does not have
template creation tools, but you can create drafts to act as templates. Open Outlook, click Tools, and then click Options, Mail Format. Clear Use Microsoft Office Word to edit email messages. Click Apply and OK. Click File and select New, and then click Mail Message. Create the template on this blank
message, parts you would normally have to repeat and leave gaps where information may vary. Click File, Save Under Type, click Outlook Template, and click Save. Click Apply, AND THEN CLICK OK. You have created a template. Open Gmail. Click Settings. Click Labs and select the Canned Reply
check box. Click Save Changes. Click Type and Type the template you want to save. Add a signature and save it with the template, but leave Subject and On blank because Gmail doesn't save these records to the template. Under Subject, click Reply. Under Save, click New CanEd Response, and click
OK. Open Yahoo Mail. Click Create a Folder and call it Templates. Write out your template and send it to your own email address. Open the email, click Move, and select Templates as the destination folder. Highlight and copy all the text in this email by pressing Ctrl+A to highlight it, and then press Ctrl+C
to copy. Click Compons to open a new message, and then insert the text into the message to use the text as a template by pressing Ctrl+V. For example, in some cases, you send an introductory email to a lead, schedule an appointment to meet with a lead or customer, or answer frequently asked
questions over and over again. Not only is this monotonous, but it is also counterproductive and takes a lot of valuable time. Many e-mail programs provide the ability to create e-mail templates to streamline the process of sending these repeating messages. In Gmail, the canned response feature is
called. Instead of having to write each new email from scratch when you create new emails or respond to emails, Gmail's can response system allows you to store the business emails you write regularly. In the future, when you need to send an email or answer a question, you can simply load the saved e-
mail — or can-reply — you've created and saved and make specific adjustments if necessary. These adjustments, or changes, can be as simple as adding a recipient's name or changing the answer a little. It's important to have this option to change, because even if you don't want to write the majority of
the message over and over again, some tailored edits are still needed to customize your communication. As an example, you may need to send e-mail instructions to multiple people, and 90 percent of the instructions provided are the same for each recipient. By using the can-response system, you only
need to write the common instructions once. Another example is scheduling appointments. If someone wants to schedule a time to talk to you, you can simply play with a can of reply that greets them and directs them to an online planning system (another big time saver if you don't use one). The only field
you need to enter manually is their name. Many people already use a similar method copying and pasting an email template from a document or text text in their e-mail message. Since this functionality is already conveniently built directly into Gmail, the same can be achieved in fewer steps. A major
difference between Gmail's canned reply system and email templates available in some other software programs is that you don't create a template from scratch. First, create an email message, then you can save it as a can-reply. Follow these complete steps: Sign in to your Gmail account. Click the
option link in the upper-right corner. This is the icon that looks like a gear. Click Options.Click the Advanced tab. Look for the Called Can Answer feature. If you can't find it, then you can search for Canned answers in the search box. Select Enable, located next to the Can-Can Reply feature. At the bottom
of the page, click Save Changes. You will now be able to see a canned reply function when you start composing an email. To create a new can reply, start by writing your email. Then select New Can Response using the drop-down arrow and name your new can reply. To use a can reply, open a new
email and select the can reply you want to use from the drop-down menu, and the text from the canned reply is inserted into the body of your email. You can then edit the can reply that is required. Canned answers are a great way to create more answers that answer frequently asked questions, instruct
people how to plan an appointment with you, etc. Keep in mind that canned replies are not only for replying to emails you receive, but can be used for emails that you send. This can be convenient for outreach to people you may have met at a networking event. Instead of having to write the same email
over and over again, you can create a can of reply then email the person you met, just insert their name into the email. Canned response is a great tool to save time and increase productivity. Productivity.
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