Sending an HTML email from Microsoft Outlook

After your email has been carefully coded and reviewed, it can then be sent from
Microsoft Outlook. To make your HTML appear in the body of the email, follow these

helpful hints.

= Open the actual HTML file.

= Select All (Ctrl + A), then Copy (Ctrl + C) the document.

= Return to your main Outlook inbox.

= In the top navigation bar, go to Actions > New Mail Message Using >Microsoft
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Note: If your settings do not show this in parenthesis, this means
your settings are set to rich text. This has to be changed in order for

you to send your document.

Changing Your Settings

Go to Tools>Options. This should open a pop up window like this:
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Once this window pops up, go to the Mail Format tab. This should
Give you a window that will allow you to change your settings. If your
“compose in this message format option” is set to “Rich Text,”
change it to HTML by selecting it in the drop down box. See the
diagram below:

Once you have made the change, Click OK.



_MWMM
ipe G Yew Go ook fttons el

P ack o0 | 4ol fd Y | outlooeint _'
it = | 0 9 | aBeshy  dFesh i A L Foyad | Y SendRegeve = |[Z5Rnd] 5 | ) e oo
JE3 ) et o JE]__J,. peiformanis e e 2

1 Em I Optioms

Fireod Bm Frabda g Freferences | Mal Sshp Pl Format Speling | Seowty |
L) Inksow (2} Metage foevat
L4 Unread Had (2} (Chocse & Format for cubgorg mal snd changs advarced settngs.
2§ For Fobow Lp =i Ep
2 Serd Brems he Compose i the mescage fornst- [T ~ | |
2 M Fokdars [Eltse Microsoft Office Wioed 2003 bo edit &-nul messages 2,
) = [CILkes Morosoft Office ‘Word 2000 ko resd Rich Taxt a-mel messsges
Y Inbox (2 — e s
1 Compholsd sCa [ amemrnetFomat... | [ international cpticns. ., | i
L Commploted task: Stationery and Fonds m
il Complrant i Iz sxstionesey to changs your defsult font snd style, changes colors,;
3 [ e »  and add backgrounds to your mescages, b
i E-Masl Nawrilsll: s this statiorery by dhafault: Fa T w
3 Emal Skyles o ks
3P | Fots.. || sosiorsey pictw. . |
2 HA[Adminditrah = Sonaures
= (23 Dowgoing Tasks =
3 magents | oy Sekact sgrabuaws bor sdounk! . Marosolt Bxchonge Server (%
jTﬁdstn{mﬂ Sagnitire For ree messages: Al Caabgoing L E
- i Juri, E-masd Sagristure for rephes snd forwands: | A1 Ouligeieeg e 1
o Onthere
Lo Serk Thems Shonatires...
3 . Search Folders
L For Fobow Up
L Lawge Mad 5 E da
L4 Unread Fail | [ o ) comen |[ mectr |
| = duchhve-Sterbng, Yashi
L3 Bsd s Wodnesday, June 14, 20046

= Once you have made your change you should be able to go back to Actions> New

Mail Message Using. Now, the settings should say:
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= |f it says this, click on this option. This should open a new email message.

= Delete any outgoing signature that may appear. Paste (Ctrl + V) the code into the body

of the email. If it appears correctly, it is ready to send out. Press send (Ctrl +

Enter).
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You have successfully sent out an HTML email! Congratulations!
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