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- Select a template from your archives - Forward email to work on template, select Banner to change
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- It’s good to keep original email    
   templates in your Archive

- Breaking News, Executive 
  Templates and all General 
  templates

- Use these versions when  
  creating a new email (drop the 
  text in) 

  *At times, I notice when recycling  
   email, images will loose its quality
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- Insert Picture from your specified folder - Fonts used: Title is Arial - 16 pts, Body is Calibri - 12 pts
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- Banner images should be less than 600px wide.

- Any image larger will rearrange the template



- Title and Body colors are 15% lighter of BLACK - To insert picture place your cursor where you want the image 
   in the body 

- Signature should be BOLD 
  and 100% Black

  *unless specified otherwise
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- Inserting image and creating word wrap - Drag image to the side you like

Guide to email templates

- When creating your image for email, make sure 
   you keep the pixel width within 500px  

- image shown above is 200px wide

- when resizing the image and  you drag the corners in 
  to shrink or in-large, image quality reduces significantly

- images larger than the template will rearrange the 
  template (Template is set to 600px wide)

- Moving images are not exact 
  and can be very touchy

- Select “Square” in Wrap text
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- Once approved email template ready to send

Guide to email templates

1  |  2  |  3  |  4  |  5  5


