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Instructions for deploying emails via Outlook

Below you will find the instructions for using the provided HTML email files when using both Web Mail and Outlook. It is important to follow these step-by-step instructions to ensure that the functionality works properly.


Web Mail and Outlook:

1. Open zip folder and “Extract All” to unzip the file.
2. Double-click the .HTML file that you want to send. It will open in a browser window. 
3. From the browser window, select Edit > Select All to select all email content. 
4. Then select Edit > Copy to copy the email content.
5. From Outlook, open a new email draft and click within the body of the email.
6. From the email menu select Edit > Paste to paste the email in the new draft.
7. Edit the bottom of the email with your event location, date and time by selecting the area and typing regularly.
8. Hyperlink the RSVP buttons by right-clicking the button image and selecting the hyperlink option (screen shot below). Add your private event URL link in the window that pops-up. Once all button links are hyperlinked, you are ready to deploy your email. 
   
Recommended subject lines: 
Here’s your invitation to get excited for 2019
Last chance to RSVP for Fast Start 2019

[image: ]

[image: ]
image1.png
To:
Cc:

Subject:

=) =)

Humana. L

It’s a special invitatic
to get a Fast Start.

Cut #¥X
Copy #C
Paste ®BV
Hyperlink... ~¥#K
Edit Alt Text...

Size and Position...
Format Picture... {881





image2.png
To:
Cc:

ubject:

2019 is upon us. It brings new rules and regulations but
also new opportunity. So Humana is staging local events to
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