
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:

Public Events:
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. Fill out the variable fields with your event’s specific information by typing directly in the body of the email.
8. The “Register Now” button is already linked to the local events page on Ignite, so you are ready to deploy your email. 
*If you would like to hyperlink the “Register Now” button to your specific event, follow step 8 in the private event directions below. 

Private Events:
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. Fill out the variable fields with your event’s specific information.
8. Hyperlink the “Register Now” button by right-clicking the button image and selecting the hyperlink option. Add your WebEx URL or private event URL in the window that pops-up. Once the button is hyperlinked, you are ready to deploy your email. 

Don’t forget to add your subject line!

Invite Email 
Recommended Subject Line: Invitation inside! Training on <topic>
*Don’t forget to update the <topic> section with your event topic. 

Last Chance Email
Recommended subject line: Can you attend <event name>?
*Don’t forget to update the <event name> section with your event name. 
