
Using Templates to Save Time

Do you find yourself typing the same thing 
over and over? 

Both Gmail and Outlook can store templates 
to insert into your email messages. 

● Gmail template instructions
● Outlook template instructions

I use Typedesk, which has a free version with 
up to 10 templates. Type a shortcut and it 
auto-fills the text. I reveal my templates in 
the picture here.
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