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1 Overview 
 
The following document outlines how to create a new email template in Salesforce and then how 
to use that template to send out a mass email to multiple contacts.  
 

2 Create an Email Template 
 

1. Start by clicking on your name in the upper right corner and going to My Settings. 
 

  
 

2. On the left hand side you will click on Email and then Email Template. 
 

  
 

3. The drop-down has folders where you can access Public Classic Email Templates or your 
Personal Email Templates.  If you would like to create a new template simply click on 
the blue button in the middle of the screen that says New Template. 
 



 

 
Document: Salesforce - Leads Page 4 of 6 Document Version: 2.0 

 
 

 
 

4. Choose which kind of email you would like to send and click Next.   
 
Note: Typically, you will send text email, but you may also have the HTML code to 
paste into the pre-made newsletter.  If that’s the case, you can select Custom (without 
using letterhead).  
 

 
 

 



 

 
Document: Salesforce - Leads Page 5 of 6 Document Version: 2.0 

 
 

5. Fill out the fields in red and make sure the Available For Use box is checked and click 
Save. 

 
 
Note: If you choose to create a custom template, you can paste existing HTML code into 
the HTML text box if you have that readily available.  If you need to help with custom 
templates, please contact extsalesforce@purdue.edu.  

 

3 Sending a Mass Email 
 
After you’ve created an email template with the information in it that you want to send out then 
you can send a mass email to your contacts, leads, and mail groups.  

For contacts or person accounts 
On the Contacts tab, in the Tools section at the bottom of the page, click Mass Email 

Contacts. 
 
If you use person accounts, the link also appears on the Accounts tab. 

For Mail Groups 
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On the Mail Groups tab, select your Mail Group view and then go to the mail group you 
want to email.  Click Mass Email, and then select the template you created. Click Send Mass 
Email. 
 
For leads 

On the Leads tab, in the Tools section at the bottom of the page, click Mass Email 
Leads. 
 

Note: After you send out a mass email you’ll receive an email letting you know if that 
the email was successful and if any addresses failed.  

 


