Edit Preheader Text
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Applies To: m PoliteMail Desktop [ PoliteMail Online ] PoliteMail 0365

Version: W 4.94 W 4.97 m 5.0+

For versions earlier than 4.951, pleaseclick here.

Outlook Message Preview

Preheader text is the text that appears under the Subject line in the Outlook Preview pane. It's the first few
lines of the body of your email, but it can also be security notifications such as External Sender alerts.
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Outlook allows you to display up to 3 lines of preheader text. To change this setting, go toOutlook > View
> Message Preview.

File Home Send / Receive Folder Help Acrobat POLITEMAIL

=] Reverse Sort T= Reminders Window
(‘% {C:)}‘ ; Show as Conversations @ gl Il 1= [ Folder Pane ¥ 9
=1 Add Columns — [ Reading Pane ¥ "9 Open in New Window
Change View Reset @ Show Focused Message |jrrange +— Expand/Coll Use Tighter Ba AT
View ¥ Settings View = Inbox Preview > || By ~ pand/Collapse Spacng [ To-Do Bar  Close All ltems
Current View Messages Focused Inbox Off rangement Layout Window Immersive Reader

’ All - Unread Unread: By Date ¥ 1line

5 We didn't find anything to show here. 2 Lines

E 3 Lines

How to Edit Preheader Text

It's important to keep in mind that your custom preheader text will only be displayed based on the
recipient's Outlook Message preview settings. PoliteMail measurement (tracking) must be turned on in
order to display custom preheader text.

Open a new message in PoliteMail and turn measurement on. Click the PoliteMail tab and you will seeEdit
Preheader text under the HTML options.
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Now you may enter up to three lines of Preheader text which will be displayed in the recipient's reading
pane once they receive the message.
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Line 1: ‘Open Enrollment is now underway. |

Line 2: ‘We need your RSVP immediatelyl |

Line 3: ‘ |

Custom Preheader Enabled

If you uncheck the "Custom Preheader Enabled" box, your message will be received with no preheader
text. However, viewers will still be able to see the first line of the email.



