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Create a dataset 

Create a simple dataset 

  The maximum size of a simple dataset is 32 

rows, 32 columns, and 512 symbols in each cell. 

1 In your Outlook, right-click a folder on the 

Shared Email Templates pane and select New 

Dataset. 

 

2 In your default browser, the Shared Email 

Templates app will open making it possible to 

create a dataset. Enter the name of your new 

dataset, and then select Simple as the dataset 

type. 

 

3 Start entering values. To add a row or column, 

click the corresponding plus sign. 

 

  To insert a macro into a cell, click the Insert 

Macro icon in the cell. 
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  The key column is always the leftmost 

column in a dataset. It's intended for key values 

identifying rows from where data will be 

retrieved. Make sure that all the key values 

are unique. 

To rename the key column, enter another 

name. 

 

4 When your dataset is ready, click Save. 

  

Your simple dataset will appear on the Shared 

Email Templates pane. 

 

  You can import a dataset in a TXT or CSV 

format by clicking Import. 

 

Learn more 

• Import a dataset from a TXT or CSV file 

ablebits.com/docs/outlook-shared-templates-

datasets/#import-dataset 

https://www.ablebits.com/docs/outlook-shared-templates-datasets/#import-dataset
https://www.ablebits.com/docs/outlook-shared-templates-datasets/#import-dataset
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Create an Excel-based dataset 

  Only an Excel table can be connected to a 

dataset. To convert a range to an Excel table, 

select the range and press Ctrl+T on your 

keyboard. 

1 In your Outlook, right-click a folder on the 

Shared Email Templates pane and select  

New Dataset. 

 

2 When the Shared Email Templates app opens 

in your default browser, enter the name of 

your new dataset, and then select either Excel 

Table from OneDrive or Excel Table from 

SharePoint, depending on where the Excel 

workbook that you want to use is stored. 

 

3 Select the necessary file, and then click Open. 

 

4 Select the necessary table. 
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5 Save your dataset. 

 

The Excel-based dataset you created will appear 

on the Shared Email Templates pane.  

 

Edit a dataset 

To start editing a dataset, select it and click  

Edit in browser. 

 

Use dataset values 

In auto-fillable fields 

To automatically insert a value from a dataset into 

an email message, create an auto-fillable field with 

the Insert macro in your template. 

1 In the Edit mode, decide where an auto-fillable 

field is needed, put the cursor there, and then 

click Insert macro. 

 

https://www.ablebits.com/docs/outlook-shared-templates-macros-guide-insert/
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2 Select Insert Dataset Value. 

 

3 Select a dataset, a column that contains  

the necessary value, and a key value to 

specify the row where the necessary value is. 

Click OK. 

 

4 The macro placeholder will appear in the 

template. Click Save. 

 

When you insert such a template into an email 

message, the macro will find the value to be 

retrieved. 

 

The dataset value will appear in the email 

message. 

 

In interactive fillable fields 

To insert a value from a dataset into an email 

message via a dialog, create an interactive fillable 

field (input field) with the WhatToEnter macro in 

your template. 

https://www.ablebits.com/docs/outlook-shared-templates-macros-guide-wte/
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1 When creating a new template or editing an 

existing one, choose a place for an interactive 

fillable field, put the cursor there, and then 

click Insert macro. 

 

2 Select What to Enter. 

 

3 In the What to enter dialog, select Dataset. 

• Specify the field name. You'll see it in a 

dialog when inserting your template into an 

email message. 

• Select a dataset from the list of available 

datasets. 

• Select the column that contains the 

necessary values. 

  If you select For Insert-if sections only,  

the value returned by the WhatToEnter macro 

won't be inserted into an email message and 

will be used only for checking a condition. 

Click OK. 

 

4 The WhatToEnter macro placeholder will be 

added to your template. Save the changes by 

clicking Save. 

 

https://www.ablebits.com/docs/outlook-shared-templates-macros-guide-wte/
https://www.ablebits.com/docs/conditions-shared-email-templates/
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When you insert such a template into an email 

message, a dialog will show up. It will contain a 

dropdown menu listing key values of the specified 

dataset. To select a row from where the macro will 

return data, select a key value. After selecting the 

key value, click OK. 

 

The dataset value returned by the macro will 

appear in the email message. 

 

  If you want to create several interactive fillable 

fields (input fields) for data returned from the 

same row of a dataset, you can save your time by 

copying the WhatToEnter macro. For example, if 

the price, the color, and the size of the same 

model are needed for your template, create an 

interactive fillable field with the WhatToEnter 

macro only once and then simply copy the macro 

by selecting it under Copy from another WTE in 

the What to enter dialog. 

 

You'll only need to change the column from where 

the necessary value will be retrieved. 
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The template will look like this: 

 

When you insert such a template into an email 

message, a dialog will appear. Select a key value, 

and then click OK. 

 

Using the key value, the macro will find the 

necessary row in the dataset and return the 

values you need in one go. 

 

In tables 

Bind a table to a dataset 

1 In the Edit mode, add a table to your template 

reserving only one row for the values to be 

returned from a dataset. After you bind a table 

to the dataset, you'll be able to add as many 

rows as you need when inserting the template 

into an email message. 

 

2 In the table, right-click any cell of the row that 

you want to populate with values from a 

dataset. Then select Bind to dataset. 

 



 Shared Email Templates 
for Microsoft Outlook  Datasets  

  
 

 
 

Ablebits.com 
 

9 
 

 

  Make sure that all the cells in the row are 

empty because the add-in won't overwrite the 

data that the cells already contain. 

3 In the Select dataset dialog, enter the field 

name (you'll see it in a dialog when inserting 

your template into an email message), then 

select a dataset and the necessary columns.  

  The names of the selected columns will 

populate the row in the order that they are 

present in the Select columns box. If a 

different order is needed, clear all the 

checkboxes under Select columns, and then 

select columns in the order you need for your 

table. 

When you're done, click OK. 

 

4 When the names of the selected columns 

appear in the table, click Save. 

 

When you insert such a template into an email 

message, you'll see a dialog. Select key values to 

specify the rows that you want to add to the table. 

Then click OK. 

 

In the email message, the table will be populated 

with the values from the specified rows. 
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  If you want to get some key values selected 

automatically when using a template with a table 

bound to a dataset, add the Default Row column 

to the dataset and mark the rows that you want to 

set as default ones with any symbol or text there. 

 

When you insert a template that contains a table 

bound to the dataset into an email message, you'll 

see that key values from default rows are already 

selected in the dialog. 

 

Unbind a table from a dataset 

In the Edit mode, right-click the bound row, and 

then select Unbind from dataset. 

 

In lists 

Bind a list to a dataset 

1 In the Edit mode, add a bulleted or numbered 

list to your template. 
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2 Right-click the line intended for the first list 

item, and then select Bind to dataset. 

 

3 The Select dataset dialog will appear. Specify 

the field name. You'll see it in a dialog when 

inserting the template into an email message. 

Select a dataset and the necessary column(s). 

Then click OK. 

 

4 The name(s) of the selected dataset column(s) 

will be added to the line. Click Save. 

 

When you insert such a template into an email 

message, a dialog will show up. Select key values 

to specify the rows that will form a list. If all the 

rows are needed for the list, select the very first 

checkbox. Then click OK. 
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In the email message, the list containing values 

from the specified rows will appear. 

 

Unbind a list from a dataset 

In the Edit mode, right-click the bound list item 

and select Unbind from dataset. 

 

Learn more 

• How to create and edit datasets 

ablebits.com/docs/outlook-shared-templates-

datasets 

• How to add regular expressions to datasets 

ablebits.com/docs/use-regexes-in-outlook-

shared-email-templates 

 

Need more details? 

• Shared Email Templates for Outlook 

documentation  

ablebits.com/docs/#shared-email-

templates-outlook 

• More Shared Email Templates features  

and benefits  

ablebits.com/outlook-shared-email-

templates 

• Shared Email Templates tips and tricks  

ablebits.com/docs/outlook-shared-

templates-tips-tricks 

• Shared Email Templates cheat sheets  

ablebits.com/docs/outlook-shared-

templates-cheat-sheets 

 

 

https://www.ablebits.com/docs/outlook-shared-templates-datasets/
https://www.ablebits.com/docs/outlook-shared-templates-datasets/
https://www.ablebits.com/docs/use-regexes-in-outlook-shared-email-templates/
https://www.ablebits.com/docs/use-regexes-in-outlook-shared-email-templates/
https://www.ablebits.com/docs/#shared-email-templates-outlook
https://www.ablebits.com/docs/#shared-email-templates-outlook
https://www.ablebits.com/outlook-shared-email-templates/
https://www.ablebits.com/outlook-shared-email-templates/
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