ﬁ Shared Email Templates

-~ for Microsoft Outlook M adCros

Insert a macro @ If you're going to apply some formatting to

macro placeholders and you want that formatting
to be visible, switch from the Default macros style
to the Dashed one. To do that, go to Profile > Edit
my account, then select the Dashed macros style,

In a template that you're creating or editing, place
the cursor where you want to have a macro
placeholder. Click Insert macro.

and save the changes.
FIE O (signature) v
< Edit my account
(font) v (size) v £ v A v B
. . Username
T Ug====Z=viEv
anna.hope
= = HYy X @ ® o {} 9
First name
ClE Anna
HeI|o|
Last name
Hope
Email
Find and select a macro that you want to use. anna.hope@ablebits.com
< Select macro
Macros style
insert recipient first name Dashed v

Auto-fillable fields

Add information to message or appointment body

This is an example of a formatted macro
placeholder with the Dashed macros style

enabled:
Insert Recipient First Name
Insert the recipient'’s first name into an email or N - lat
appointment. If the name is not displayed in the To 7 éw lemplate
or Required Attendees field, the email address is
inserted. F E 0 (signature) ~

Cancel Hide descriptions (font) v (size) v 2 o~ A v B
I Ug == == =vizv
When the macro placeholder appears in the S EEYR D@ R O YD
template, save the changes by clicking Save.
GE

CE

Hello Insert RecipientFirstName

Hello Insert RecipientFirstName

Cancel Save Cancel
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ﬁ Shared Email Templates

Macros

-~ for Microsoft Outlook

Copy a macro You can also delete a macro by selecting the
macro placeholder and pressing the Delete or
Right-click a macro placeholder and select Copy. Backspace key on your keyboard.
= E HyS @& o 39D Fill in To, Cc, Bcc, and Subject
GE , , :
To automatically insert some email addresses or
Hello [ e text into email message fields, you can use the Fill
S and Add macros. These macros also work for
& Link... Ctrl+K B . .
appointments and meetings in Outlook.
O c , »
icd 1 In atemplate that you're creating or editing,
5 Paste Ctrl+v choose a place for a macro placeholder and put
X Remove the cursor there. Click Insert macro.
if.. Add Condition 1ER o
f Edit Macro Text (font) v (size) v £~ A v B
[E] Copy Macro Text to Clipboard T Ug == = = :=+vI=v
_ = = By @ ® o 39
You can also copy a macro by selecting the macro
placeholder and pressing Ctrl+C on your ¢ =
keyboard.
|
Delete a macro
Right-click a macro placeholder and select

Remove.
2 Select a macro that you want to use.
= = By @ & o {9
oE < Select macro
- . fill cc
Hello Insert RecipientFirstName
@ Link.. Ctrl+K
Outlook fields .
rl:l Copy Fill in email or appointment fields
[[] Paste Ctrl+V
Fill Cc
X Remove . _
Insert address(es) into the Cc field of a message or
. the Optional Attendees field of an appointment. 7
Ef Add Condition Note that any previously added addresses will be

deleted.
& Edit Macro Text

[E Copy Macro Text to Clipboard Cancel Hide descriptions
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ﬁ Shared Email Templates

-~ for Microsoft Outlook MacrOS
3 Inthe macro dialog, enter the necessary email AER (signature) o
address or text. Click OK.
(font) v (size) v £ v A v B
I U g = = = = = v = v
Fill Cc field X
= E HyX @ ® O {}9D
example@domain.com (%] o

“ Cancel 2 Select the option you need.

& Select macro

4 The macro placeholder will appear in your

Search
template. Click Save.

Attach from URL

= : ?
’ = [l]J (signature) A Attach a file from a URL. '

(font) v o (size) v £~ ﬁ v B Attach from OneDrive .
- _ — Attach a file from OneDrive.
I U g == == = v = v
. T — Attach files from OneDrive folder
= <=
- @ e %\ © Q& <> { } K) Attach all files from a OneDrive folder.
& i
Attach from SharePoint
) Attach a file from SharePoint.
Fill Cc

Attach files from SharePoint folder

Attach all files from a SharePoint folder.
Save Cancel -
Cancel Hide descriptions

AN
The use of the Fill macro will result in deleting
the email addresses or text that the specified field

already contains. If you want to keep them, 3 Hsmg the macro dFIQT_log' specify the necessary
choose the Add macro. ile(s) or enter a URL.
AttaCh files Attach from URL )

You can automatically attach files from OneDrive,

SharePoint, or URLs with the Attach macro. Attach from URL X

1 In atemplate that you're creating or editing,
place the cursor where you want to have the
macro placeholder, and then click Insert

A.
macro on the template editor toolbar. “ Cancel

https://cdn.ablebits.com/docs/ [#]
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ﬁ Shared Email Templates

-~ for Microsoft Outlook M adCros

4 The macro placeholder will be added to the

2 Select the option that you want to use.
template. Click Save.

Insert Picture from URL

¥ 20 (signature) v Insert a picture from a URL into the message or
appointment body.

v (s v £ v A v . .

i) (size) - B Insert Picture from OneDrive

I U ab = = =2 =2 s v E v Insert a picture from OneDrive into the message or ?
= - - - — = = appointment body.

= = By X @ @ o {9

Insert Picture from SharePoint

C}I

4]

Insert a picture from SharePoint into the message or
appointment body.

Hello, Insert Photo from Azure AD

Insert the photo from Azure Active Directory.
Please find attached a Shared Email Templates

cheat sheet. Cancel Hide descriptions

@ URL
3 Specify where to take the picture from.
Cancel
<& Please select a file
Learn more

.. > Shared > Shared Email Templates > Logo

e How to attach files to your templates
ablebits.com/docs/outlook-shared-templates-

attach-files Upload Cancel

Insert pictures

[*] set-logo.svg

@

4 Set the picture size, add a link, and enter the

. ‘ link title if you want to.
By using the InsertPicture macro, you can add

images from OneDrive, SharePoint, and URLs. You d
can also insert your profile picture from Azure AD. Insert picture
1 In atemplate that you're creating or editing, You can set the size for the image
place the cursor where the macro placeholder " inserted in an email
is needed. Then click Insert picture. Width (px) Height (px)
150 150
F 2 0N (signature) v
Link URL:
(font) v (size) v £ v A v B
I' Uk ====5=viey Link title
= = vy @ ® o (19D
Ablebits.com
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ﬁ Shared Email Templates

-~ for Microsoft Outlook M adCros

5 When the macro placeholder is added to the

3 The macro placeholder will indicate an auto-
template, click Save.

fillable field in your template. Click Save.

This is the Shared Email Templates logo. ’ =R (signature) o«
= e (signature
& set-logo.svg

(font) v (size) v £ v A v B
El - U e e == e
)E <E L @ By <>
Learn more By XX @ % 9
i

e How to insert pictures into templates
ablebits.com/docs/outlook-shared-templates-
insert-pictures

I'm sending you Insert Subject .

Insert data into the message body Cancel
with auto-fillable fields

Insert the current date
Insert the subject line content
Use the Insert macro to get the current date
To automatically add the content of the subject automatically added to the message body.

line to the message body, use the Insert macro.

1 In the Edit mode, click Insert macro.
1 In the Edit mode, click Insert macro.

FIE 0 (signature) v
FIE O Egranrs (font) v o(sizey v £ v A v B
(font) v size) v £ v AV B I U g == == Zvisv
I U === =Evicy == By @ ® o 39
= E By X @ & o {9 Qe
&

2 Select Insert Date.
2 Select Insert Subject.

insert date
Auto-fillable fields

Add information to message or appointment body

Auto-fillable fields

. Add information to message or appointment body
Insert Subject

Insert the content of the Subject field into the P

message body or the content of the Title field into : Insert Date

the appointment body. Insert a date n days before/after the current date in 7

the specified format and locale into a message or an
Cancel Hide descriptions appointment.

Cancel Hide descriptions

Ablebits.com
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ﬁ Shared Email Templates

-~ for Microsoft Outlook M adCros

3 Check the date format and change it if you

1 On the template editor toolbar, click
want to. Click OK.

Insert macro.

FIE O (signature) v
Date format
(font) v (size) v £~ A v B
Date format
mmmm d, yyyy v I U g = = = = = v iz v
= <= L @ B <O
Language tag (locale) = & Hy Y @ @ {}y ©
(default) v (N E_
Days before/after current date .
2 Select Insert Time.
0]
< Select macro
insert time

AN
You can get a certain number of days Auto-fillable fields

VAN
automatically subtracted or added by entering il [l LE e e e 2 0 p et 25507
the necessary value under Days before/after
current date.

Insert Time
Insert the current time or the time n minutes ?
PR ; before/after the current time into a message or an
4 The macro placeholder indicating an auto- appointment,
fillable field is in the template now. Click Save.
Cancel Hide descriptions
’ =] [l]J (signature) v
(font) v sizey v £ v A v B 3 Check the time format to change it if needed.
. Click OK.
I U g == == = v i= v
= E By @ ®% o {9

Time format

)
[

Time format
This is just a quick note to remind you that the
deadline is today, Insert Date .

Language tag (locale)

(default) v

(default) v

. Minutes before/after current time
Insert the current time

0
You can automatically insert the current time into

the message body by using the Insert macro in

your template.

Ablebits.com
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ﬁ Shared Email Templates

~-" for Microsoft Outlook M acCros
AN T .
You can get a certain number of minutes 3 The macro pIaFeholder will indicate an auto-
automatically subtracted or added by entering fillable field. Click Save.
the necessary value under Minutes
before/after current time. CIs
RN The participants' email addresses are as follows:
4 The macro placeholder indicates an auto- [E——
fillable field in your template. Click Save. '
&
The current time here is Insert Time . Insert the recipient and sender names
Cancel The Insert macro can return the name of the
sender as well as the name of a person whom the
. email is sent to so that the necessary name can be
Insert email addresses from To, Cc, and Bcc y

automatically added to the message body.
With the Insert macro in your templates, you can

) 1 h | i Ibar, click
add the content of the To, Cc, and Bcc fields to the On the template editor toolbar, clic
Insert macro.
message body.
1 On the template editor toolbar, click Insert Fl8 0 (signature) 7
macro. (font) v (sizey v £ v A v B
Fl2 0 B @ Gignature) v I Uad===2==vey
(font) v (sizey v £ v A v B = = By X @ ® o 9
I Usb====EviEv cE
= = $ @ & <o ; i
Hy X @ % 0= 2 Select the option that you'd like to use.
CIE

<& Select macro

2 Select the option you need. . o
insert recipient first name

insert to

Auto-fillable fields

A
Auto-fillable fields Add information to message or appointment body
A
Add information to message or appointment body
Insert Recipient First Name
Insert To Insert the recipient’s first name into an email or 5
Insert address(es) from the To field into a message or app0|ntment. i name 13 (113 dlspl_alyed n th_e iE )
Tram e Feamires] £ orlece el e 2 H or Required Attendees field, the email address is
: inserted.
appointment.

Cancel Hide descriptions Cancel Hide descriptions
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ﬁ Shared Email Templates

-~ for Microsoft Outlook

3 The macro placeholder indicates an auto-
fillable field. Click Save.

&

Hello Insert RecipientFirstName

Save Cancel

Insert mailbox, profile, team, and Azure AD

properties

By using the Insert macro in a template, you can
add mailbox, profile, team, and Azure AD
properties to the message body.

1 Inthe Edit mode, click Insert macro on the
template editor toolbar.

FIE O (signature) v

(font) v (sizey v £ v A v B
I Ugp====:1Evizv
= EEYX R O 39D
CE

2 Select the option that you want to use in your
template.

& Select macro

insert mailbox property

Auto-fillable fields

Add information to message or appointment body

Insert Mailbox Property

Insert a mailbox property.

Hide descriptions

Ablebits.com

Macros

3 Select the necessary property and click OK.

Mailbox property X

EmailAddress v

4 The macro placeholder indicating an auto-
fillable field will appear. Click Save.

F E O (signature) v

(font) v (sizey v # v A v B
I Ug == == =viEv
= = By @ ® o Y
¢E

Feel free to reach me at
Insert Mailbox.EmailAddress

Save Cancel

Insert values from datasets

To insert a value from a dataset into the message
body, use the Insert macro in your templates.

1 When creating a new template or editing an
existing one, click Insert macro.

FIE O (signature) v

(font) v (sizey v £ v A v B
I Ug====1=vitv
= E By o ® o 39D
¢lE=
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ﬁ Shared Email Templates

-~ for Microsoft Outlook

Macros

2 Select Insert Dataset Value.

& Select macro

insert dataset value

Auto-fillable fields

Add information to message or appointment body

Insert Dataset Value

Insert a value from a dataset.

3 Select a dataset, a column containing the
value you need, and a key value indicating a
row from where the value is to be returned.
Click OK.

Hide descriptions

Dataset value

Select dataset

09 Sample dataset v

Select column

URL v
Key value
Ablebits v

4 The macro placeholder indicating an auto-
fillable field will be added to the template. Click
Save.

oll=:

To learn more, visit the website:
€ 09 Sample dataset.URL

Save Cancel

Ablebits.com

Learn more

e How to create and edit datasets
ablebits.com/docs/outlook-shared-templates-
datasets

Enter or select data via dialogs—
interactive fillable fields

If you need an interactive dialog prompting you to
enter or select some data when you insert a
template into an email, create an interactive
fillable field with the WhatToEnter macro.

You can use any of the five options the macro has:
Text field, Dropdown list, Date, Time, and Dataset.

1 When creating or editing a template, select a
place for the macro placeholder, and then click
Insert macro.

FIE O (signature) v

(font) v (size) v £ v A v B
I Uge====Zvitv
= E By X @ ® o (19D

2
B

2 Select What to Enter.

& Select macro

what to enter

Interactive fillable fields

Create interactive fillable fields

What to Enter

Create an interactive fillable field for a text value, a ?
dropdown list, a date or time picker etc.

Hide descriptions
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ﬁ Shared Email Templates

-~ for Microsoft Outlook

Macros

3 Select a WhatToEnter macro option and specify
the details required for creating an interactive
fillable field. Then click OK.

What to enter

Dropdown list v

Field name

Percentage (4]

ltems

10%
20%
30%

D User can edit selected item(s)

|| User can select multiple items

separated by

|| For Insert-if sections only ®

|| Required

@ If you see the HTML icon above a text-entry
box in a macro dialog, it means that you can
enter a piece of HTML code.

HTML
[ ]

<b>Some text</b>|

4 The macro placeholder indicating an interactive
fillable field will appear in your template. Click
Save.

I'm happy to offer you a [ Percentage discount

for any product of your choice.

Save Cancel

Ablebits.com

Clear the message body

You can delete the content of the message body
by using the Clear macro in your template.

1 Inthe Edit mode, click Insert macro.

FIE O (signature) v

(font) v sizey v £ v A v B
I U == == =Zvitv
= EEYX R O 39D

<§I

B

2 Select Clear.

<& Select macro

clear

Others ~
Clear
This macro clears the specified field of the current 7

email message or calendar event.

Cancel Hide descriptions

3 Select body, and then click OK.

Clear

Field

body v

@ You can also use the Clear macro for the To,
Cc, Bec, and Subject fields.

10
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ﬁ Shared Email Templates

-~ for Microsoft Outlook

Macros

Disable inserting a template Add notes

Set a condition with Disablelf, and your template

Use the Note macro to make a note that won't be
won't be inserted if the condition is met.

added to an email message.

1 When creating or editing a template, click

1 On the template editor toolbar, click
Insert macro.

Insert macro.

FIE O (signature) Vv FIE O (signature) v

(font) v (sizey v £ v AvB (font) v iz v £ v AvB
I Ua == ==:+viv I Ugs====:=vicv
= = By @ ® o 39 = E By Y @ ® o (19D
&= &=

2 Select Disable if. 2 Select Note.

disable if note
Others ~
Others ~

Disable if

: e Note
The macro checks if the specified field or property of } ; )
the current email message or calendar event contains Note for a template.lNotes are not inserted into a !
the specified text. If so, the template is not inserted. message or an appointment.

Cancel Hide descriptions Cancel Hide descriptions

3 Specify your condition, and then click OK. 3 Enter your note and click OK.

Disablelf
Note X

Field

subject v note
Condition

doesn't contain v
Value

) . || Auto expand
confidential
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ﬁ Shared Email Templates

- for Microsoft Outlook M dCros
@ Select Auto expand if you want a note to 3 Inthe macro dialog, click the Insert nested
open automatically. macro icon.

L Add to Subject line X
Text (]
[ ] Before
Auto expand

Nest a macro 4 Select the macro that will be a nested one.

To make two macros work together, you need _ _
to nest one of them within the other. Insert reciplent first name

1 In the Edit mode, click Insert macro. ] .
Auto-fillable fields

Add information to message or appointment body
FIE O (signature) v
(font) v (size) v £ v A v B Insert Recipient First Name
- Insert the recipient's first name into an email or
I U b = = = = = v = w appointment. If the name is not displayed in the To ?
- - - - T = or Required Attendees field, the email address is
= = @v & @ Q_&j S ) Z) inserted.
¢l E . -
Select Cancel Hide descriptions
2 Select a macro. .
5 Click OK.
<& Select macro
add to subject Add to Subject line X
~%Insert{"field":"recipient_first [¥]
Outlook fields
~

Fill in email or appointment fields

Before

Add info to the Subject field of a message or the Title 7

field of an appointment keeping the current

information.
- _ o You can use nested macros as long as they
Select Cancel Hide descriptions
do not exceed one nested level.
Ablebits.com
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ﬁ Shared Email Templates

Macros

-~ for Microsoft Outlook

Get the most out of macros

e Use macros in templates
ablebits.com/docs/outlook-shared-templates-macros

e Complete list of macros
ablebits.com/docs/outlook-shared-templates-complete-list-macros

e Nested macros
ablebits.com/docs/outlook-shared-templates-macros/#nested-macros

@ Need more details?

e Shared Email Templates for Outlook documentation
ablebits.com/docs/#shared-email-templates-outlook

e More Shared Email Templates features and benefits
ablebits.com/outlook-shared-email-templates

o Shared Email Templates tips and tricks
ablebits.com/docs/outlook-shared-templates-tips-tricks

e All Shared Email Templates cheat sheets
ablebits.com/docs/outlook-shared-templates-cheat-sheets
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