ﬁ Shared Email Templates

- for Microsoft Outlook ShortCUts
Create a shortcut for a template 3 The name of the created shortcut is above the
name of the template now. To keep the
1 When creating or editing a template, click ##. changes, click Save.
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Hello Insert RecipientFirstName Hello Insert RecipientFirstName ,

Thank you for your email. Thank you for your email.

Save Cancel Save Cancel

2 Enter the name of a template shortcut. Then

Where to find created shortcuts

click OK.
To see all the available shortcuts, go to the
=S 0 N ##  (font) v Shortcuts tab.
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If there are same name shortcuts there, they will
be shown in red.
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Use shortcuts as building blocks for email messages

1 Inyour Outlook, enter the names of shortcuts into the message body. Don't forget to use hash signs.

- \ Shared Email Templates Rox
> ‘ To ‘ Adele Vance;
— Search A v O 2 (O
Send ‘ Cc ‘
| Al Yy R X # 2 4
Subject _
v i1t Shortcuts
##hello
cell
##prices hello
stcell hello1
prices
Select a template to preview its content.
New Template #t

2 Onthe Shared Email Templates pane, select the Handle shortcuts button.

- | Shared Email Templates Rox
> ‘ To ‘ Adele Vance;
‘ ) Search Aa v O Y2 (0
Send ‘ Cc ‘
. Al Y RO # = £
Subject _
~ {11 Shortcuts
##hello
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Select a template to preview its content.
New Template #t
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The processed shortcuts will be replaced with the corresponding templates. If you have same name
shortcuts, the template associated with the shortcut that is listed first on the Shortcuts tab will be inserted.

\ Shared Email Templates Box
> ‘ To ‘ Adele Vance;
S = (7
Send ‘ Cc ‘ o /O =0
Subject Hello Al
S Shortcuts X
Price List.xIsx
X ~
‘ 11 KB
3 shortcuts have been processed.
Hello Adele,
Close
Thank you for your email.
Please find attached our price list.
If you have any questions, feel free to reach me
at +1-XXX-XXX-XXXX.
New Template HE
Use shortcuts as building blocks for templates
1 On the template editor toolbar, click the Insert 2 From the list of available shortcuts, select the

shortcut button. one you want to use.

Price list requested cell
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Type template text
yp P Sales >

Hello Insert RecipientFirstName ,

Thank you for your email.
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3 Repeat the above steps to enter all the shortcuts you need. When your template is ready, click Save.

When you insert such a template into an email message, the shortcuts will be replaced with the templates
that those shortcuts were created for. If you have same name shortcuts, the template associated with the
shortcut that is listed first on the Shortcuts tab will be inserted.

- \ Shared Email Templates Rox
} ‘ To ‘ Adele Vance;
( ) Search Aa v O U= [
Send ‘ Cc ‘
Q N2
Subject Price list requested A_” ﬁ R Q ## = ﬁ
. - ‘
N Price Listxlsx [€ Price list requested 0
B
UL > T Deleted Items S
Hello Adele, E w ¢ vw 0 B m ? v
Thank you for your email. ##
Please find attached our price list. ##hello
If you have any questions, feel free to reach me ##prices
at +1-XXX-XXX-XXXX.
##cell
New Template #E
Edit a shortcut
1 On the Shortcuts tab, right-click a shortcut, 2 Enter a new name for the shortcut and click
and then select Edit Shortcut. OK.
Search A v O IZ [ hello
Q = £ .
arovr AR ﬁ - Edit shortcut X
v Shortcuts Name
cell
##  hello2
[E ## hello

hello1 #] Edit Shortcut | “ Cancel
prices

]'f"j} Remove Shortcut
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Remove a shortcut

. . ® Need more details?
On the Shortcuts tab, right-click a shortcut that

you don't need anymore, and then select Remove e Shared Email Templates for Outlook
Shortcut. documentation
ablebits.com/docs/#shared-email-
Shared Email Templates B ox templates-outlook
search ra v P =D e More Shared Email Templates features

. = 2 and benefits
Al v A& ﬁ = ablebits.com/outlook-shared-email-

v 1 Shortcuts templates

cell

: e Shared Email Templates tips and tricks

[E ## hello o .

o . — ablebits.com/docs/outlook-shared-

ee #1Edit Shorteut templates-tips-tricks

prices % Remove Shortcut

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

E w & vw B W ? v’ templates-cheat-sheets
Sales >
##hello

Hello Insert RecipientFirstName ,

Thank you for your email.

New Template #

Learn more

e How to create and use shortcuts
ablebits.com/docs/outlook-shared-templates-

snippets

e Use template shortcuts in profile and team
properties
ablebits.com/docs/properties-shortcuts-
shared-email-templates
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