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How	to	create	an	outlook	form	template	2010

Robbie	mostly	writes	about	Skyrim	but	also	occasionally	sheds	light	on	the	oddities	of	Microsoft	applications	such	as	Excel	and	Outlook.In	this	article,	I	will	be	looking	at	using	templates	in	Excel	to	send	emails.	Templates	are	a	great	time-saving	feature	that	will	save	you	a	lot	of	time	and	effort.	Most	of	us	get	numerous	requests	for	the	same
information	over	and	over	again.	Rather	than	typing	the	same	answers	to	the	same	queries	time	after	time,	templates	allow	you	to	quickly	send	the	same	information	in	an	email	without	having	to	retype	it	all.	When	using	a	template,	all	you	need	to	do	is	to	address	it,	personalise	it	and	then	click	send!I	used	templates	heavily	when	I	worked	on	an	IT
Service	Desk.	Each	time	users	needed	assistance	in	finding	their	IP	address,	their	computer	name,	adding	a	printer	or	other	frequently	asked	requests	they	received	a	personalised	copy	of	my	template	email.	This	saved	me	tonnes	of	time	and	allowed	me	to	perform	my	job	much	more	efficiently	and	to	help	far	more	people	than	I	would	have	otherwise
been	able	to	help.	The	same	will	apply	to	any	profession	where	you	receive	a	large	number	of	similar	queries,	such	as	sales,	insurance,	banking	and	so	on.There	are	a	number	of	ways	to	access	and	use	templates:You	can	save	them	in	your	Outlook	as	a	form	They	can	be	saved	in	a	folder	either	in	your	mailbox	or	a	shared	mailbox	Templates	can	be
saved	on	your	computer	as	files	You	can	pin	them	to	your	Taskbar	An	example	of	a	template	created	using	Outlook	2007	or	Outlook	2010.	Difference	Between	a	Template	(*.oft)	and	a	Message	(*.msg)	in	Outlook	2007	and	Outlook	2010First	let’s	look	at	the	variety	of	formats	you	can	save	your	emails	in.	When	saving	an	email	in	Outlook,	you	are	given
a	number	of	options	of	formats	you	can	save	the	email	in.File	TypeFile	ExtensionCharacteristicText	file.txtsaves	the	email	as	plain	text	without	any	formattingHTML	and	MHT.htm,	.html	and	.mhtallows	you	to	save	an	email	as	a	website	which	maintains	the	formatting	of	the	email	which	will	open	in	an	Internet	BrowserOutlook	Message	Format
.msgallows	you	to	save	an	email	so	that	it	looks	exactly	like	the	email	you	just	saved	and	will	open	in	Outlook	should	you	double-click	on	itOutlook	Message	Format	–	Unicode	.msglooks	identical	to	a	message	file,	but	adds	support	to	Unicode	email	systemsOutlook	Template	.oftcreates	an	editable	copy	of	an	email	which	can	then	be	saved	and
resentBecause	we	are	creating	a	template,	we	will	save	our	message	and	choose	the	*.oft	format.	Below,	you	can	see	the	difference	between	an	Outlook	message	and	a	template	(the	top	email	is	a	message	and	the	bottom	a	template).Example	of	a	normal	email	message	(top)	and	a	template	(bottom)	created	in	Outlook	2007	or	Outlook	2010	to
illustrate	the	differences.	primary	difference	is	that	a	template	is	editable,	whereas	a	message	is	a	copy	of	an	email	and	cannot	be	changed.Creating	a	Template	in	Outlook	2007	and	Outlook	2010To	create	a	new	template:Create	a	New	message	Type	in	the	text	that	you	want	to	appear	in	the	template	You	can	see	my	example	template	belowExample
of	a	template	created	in	Outlook	2007	or	Outlook	2010.	save	the	email	as	a	template	by	clicking	the	Office	button	and	selecting	Save	As	Select	Save	as	type	and	choose	Outlook	Template	(*.oft)	Choose	the	location	you	wish	to	save	it	to	Click	Save	and	your	email	is	now	saved	outside	Outlook	How	to	Use	a	Template	in	Outlook	2007	and	Outlook
2010There	are	three	ways	to	use	a	template	in	Outlook.The	first	is	to	double	click	the	file	itself	from	Windows	Explorer	(or	select	it	from	the	Task	bar)	The	second	is	to	access	it	via	the	Forms	within	Outlook	Finally,	the	template	can	be	used	from	within	Outlook	(stored	in	a	folder)	Let’s	look	at	these	three	methods	in	turnAn	Outlook	template	pinned	to
your	Task	bar	to	allow	you	to	easily	access	it.	a	Template	From	Windows	Using	Windows	Explorer	or	Pinning	It	to	the	TaskbarTo	use	a	template	in	Windows	Explorer,	navigate	to	the	file	and	simply	double	click	it.	You	will	now	be	able	to	add	a	Sender	and	any	customisation	before	sending	the	email	out.	If	you	would	like	to	pin	it	to	your	Task	Bar,	drag
the	template	down	to	your	Task	bar	onto	your	Outlook	and	it	will	be	pinned	as	mine	is	to	the	right.	If	your	Outlook	is	not	pinned	to	your	Task	bar,	simply	right	click	on	the	Outlook	icon	on	the	Task	bar	when	it	is	open	and	select	Pin	to	Task	bar.	Accessing	a	Template	via	Forms	in	OutlookWhen	you	save	an	email	and	choose	Outlook	Template	(*.oft)	as
the	Save	as	type,	Outlook	will	default	to	a	template	folder	as	you	can	see	from	the	figure	below	(you	will	see	your	user	name	rather	than	a	blank	on	your	computer).Outlook	forms	in	Outlook	2007	and	Outlook	2010.	on	Tools	Select	Forms	and	then	Choose	a	Form	Select	User	Templates	in	File	System	in	Look	In	You	can	see	my	template	selected	in	the
figure	below	(you	will	see	your	username	rather	than	a	blank	on	your	screen):How	to	access	your	saved	template	via	forms	in	Outlook	2007	or	Outlook	2010.	Open	and	your	template	will	open	To	access	templates	in	Outlook	2010Navigate	to	the	Home	tab	Check	New	Items	Select	More	Items	and	then	Choose	Form	Accessing	a	Template	via	a	Folder
Either	in	Your	Outlook	or	a	Shared	MailboxThe	final	method	of	working	with	templates	is	to	save	them	to	a	folder.	This	method	is	perfect	if	you	need	to	send	a	very	similar	email	to	the	same	recipients	regularly.To	use	an	example,	say	that	your	department	(the	Service	Desk)	has	a	Start	of	Day	report	that	is	sent	out	every	day	to	the	same	people.	You
want	this	to	look	exactly	the	same	in	terms	of	formatting	every	day.	Your	team	will	send	it	each	day	and	use	the	template	as	the	basis	for	the	email.First,	create	the	template	as	before.	Creating	a	template	in	Outlook	2007	or	Outlook	2010.	the	email	as	a	Template	(*.oft)	to	a	folder	on	your	computer	Browse	to	the	file	you	have	just	created	and	rename
the	extension	of	the	file	from	*.oft	to	*.msg	Click	Yes	on	the	Rename	warning	dialogue	box	Ensure	that	the	From:	and	To:	or	BCC:	fields	are	correct	Save	the	email	once	more	Now,	drag	and	drop	the	email	into	the	appropriate	folder	in	your	Outlook	Now,	we	have	the	email	saved	in	a	folder.	This	folder	can	either	be	in	your	own	Outlook,	or	stored	in	a
folder	on	a	shared	mailbox.Our	completed	template,	stored	in	an	Outlook	folder	in	a	shared	mailbox	ready	for	use	in	either	Outlook	2007	or	Outlook	2010.	can	then	prepare	the	Start	of	Day	report	based	on	the	template	and	then	click	SendThe	template	email	will	remain	in	the	Template	folder	ready	for	use	tomorrow	and	subsequent	days!Modifying	an
Existing	Template	for	Use	in	Outlook	2007	or	Outlook	2010The	tricky	part	when	using	templates	is	modifying	them	when	they	are	in	Outlook	itself.	If	you	saved	the	template	to	Windows,	you	can	simply	go	in,	edit	it,	save	it	and	you	are	done.If	your	template	is	stored	in	Outlook,	you	must	follow	the	steps	above	and	add	any	edits	to	your	template	that
you	would	like	at	step	4,	otherwise	you	will	end	up	either	losing	all	your	changes,	or	worse	you	will	be	unable	to	save	it	back	to	Outlook	as	a	template.	Simply	follow	the	steps	carefully	and	you	will	be	just	fine!Wrapping	It	All	UpTemplates	are	an	excellent	time-saving	device	in	Outlook.	If	you	ever	find	yourself	sending	similar	or	even	identical	emails	to
people	over	and	over	again,	you	should	consider	using	a	template.In	this	article:First,	we	looked	at	the	various	file	types	you	can	save	your	emails	in	Then	we	looked	at	how	to	create	an	actual	template	Next,	we	examined	three	ways	to	use	templates	(in	Windows	Explorer,	via	Forms	in	Outlook	and	finally	storing	templates	in	a	folder	in	Outlook	itself)
We	also	looked	at	pinning	your	template	to	your	Taskbar	to	allow	you	quick	access	to	your	saved	templates	I	hope	that	you	have	found	this	article	interesting	and	informative	and	that	you	are	now	using	templates	in	your	daily	work	to	save	time	which	will	allow	you	to	get	more	done	and	also	answer	common	queries	and	send	reports	out	faster	than
ever	before.	Many	thanks	for	reading,	please	feel	free	to	leave	any	comments	you	may	have	below.This	article	is	accurate	and	true	to	the	best	of	the	author’s	knowledge.	Content	is	for	informational	or	entertainment	purposes	only	and	does	not	substitute	for	personal	counsel	or	professional	advice	in	business,	financial,	legal,	or	technical	matters.©
2013	Robbie	C	Wilson	With	the	Template	Phrases	for	Outlook	add-in	your	correspondence	becomes	more	effective.	You	can	save	the	most	frequently	used	templates	and	instantly	insert	them	into	your	email	messages.	Replying	to	similar	emails	on	a	daily	basis	you	are	sure	to	have	the	text	you	can	copy	and	paste	to	yet	another	typical	email.	Instead	of
this	copy-paste	routine,	you	can	select	the	needed	text	fragment	in	the	message	body	and	save	it	in	the	list	of	your	templates	in	a	click.	How	to	create	an	email	template	You	can	either	create	a	new	template	using	an	existing	email	or	add	one	from	scratch.	Make	a	new	template	using	text	from	an	existing	email	Open	the	Outlook	email	that	contains
text	for	a	new	template.	Select	the	text	that	will	be	your	template.	For	example,	if	you	want	to	create	an	Outlook	signature	template,	select	the	corresponding	part	of	the	text	in	your	email.	In	case	you	need	to	create	an	HTML	template	in	Outlook,	your	message	should	be	in	this	format.	Click	the	Plus	icon	in	the	add-in	pane	and	select	the	New	template
option:	It's	also	possible	to	right-click	the	place	in	the	templates	tree	where	you'd	like	to	have	the	new	template	and	select	the	New	template	option	from	the	menu.	Tip.	You	can	use	the	Insert	key	to	get	a	new	template	in	Outlook.	The	selected	text	will	be	populated	in	the	New	template	dialog	box.	By	default,	the	first	line	of	your	text	becomes	the
template	name:	You	can	edit	the	name	to	quickly	find	the	necessary	template	when	you	need	it.	Click	Save	and	you	will	see	a	new	template	in	the	add-in	pane.	Open	a	new	message	window	in	Outlook	so	that	you	can	see	the	add-in's	pane.	Click	on	the	New	template	icon.	You	will	see	a	dialog	box	with	two	fields:	the	template	name	and	its	text.	Enter
the	title	for	the	new	template	into	the	Template	name	field.	This	can	be	a	short	summary	that	lets	you	quickly	find	the	template	when	you	need	it:	Type	the	text	of	the	template	into	the	bigger	field	below.	You	can	add	the	necessary	formatting.	You'll	find	all	basic	formatting	options	on	the	toolbar	at	the	top	of	the	text	box.	Tip.	Right-click	the	template
text	to	see	additional	formatting	options.	Tip.	Take	advantage	of	the	Insert	tab	to	add	tables,	pictures,	links,	or	symbols	to	your	template:	Click	Save	and	you	will	see	a	new	template	in	your	template	tree.	In	this	part,	you'll	see	how	to	change	a	template	if	necessary.	Select	an	email	template	in	the	templates	tree.	Press	the	F4	key	on	your	keyboard	or
the	Edit	icon	in	the	toolbar:	Also,	you	can	right-click	on	the	template	and	select	the	Edit	option:	Make	the	necessary	changes	and	click	Save	to	save	the	template	in	Outlook.	Macros	will	help	you	in	executing	routine	operations	in	Outlook.	For	example,	they	allow	creating	templates	with	attachments,	so	that	each	time	you	insert	a	certain	template	in
an	Outlook	message	you	don't	have	to	add	a	particular	file.	Or	using	macros	you	can	enter	the	same	address	into	the	TO	field;	there	are	many	more	useful	things	you	can	do	with	template	macros:	To	insert	a	macro,	select	the	template	in	the	list	and	click	Edit.	It's	also	possible	to	add	a	macro	when	you	are	creating	a	new	text	pattern.	Click	on	the
Insert	macros	button	at	the	bottom	of	the	Edit	template	window:	Insert	the	macros	you	need	into	the	template.	Click	Save	in	the	editor	window	to	save	changes.	~%ADDBCC=	pastes	the	specified	email	address/es	to	the	BCC	field.	If	there	are	any	emails	entered,	they	will	be	kept.	~%ADDCC=	adds	the	necessary	email	to	the	CC	field	keeping	any
current	addresses.	~%ADDTO=	enters	an	address	you	specify	into	the	TO	line.	It	will	appear	along	with	any	current	emails	in	this	field.	~%ATTACHFILE=	With	this	macro,	you	can	create	a	template	with	attachment	to	automatically	insert	a	file	each	time	you	paste	the	template	into	Outlook.	Once	you	insert	this	macro,	you'll	see	the	Windows
Explorer	window	where	you	can	browse	for	the	file	to	be	attached.	After	you	select	the	file	and	click	OK,	the	macro	will	contain	the	file	path	after	=,	e.g.:	~%ATTACHFILE=C:\Program	Files\Add-in	Express\AddIns\Template	Phrases	for	Microsoft	Outlook\readme.txt	Now	each	time	you	paste	this	template	into	an	e-mail	message,	the	file	will	be
attached	and	you'll	get	a	confirmation	window	about	it.	You	can	disable	confirmation	if	you	like.	Note.	We	recommend	inserting	this	macro	after	the	template	text.	Otherwise,	please	make	sure	you	start	a	new	sentence	from	a	new	line	so	that	it	doesn't	interfere	with	the	file	path.	~%WHAT_TO_ENTER[field	label]	prompts	you	to	enter	the	necessary
value	every	time	you	insert	a	template	into	an	Outlook	message.	For	instance,	if	you	insert	~%WHAT_TO_ENTER[Name]	into	the	template,	each	time	you	paste	it	you'll	see	a	dialog	box	that	will	let	you	enter	the	name.	Tip.	You	can	even	pre-populate	possible	values	by	listing	them	in	square	brackets	separated	by	a	semicolon;	in	this	case	you'll	get	a
drop-down	list	with	them,	e.g.	~%WHAT_TO_ENTER[Template	Phrases;	Auto	BCC;	Attachment	Alarm]:	Note.	Please	note	that	the	pre-populated	text	cannot	contain	more	than	254	characters.	~%ATTACHMENTS	Use	this	macro	in	Outlook	template	for	inserting	a	list	of	attachments	into	the	message	text.	Each	time	you	use	a	template	with	this	macro,
all	the	attachment	names	will	be	listed	in	the	message	body.	~%TO	inserts	the	display	name	of	a	contact	from	the	TO	field	into	the	of	a	message	body.	E.g.	you	can	start	a	template	with	"Hi	~%TO,"	and	each	time	you	insert	it,	the	macro	will	be	replaced	with	the	recipient	display	name,	e.g.	"Hi	James".	~%BCC	inserts	the	address(es)	from	the	BCC
field	into	the	message.	~%BEHALF_OF_NAME	allows	entering	an	email	address	to	automatically	send	certain	emails	on	behalf	of	another	person.	~%CC	inserts	the	address(es)	from	the	CC	field	into	the	email.	~%CLEAR_SIGNATURE	will	be	really	helpful	if	you	have	certain	signature	pasted	automatically,	but	there	are	several	templates	that	require
a	different	one.	With	this	macro	in	your	template,	the	current	signature	will	be	deleted	and	you	will	not	need	to	do	it	manually.	~%SUBJECT	inserts	the	contents	of	the	Subject	field	into	the	message.	~%CLIPBOARD	inserts	the	clipboard	item	into	the	message.	Please	note	that	this	macro	pastes	only	text,	it	doesn't	work	with	pictures	or	graphical
objects.	~%DATE	inserts	the	current	date.	~%TIME	inserts	the	current	time.	~%FILLTO=	will	fill	in	the	TO	field	with	the	email	address	you	enter	after	=,	e.g.	~%FILLTO=support@ablebits.com.	Please	note	that	any	current	email	address	will	be	deleted.	~%FILLCC=	=	will	fill	in	the	CC	field	with	the	email	address	you	enter	after	=,	e.g.
~%FILLCC=support@ablebits.com.	All	current	addresses	in	this	line	will	be	removed.	~%FILLBCC=	will	fill	in	the	BCC	field	with	the	email	address	you	enter	after	=,	e.g.	~%FILLBCC=support@ablebits.com.	Any	current	BCC	addresses	will	be	removed.	~%FILLSUBJECT=	will	fill	in	the	Subject	field	with	the	text	you	enter	after	=,	e.g.
~%FILLSUBJECT=Sample	Subject.	Now	each	time	you	insert	the	template	with	this	macro	into	an	Outlook	message,	the	subject	will	be	set	to	the	one	you	entered.	~%FROM_ACCOUNT=	lets	you	specify	the	preferred	From	address.	It's	possible	to	enter	the	email	address	manually	if	it's	not	in	your	Account	Settings.	Please	note	that	the	behavior	of
this	macro	depends	on	your	Outlook	and	Exchange	settings.	~%SELECTED	is	for	similar	e-mails	with	some	text	that	may	vary,	like	the	product	name,	price,	etc.	Just	highlight	the	text	that	needs	to	be	used	this	time	before	inserting	the	template	with	this	macro	and	~%SELECTED	is	replaced	with	the	selection.	For	example,	instead	of	creating	a
number	of	templates	like	these:	Our	Template	Phrases	for	Microsoft	Outlook	is	compatible	with	...	Our	Auto	BCC	for	Microsoft	Outlook	is	compatible	with	...	Our	Attachments	Alarm	is	compatible	with	...	We	create	just	one	template:	Our	~%SELECTED	is	compatible	with	Microsoft	Outlook	2019,	2016,	2013-2010.	So	when	we	reply	to	a	question	about
the	compatibility	of	the	Template	Phrases	with	Outlook,	we	copy	the	add-in's	name	from	the	customer's	question,	paste	it	to	our	reply	message	and	highlight	it.	Then	we	double-click	on	the	template	and	get:	Our	Template	Phrases	is	compatible	with	Microsoft	Outlook	2019,	2016,	2013-2010.	~%INSERT_RECIPIENT_FIRSTNAME	inserts	the	first	name
of	the	recipient	if	their	contacts	are	saved	in	Outlook	Contacts	(the	panel	in	the	lower-left	corner	of	your	Outlook).	Otherwise,	the	email	address	is	inserted.	~%INSERT_RECIPIENT_LASTNAME	insert	the	last	name	of	the	recipient	into	a	message	if	their	contacts	are	saved	in	Outlook	Contacts.	Otherwise,	the	email	address	is	inserted.
~%INSERT_RECIPIENT_FULLNAME	inserts	the	full	name	of	the	recipient	if	their	contacts	are	saved	in	Outlook	Contacts.	Otherwise,	the	email	address	is	inserted.	Note.	Please	note	that	the	above	three	macros	retrieve	the	recipients'	names	from	the	TO	and	CC	fields.	If	you	want	to	insert	the	names	of	only	recipients	indicated	in	the	TO	field,	please
use	the	three	macros	below.	~%INSERT_RECIPIENT1_FIRSTNAME	inserts	the	first	name	of	the	recipients	that	are	indicated	in	the	TO	field	if	their	contacts	are	saved	in	Outlook	Contacts	(the	panel	in	the	lower-left	corner	of	your	Outlook).	Otherwise,	the	email	address	is	inserted.	~%INSERT_RECIPIENT1_LASTNAME	insert	the	last	name	of	the
recipients	that	are	indicated	in	the	TO	field	into	a	message	if	their	contacts	are	saved	in	Outlook	Contacts.	Otherwise,	the	email	address	is	inserted.	~%INSERT_RECIPIENT1_FULLNAME	inserts	the	full	name	of	the	recipients	that	are	indicated	in	the	TO	field	if	their	contacts	are	saved	in	Outlook	Contacts.	Otherwise,	the	email	address	is	inserted.
~%INSERT_TEMPLATE[]	lets	you	enter	a	name	of	a	template	in	brackets	and	insert	it	within	and	another	template.	Then	if	you	change	the	source	template,	this	macro	will	automatically	paste	the	updated	version	so	that	you	don't	need	to	change	it	in	each	text	snippet.	~%SWITCH_TO_HTML	converts	your	email	to	the	HTML	format	when	you	insert
the	template.	~%CURSOR	will	position	the	cursor	at	the	needed	place	within	your	message.	For	example,	after	Hello,	so	that	you	can	instantly	enter	the	name	of	the	recipient.	~%INSERT_RECIPIENT_LASTNAME	inserts	the	last	name	of	the	recipient	if	their	contacts	are	saved	in	Outlook	Contacts.	Tip.	If	you	want	to	insert	the	recipient's	name	that	is
not	in	your	Outlook	Contacts,	use	the	~%TO	macro.	~%REQUEST_DELIVERY_RECEIPT	will	automatically	request	a	delivery	receipt	for	your	email.	~%SET_HIGH_IMPORTANCE	will	automatically	set	message	importance	to	High.	~%SET_LOW_IMPORTANCE	will	automatically	set	message	importance	to	Low.	You	can	use	a	specific	template	in	your
email,	assign	a	shortcut	to	a	template,	use	templates	automatically,	or	select	a	paste	option.	Use	a	specific	template	in	your	email	If	you	need	to	reply	to	a	message	using	a	particular	email	template,	you	can	choose	one	of	the	following	ways:	Double-click	on	the	email	template	in	the	tree.	Select	a	template	and	click	the	Paste	icon	to	the	left	of	it.	Select
a	template	in	the	template	tree	and	click	the	Paste	icon	in	the	toolbar.	Select	a	template	in	the	template	tree,	right-click	it,	or	click	on	the	icon	with	3	dots	to	the	right	of	it	and	select	the	Paste	option.	You	can	easily	assign	a	keyboard	shortcut	to	a	specific	template	and	have	it	inserted	into	the	message	by	pressing	a	hotkey.	Select	the	email	template	in
the	list	and	click	Edit.	Click	on	a	little	arrow	next	to	the	Shortcut:	field	at	the	bottom	of	the	Edit	template	window:	Select	a	shortcut	for	the	template	from	the	drop-down	list.	There	are	10	shortcuts	available	from	Ctrl+Shift+9	to	Ctrl+Shift+0.	Click	Save	in	the	Edit	template	window	to	confirm	the	changes.	The	templates	with	shortcuts	are	marked
with	numbers	from	1	to	10	in	the	template	tree:	Tip.	To	remove	a	shortcut	to	a	template	in	Outlook,	edit	the	template	and	select	None	in	the	Shortcut:	field.	There	is	an	even	easier	way	to	use	your	email	templates	in	Outlook	-	assigning	a	special	shortcut	to	your	template:	New,	Reply,	Reply	to	All	or	Forward.	Such	templates	will	be	inserted
automatically	when	you	create	a	new	message,	write	a	reply,	etc.:	Select	the	template	in	the	list	and	click	on	the	Edit	icon.	Click	on	a	little	arrow	next	to	the	Shortcut:	field	at	the	bottom	of	the	Edit	template	window:	There	are	4	special	shortcuts	you	can	choose	from	the	drop-down	list:	Select	New	if	you'd	like	the	template	to	be	inserted	into	all	new
email	messages	by	default.	Select	Reply	if	you	want	the	template	to	be	inserted	into	all	replies	you	create.	Choose	Reply	to	All	if	you	need	the	template	each	time	you	click	Reply	All.	Select	Forward	for	the	template	to	be	available	in	all	forwarded	messages.	Pick	the	shortcut	you	need.	Click	Save	to	confirm	the	changes.	The	templates	with	shortcuts
are	marked	with	the	respective	message	icon	in	the	template	tree	so	that	you	can	reply	using	a	specific	template	in	a	click!	To	save	your	time	on	applying	the	same	formatting	to	the	email	text,	you	can	use	the	Paste	Options	button.	Insert	a	template	into	an	email	and	see	the	Paste	Options	button	below	a	block	of	pasted	text:	Click	the	button	to	find	a
list	of	options	and	specify	how	Template	Phrases	needs	to	paste	the	information	into	your	document:	The	available	options	depend	on	the	type	of	content	you	are	pasting	and	the	format	of	the	text	where	you	are	pasting.	Tip.	You	can	set	the	default	paste	option	for	your	templates.	Click	on	the	Paste	Options	button	->	click	Set	Default	Paste	->	Cut,
Copy,	and	Paste	->	Pasting	from	other	programs.	Pick	the	correct	formatting	option	from	the	drop-down	list.	Thus,	Template	Phrases	gives	you	a	number	of	handy	ways	to	insert	the	template	text	the	way	you	need.	Here	you	will	learn	how	to	create	a	new	folder	in	the	templates	tree,	edit	folder	names,	delete	a	template,	and	move	templates	and
folders.	Create	a	new	folder	in	the	templates	tree	If	you	use	email	templates	in	Outlook	on	a	daily	basis,	you	should	have	dozens	of	them.	So	it	can	be	a	good	idea	to	organize	them	into	folders.	To	create	a	new	folder	in	the	template	tree,	select	the	place	in	the	template	tree	where	you	want	to	have	it,	and	click	three	dots	on	the	right	side	of	the	pane:	In
the	drop-down	menu,	select	the	New	folder	item:	You	can	also	right-click	the	place	in	the	templates	tree	where	you'd	like	to	have	the	new	folder	and	pick	New	folder.	Right	in	the	tree,	enter	the	new	folder	name:	Select	a	folder	in	the	list.	Press	F2	or	right-click	the	folder	and	select	Rename	in	the	drop-down	menu:	Enter	a	new	folder	name	and	press
Enter.	Select	a	template	or	a	folder	you	want	to	delete	and	press	the	Del	key	or	the	Delete	icon	in	the	Outlook	Template	Phrases	toolbar:	You	can	also	right-click	on	the	folder	or	template	and	select	the	Delete	option.	Note.	The	folder	will	be	deleted	permanently	with	all	its	templates	and	subfolders.	To	change	the	position	of	an	email	template	or
folder,	just	drag	and	drop	it	to	the	place	where	you	want	it	to	be.	If	you	want	to	rearrange	or	organize	lots	of	Outlook	templates	and	folders,	benefit	from	the	Manage	Templates	option:	Open	Outlook	and	go	to	the	Ablebits.com	tab.	Click	on	the	Manage	Templates	icon.	The	Template	Phrases	pane	will	open	in	a	new	window.	You	can	change	the	size	of
this	window	and	organize	or	rearrange	the	text	templates	the	way	you	like.	You	can	create	company-wide	templates,	work	with	shared	Outlook	templates,	and	protect	them.	Create	company-wide	templates	You	can	create	shared	templates	that	you	can	use	and	improve	together	with	your	colleagues	straight	in	Outlook.	Company-wide	templates	are
stored	on	a	shared	network	drive	so	that	other	people	can	add	this	folder	to	their	template	tree	and	use	it	along	with	their	own	texts.	This	feature	is	great	for	sales	or	support	teams.	Note.	Before	exporting	and	importing	the	Shared	templates	folder,	please	make	sure	that	all	users	of	companywide	templates	have	the	same	version	of	the	program.	You
can	check	it	if	you	click	in	the	About	icon	on	the	add-in	pane:	Create	a	folder	with	the	Outlook	templates	you	want	to	share.	Select	the	folder,	right-click	it	and	select	the	Export	the	selected	folder	option:	You	can	also	right-click	the	folder	in	the	template	list	and	select	the	Export	the	selected	folder	option.	Save	the	.DATA	file	to	any	location	accessible
by	all	users	who	need	to	work	with	the	shared	templates.	Follow	these	steps	when	your	Outlook	templates	are	in	a	shared	network	drive.	Select	the	folder,	right-click	it,	and	select	the	Add	shared	templates	option:	Browse	for	the	file	with	shared	templates,	select	it,	and	click	OK.	You	will	see	the	folder	with	shared	templates	at	the	end	of	your	template
tree.	Any	changes	you	make	to	these	templates	will	be	available	to	all	users.	If	your	shared	templates	folder	is	stored	in	Dropbox	or	OneDrive,	the	other	users	need	to	make	sure	the	folder	is	synced	up	to	their	local	disc	and	reopen	the	Template	Phrases	pane.	Note.	It's	possible	to	add	more	than	one	shared	folder.	When	you	share	Outlook	templates,	it
can	be	a	good	idea	to	protect	them	from	any	changes,	accidental	or	not.	By	default,	you	can	edit	Shared	Templates	the	same	way	you	edit	your	own.	If	you	want	to	keep	templates	stored	on	a	shared	network	drive,	please	set	the	read-only	attribute	for	the	file:	Right-click	the	file	with	shared	templates	in	Windows	Explorer	and	select	Properties.	You'll
see	the	Read-only	checkbox	at	the	bottom	of	the	window;	select	it	and	click	OK.	You	can	also	set	Permission	level	to	Read	only	for	the	folder	that	contains	the	file.	Once	you	do	this,	your	file	with	the	shared	templates	will	become	read-only.	Learn	how	to	back	up	your	Outlook	templates	and	copy	and	back	up	template	folders.	Easily	back	up	your
Outlook	templates	If	you	ever	happen	to	lose	your	Outlook	email	templates,	you	can	easily	restore	them	with	the	backup	option.	You	can	export	the	existing	email	templates	and	import	them	into	your	computer	if	you	lose	your	templates	or	get	a	new	PC.	To	transfer	Outlook	templates,	you	need	to	export	your	folder	to	the	.DATA	file.	To	do	that,	right-
click	any	item	in	the	pane	and	pick	the	Export	all	or	the	Export	the	selected	folder	option:	Browse	for	the	location	of	your	choice,	enter	a	file	name,	and	click	OK.	To	import	your	templates,	right-click	the	folder	that	will	contain	the	transferred	templates	in	the	list	and	select	the	Import	option.	The	templates	will	be	imported	into	the	selected	folder	and
placed	at	the	end	of	the	list:	You	can	retrieve	your	lost	or	deleted	template	file	in	Outlook	2019	-	2010.	The	folder	with	your	templates	is	stored	here:	If	you	have	Windows	7	or	Vista:	C:\Users\USER	ACCOUNT\AppData\Roaming\Add-in	Express\Template	Phrases	for	Microsoft	Outlook\	If	you	have	Windows	XP:	C:\Documents	and	Settings\USER
ACCOUNT\Local	Settings\Application	Data\Add-in	Express\Template	Phrases	for	Microsoft	Outlook\	If	Application	Data	or	AppData	Folder	is	hidden,	please	do	the	following:	Select	Tools->Folder	Options...	in	the	Explorer	menu.	Go	to	the	View	Tab.	Click	Show	hidden	files	and	folders,	click	OK.	If	you	lose	your	templates,	please	follow	these	steps:
Close	Outlook.	Place	the	backed	up	folder	with	your	email	templates	to	the	same	location	on	your	PC.	Start	Outlook	-	your	templates	should	be	recovered.	The	Search	field	allows	you	to	find	the	correct	text	snippet	in	seconds	without	scrolling	up	and	down	the	template	tree:	In	the	Search	field,	type	the	keyword(s)	that	appear	either	in	the	title	or	in
the	body	of	the	template	you	are	looking	for:	As	you	type,	all	matching	templates	are	listed	in	the	Template	Phrases	pane:	Your	search	entries	are	saved.	If	you	want	to	find	Outlook	templates	you	looked	for	earlier,	you	can	access	them	by	clicking	a	little	arrow	next	to	the	Search	field.	Note.	You	can	specify	the	number	of	saved	search	entries	and	clear
the	list	in	the	Search	options.	You	can	paste,	edit,	delete	templates	and	add	or	remove	them	from	favorites.	When	you	use	templates	in	Outlook	every	day,	it	can	be	handy	to	pick	favorite	templates	and	arrange	them	the	way	you	like:	have	them	all	in	one	folder	or	organize	them	into	any	number	of	folders.	You	can	even	create	a	shortcut	to	your	favorite
Outlook	templates.	If	you	want	to	use	a	template	as	favorite,	select	it	in	the	templates	tree	or	in	the	list	with	the	search	results.	Click	the	Add	to	Favorites	icon	in	the	Template	Phrases	toolbar:	The	template	will	be	added	to	the	list	in	the	Favorites	tab.	To	delete	a	template	from	Favorites,	click	the	Remove	from	Favorites	icon	or	right-click	the	template
and	select	the	Remove	from	Favorites	option:	Here	you	can	learn	how	to	take	advantage	of	the	Template	Phrases	options.	Pane	options	The	Template	Phrases	pane	is	also	available	when	you	are	just	reading	messages.	Thus,	you	can	create	email	templates	based	on	the	messages	already	written	and	sent	by	you	or	your	correspondents.	Do	the
following	to	see	the	Templates	pane	in	all	types	of	messages:	Click	on	three	dots	at	the	bottom	left	corner	of	the	pane	and	choose	Options	from	the	menu	list:	Open	the	Pane	tab	in	the	Template	Phrases	Options	window:	Check	Show	pane	when	reading	messages	and	click	OK.	If	you	want	to	change	the	position	of	the	pane	in	your	messages,	select	the
Show	the	pane	on	the	left	or	Show	the	pane	on	the	right	radio	button	and	click	OK.	When	working	with	the	templates	for	Outlook,	you	may	see	two	confirmation	dialog	boxes:	one	asking	if	you	are	sure	you	want	to	delete	a	template	or	a	folder	and	the	other	letting	you	know	if	the	~%ATTACHFILE=	macro	worked	and	if	the	file	was	added.	You	can
disable	or	enable	these	confirmations:	Open	the	Options	dialog	box.	Open	the	Confirmations	tab:	Select	the	checkbox	next	to	the	confirmation	to	disable	it	or	unselect	the	checkbox	to	enable	the	confirmation	and	click	OK.	For	diagnostic	purposes,	Template	Phrases	for	Outlook	contains	an	option	that	turns	on	the	logging	of	the	add-in's	work.	To
enable	logging,	just	tick	off	the	Log	information	about	the	add-in's	work	checkbox.	You	can	specify	the	number	of	saved	search	requests	and	clear	the	list:	Open	the	Options	dialog	box.	Open	the	Search	tab:	You	can	specify	the	number	of	search	requests	to	be	saved	in	the	Remember	the	last...	field;	just	enter	the	number	or	click	the	up	and	down
arrows	next	to	it.	If	you	want	to	delete	all	previous	search	requests,	pick	Clear	the	list	and	click	OK.	When	you	search	a	template,	you	can	choose	to	either	find	texts	and	folder	names	that	contain	the	key	words,	or	display	folders	that	have	the	key	words	along	with	their	contents.	Check	Show	folders	with	their	contents	in	the	search	results	for	the
second	option.	The	most	recently	used	Outlook	templates	are	added	to	the	Recent	tab	automatically.	You	can	clear	the	list,	specify	the	way	you	want	to	sort	the	templates	and	define	the	number	of	templates	you	want	to	see	in	this	tab:	Open	the	Options	dialog	box.	Open	the	Recent	tab:	You	can	sort	the	recent	templates	by	a	frequency	of	use,	name	or
simply	by	last	used	ones.	Just	select	one	of	the	criteria	from	the	drop-down	list.	You	can	specify	the	number	of	recent	template	texts	you	see	in	the	Remember	the	last...	field;	just	enter	the	number	or	click	the	up	and	down	arrows	next	to	it.	If	you	want	to	delete	all	the	Outlook	template	texts	that	you	see	listed	in	the	Recent	tab,	pick	Clear	the	list	and
click	OK.	Click	the	Other	tab	to	select	the	database	file	location.	It	may	be	helpful	if	you	want	to	store	your	templates	in	a	Cloud	drive	and	need	to	easily	access	it	from	any	place:	Check	the	Include	Contacts	sub-folders	box	to	let	the	add-in	macros	process	email	addresses	from	subfolders	and	custom	contact	lists.
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