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Introducing Email Templates™

Introducing Email Templates™

Email Templates™ works as an add-in to Microsoft Outlook and/or Microsoft Exchange, and:

Gives your business an affordable desktop solution to email management
Gives you an efficient way to answer email

Helps you stay connected with your clients and customers

Increases employee productivity

Enhances your on-line customer relationships

Strengthens internal communication efforts

Presents personalized and professional communication

Retains a high level of quality and service to your customers

SNENENENENENENEN

If your business is support, service or sales...or if you work in any business that receives a large
amount of email, Email Templates™ provides you with a way to respond quickly, professionally,
and personally — all with the click of a button! Your business will see an immediate boost in
employee productivity as Email Templates™ lightens your daily email task load.

Highlights

Email Templates™ enables you to save email messages as templates. Using the templates eliminates
the need to re-type the same message over and over again, or perform cut-and-paste operations to send
the same message more than once or to several recipients.

Email Templates™ will automatically address reply messages, insert email addresses, create
personalized first name greetings, insert customized text, and other elements that can be custom-
designed to meet your business communication needs.

Email Templates™ supports HTML formatting, so specific fonts and text such as bold, italics, and
underline are retained. Your messages look exactly the way you created them. This allows your company
to maintain a consistent corporate image and gives a polished look to your electronic correspondence.

Email Templates™ works as an add-in to Microsoft Outlook and Microsoft Exchange. It integrates
seamlessly into your email environment, providing unique new time-saving capabilities, without requiring
you to change your work habits.

What You Need to Know

This User's Guide assumes that you are using Microsoft Windows 95/98 or higher, or Windows NT and

that you are familiar with basic Windows concepts and terminology. A working knowledge of Microsoft
Outlook or Microsoft Exchange is also assumed.
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Types of Email Templates

Types of Email Templates™

There are four different types of templates available with Email Templates™: New Message Templates,
Reply Templates, Forward Templates and Quote Templates.

New Message Templates

New Message Templates are used to create a new message from an existing template. Templates are
email messages provided in a special folder typically named ‘Templates’. New Message Templates are
applied to an existing message by first opening the message or selecting the message from a chosen
folder. Various selections from the previous message are carried over to the new message in the form of
elements. These elements are explained in greater detail later. The new message is then created when a
template is selected from the template menu or template list and displayed for approval. It can then be
submitted by clicking the send or submit button in the toolbar, just like other new messages.

You can pre-address your template by entering the recipient's address in the template's TO:, CC:, or
BCC.: fields.

Reply Templates

Reply Templates are used to automatically create a custom reply to a message from an existing template.
Reply Templates are email messages provided in a special folder. Normally these templates are kept in a
subfolder of ‘Templates’ named ‘Reply’. As with New Message Templates, Reply Templates are applied
to an existing message by opening the message or selecting the message from a chosen folder. The TO:
field of the message is automatically filled with the sender's email address. The original subject will be
retained with the RE: prefix added. The new message is then created when a template is selected from
the template menu or template list and displayed for approval. It can then be submitted by clicking the
submit button in the toolbar, just like other new messages.

Forward Templates

Forward Templates are used to automatically forward a message using a custom envelope created from
an existing template. Forward Templates are email messages provided in a special folder, normally a
subfolder of ‘Templates’ named ‘Forward’. As with New Message Templates and Reply Templates,
Forward Templates are applied to an existing message by opening the message or selecting the
message in the chosen folder. The template will retain the subject of the original message with the FW:
header added as a prefix. Like New Message Templates, the TO: field does not carry over the sender's
original email, although you may pre-address the message just as you would with the New Message
Template. The new message is then created when a template is selected from the template menu or
template list, and displayed for approval. It can then be submitted by clicking the submit button in the
toolbar, just like other new messages.

Quote Templates

Quote Templates provide the functionality of a clipboard. Unlike the other templates, Quote Templates
are applied to the message you are currently composing. These templates offer a place to store
frequently-used text which can then be pasted into other messages. They appear as email messages in a
folder. Normally these templates are kept in a subfolder of ‘Templates’ named ‘Quote’. When composing
a new message you can click on the Quote Templates button, select the desired text and automatically
paste it into your new message. The text is pasted into the current location of the cursor inside the
message. You may also use Quote Templates to create a new message, just as you would a New
Message Template.
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Getting Started

Getting Started
What is on Your Screen

& Inbox - Microsoft Outlook 3l x|
Type a question for help |+

R m®E =M,

II Address

- File Edt Miew Favorites Toolks  Actions  Help

e -
@

Falder List x
E"@ [n software inc.
47 Calendar
-5 Contacts
(5 Deleted Items
& Drafts
=B
{B Journial
{2 blotes

@ Outbox |ﬂ Mo items are currently selected, |

&y X | €yReply EaReply to Al W& Forward | = send/Receive | 2aFind %

Type acontact tofind |+

= & Inbox

1 01 |7 @] From |Subject

The four Email Templates™ buttons will be
visible on the Outlook toolbar. You activate
the templates by clicking on these buttons.

{2 PocketMirror
<73 Sent Trems

@ Tasks

=-%E Templates
- <B Extensions
@ Farward ]
=48 Quate

£ Insert Contact Element

SE Insert Template Element

. @ Rephy

The ‘Templates’ folder contains the templates. You
edit the templates just like you do any other message.

[items

Email Templates™ Buttons on the Outlook Toolbar
B Dw B D

The buttons correspond to each of the template types:

D B B B

First button activates New Message Templates

R

Second button activates Reply Templates

0 Qe Dy

Third button activates Forward Templates

B Qe B B

Fourth button activates Quote Templates
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Using the Sample Templates

Using the Sample Templates

You will find a selection of Sample Templates included with your Email Templates™ installation. You
may use these templates as they are, or customize them to your needs.

Note that the name of the template is the same as its subject.

New Message Templates

Sending a ‘New Message From Template’

1. Select a message from your Outlook folders by highlighting the message.

[ inbox - Microsoft Dutlook - 0] x|
Ele Edt View Favorkes Took  Actions  Help Type a question for help [

Gitew - X GyReply CRReply to Al 4 Forward | =¥ Send/Receive | Z3Find | Type s contacttofind - | (Z) W Be W @ W 2

B cutlaokiInbox -y

Folder List x| |4| 1] % | 8|Fram
= & in softwareinc. s

€2 Calendar
 Contacts

(3 Deleted Irems “
LG8 Drafts
B Inbax

43 Journal [

(3 Motes

Out::x |18 This message has not been sent,
PocketMirror

H From:  onbehalf of John D To:  “Jane Smith’
% i:ﬁ;tams Subject: Example E-Mail Cc:
52 Templates Bl
B Extensions
~%E% Forward
=-4EY Quate
~£E Insert Contact Element

$E3 Insert Template Element
23 Reply

1Item

2. Select a New Message Template by clicking on the ‘New Message From Template’ button.

First button activates New Message Templates ? Il Il m

& Inbox - Microsoft Outlook (=] 3]
Fle Edt View Favortes Tools Actions Help Type a question for help =

Einew - | & B ¥ | Boreply oReplytol GBForward | 5 sendReceive | Z0Fnd %a Type acontact tafind = | (7). Fﬁl m W

+ Announcing Kew Employee
Folder List x| [ 1% @] From |subject  # [rim| = CEEEr et st
[E-E n software inc, + Contracts Awarded
 Calendar + Customer Service Survey
B3 Contacts + Customer Update - General Mews
(3 Deleted Items + Email Templates Registration
B Drafts + Filter Junk
5 Tnbox + Follow up to our cal.
B ol 4+ Press Release
2 Outbox | o items are currently selacted. P Lan e e
e — + Request For Proposal
-5 Sent Trems + Rotating quates.
s Tasks + Thank you for the referral
=55 Templates + We've moved!
2 Extensions + While You Were Out
£ Forward
=5 Quate
£ Insert Contact Element
54 Insert Templats Elemant
2 Reply

o hems

You will find this button in the standard Outlook toolbar at the top of your screen once you have
downloaded and installed Email Templates™.

Alternatively, you can choose from your ‘Actions’ menu. Click on 'Actions’, ‘Email Templates’, ‘New
Message From Template...".
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Using the Sample Templates

1) inbox - Microsoft Dutlook (=1}
Be Bt Yew Foile ook | Adirs | Hsb -

Emd Tenplates 3 Hew Massage From Template. . i | )] e o
7 fenply From Trmplate..
= Addiess
Fird sl ¥ Eorrrard From Templste. ..
Folder Lt Recehved am =]
L} r softwsen e, L + Chke From Templste. .
g Cakerdar [ Craste New Tenplate. .
+ Cunlats
(& Deleted Tems
5 orafts
Inbux
22 el L]
(2 potes .
2 Ot {00 No items sre cumently selected,
(b Pockntiirre
N ek e
D Tabs
5 Temgiates
B Extrns:
T Fornard

& Gunte
) Insart Contact Cement
T Trert Templale B
T Regly

3. Pick the template you wish to send and follow the prompts.

If you are using the ‘New Message From Template’ button, simply click on the message template and
follow the prompts to personalize the information in the template.

If you click on 'Actions’, ‘Email Templates’, ‘New Message From Template...’, highlight the template
you want to use and click ‘OK’. Follow the prompts to personalize the information.

Email Templates - Select Template 21x|

Flease select one of the following templates:

[ERSE] Frivvate Templates

----- (51 Announcing Mew Employes

----- £ Company Event

----- (51 Contact Information Fequest

----- (51 Contracts Awarded

----- {51 Customer Service Survey

----- £ Customer Update - General News

----- £ Email Templates Pegistration

----- i Filker Jurk

----- £ Follow up to our call

----- {51 Press Peleass

----- {51 Promotion Announcement

----- (41 Request for Proposal

----- £ Rotating quotes.

----- 41 Thank you for the referral LI
A o

ok I Cancel |

4. You can change any text within the email before sending. When finished, click ‘Send’.

Editing a ‘New Message From Template’

In order to send out a template that has all the personalized information you want to have in it, you must
follow the following steps.

1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder. Look for the main folder of Email Templates™ called
‘Templates’.

2. Open a template by double-clicking on it. Then make changes just like you do with any other
message.

3. When you are finished, click on the ‘Save’ button to retain your changes, and then use the template
as described in the Sending a ‘New Message From Template’ section of these Help Files.

Email Templates™ Users Guide for Version 5.0



Using the Sample Templates

Example: Editing and Using a New Message Template

This is a New Message Template called “We’ve moved”. Please note that the subject of the email is the
same as the title of the new email template.

| B I lale 1 v .
Fle Edt Yew Insert Format  Tools  Actions  Help Type & question For help
Hed G| % RRB|EBI BES 4| Y o, B & & &Y
808 This msssage hiss ot besn sent. ]
o [T
e |f
B [

Subieck: IWe've moved!

Dear esender first_nawe; -

Just to let you know that that as of [date], [company name] has moved
our offices to & new location in order to hetter serve you.

our new information is:

[your company neme]

[your nev address]

[your company email address]

[your company website URL]

[additional info]

Flease wake a note of it for future reference.

We look forward to hearing from you again.

Thank you,

£y _nawe;
&y _email;

El

By highlighting a message in your Outlook folder, you are asking Email Templates™ to send a new
message from this template to the person who sent you the email.

&sender_first_name; is an element that tells the message to pick the first name of the person you are
emailing and put it in the message after “Dear”.

[date], [company name], [your company hame], [your new address], [your company email address], [your
company website URL], [additional info] should all be filled in to the template before sending.

&my_name; is an element that tells Email Templates™ to insert your name into the template.
&my_email; is an element that tells Email Templates™ to insert your email address into the template.
1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.

Click on the ‘+' to open the ‘Templates’ folder. Look in the folder ‘Templates’ for the template called
“We're moving!”

2. Open the “We're moving!” template by double-clicking on it.

3. Then, make changes just like you do with any other message to personalize it. In this case, fill in the
[date], [company name], [your company hame], [your new address], [your company email address],
[your company website URL], [additional info].

It should now look like this:

Email Templates™ Users Guide for Version 5.0 10



Using the Sample Templates

Il
\ ] JCals 7 u

Fle Edt Yew Insert Format Tools  Actions  Help

Type 2 question for help =

Hed H&| % BR@E R0 @S !4 Y [Hoons. ) B W& &Y

| This message has ot been sent, ]
To.. |]
. ||
e ||

Subject: IWa‘va moved!

Dear ssender_first_name: B

Just to let you know that that as of June 15, 2002, /n software inc.
has woved our offices to & new location in order to  better serve
you.

Our new information is:

/n software inc.

1415 Huy 54 West #209
Durhem, NC 27707-5506
saleslenailtemplates. com
e nsoftuare.con

Fn: S19-202-0580

Fx: 919-202-8689

Flease make a note of it for future reference.
We look forward to hearing from you again.

Thank you,

Smy_nawe;
Swy_enail;

4. Now click ‘Save’, then exit the template.
5. Go to the ‘Inbox’ in your folder list and select a message by highlighting it.
6. Select the “We've moved!” template by clicking on the ‘New Message From Template’ button.

& Inbox - Microsoft Dutlook 10l =|

File Edit Wiew Favorites Tools  Actions  Help Type a question for help =

CElMew -« ¥ GeReply €5 Reply to Al gﬁSend,fRegeive Type a contact ko find - (= S & = | »
4 Announcing New Emploves
outlook: Inbox 4+ Company Event
T MINE |V|Q|me |Subject 4 Contact Information Request
m m saftware inc, i 4+ Contracts Awa.rded
_____ @ Calendar + Customer Service Survey
[]___@ Contacts 4+ Customer Update - General News
..... (3 Deleted Items + Email Templates Registration
..... B} Drafts + Filter Junk
[]---@ Inbox 4+ Faollow up to our call,
@ Journal + Press Release
""" LS ~ Promotion Announcement
g:ct:x:t)liﬂirror 4 Request for Proposal
4 Rotating quotes,
_____ % ?:;:sltems |ﬂ This message has not been sent, + Thank you for the referral
From: To:  ‘'lane Smith'
&4 Templates Subject: Cc:

£ Insert Contact Element
£ Insert Template Element

B Reply

+ ‘While You \Were Qut

|

[1 Item

A

Alternatively, you can choose from your ‘Actions’ menu by clicking on ‘Actions’, ‘Email Templates’,

‘New Message From Template...". Pick the “We're moving!” template.

7. You have now created an email message that tells John Doe that your company has changed

locations.

Email Templates™ Users Guide for Version 5.0
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Using the Sample Templates

i We've moved! - Message (Plain Text) =10) x|
—— s TR =

Fie Edt Yew Insert Format Tooks  Actions  Help Type a question for help =

HE fBe i @ee ! 4 v Hogos. L0 & & &,

| This messags has not been st ]

To.. I‘Juhn Doe'
e ||
Brc... |

Sublecti [We've moved!

Dear John -

Just to let you know that that as of June 15, 2002, /n software ine.
has moved our offices to & new locacion in order to better serve
you.

Our new informarion is:

/n software inc.

1415 Hyy 54 Uest #209
Durham, NC 27707-5506
salesBemailtenplates.com
www. nsoftware.com

Fn: 919-402-0550

Fx: 915-402-8683

Flease make a note of it for future reference.

e look forward to hearing from you again.

Thank you,

Ewail Templates Sales
salesBemailtemplates.com

Reply Templates

Sending a ‘Reply From Template’

1. Select a message from your Outlook folders by highlighting the message.

@ Inbox - Microsaft Dutlook =10l

File Edt WView Favorites Tooks  Actions  Help Type a question For help [+

Siew + X GyReply CReplyto Al 4GForward | Send/Reeive  20Find | Tvpeacontactiofind v | [2) W Op @ m [ 2

0 outlook:Inbox

Folder List x| % [1|% |@|From |Subject  ~
-3 fn software inc.

B "Iohn Do Exxampla E-Mail
Lo Calendar

€3 Contacts ‘

(3 Deleted Irems
B} Drafts

B Inbox

43 Jourmnal =
(2 Notes <]
;B outax 9 This message has nat been sent. \
H PocketMirror

: From:  onbehal of JohnDiTo:  'Jane Smith'

H Sent It
i %' T::ks ems Subject: Example E-Mal  Ce:

=1-4E Templates =]
-4E Exkensions
3 Forward
£ Quote
B Insert Contact Element
$B) Insert Template Element

4B Reply

1 Ttem Y

2. Select a Reply Template by clicking on the ‘Reply From Template’ button.

B B B B

Second button activates Reply Templates ?

You will find this button in the standard Outlook toolbar at the top of your screen once you have
downloaded and installed Email Templates™.

Alternatively, you can choose from your ‘Actions’ menu. Click on 'Actions’, ‘Email Templates’, ‘Reply
From Template...".

Email Templates™ Users Guide for Version 5.0 12



Using the Sample Templates

4,

B bt - Fucrusolt Duthouk ——— =18 x|
e Ede vew Fawprkes fools | Acions | Heb h w
Hhew = & T ¥ |0y o] Emad Tempiates Bl tiewmessge from temgiste.. | - ) . 4

CREy T : sk I
Frd Al Lorward From Templste.. F -

' .
Folfgr it l | gmne From Template. I L. ELHEE

= o software ri. | e

o Calencire |
o Contacts
Debeted Tiems

Creste New Temclats.

@ Drdts
=1 &3 Inbo:
o ok =l
5 Motes - = =
4? b O_M_-r:m e cummdly cnbb]
2 okt Mirrer

5 sent tems
T Taks
= Templstes
B g
T Ferward
= Quote
T trrseet Contact Flament
VN rert, Termplate Blerent
B Reply

Pick the template you wish to send and follow the prompts.

If you are using the ‘Reply From Template’ button, simply click on the message template and follow
the prompts to personalize the information.

If you click on 'Actions’, ‘Email Templates’, ‘Reply From Template...’, highlight the template you want
to use and click ‘OK’. Follow the prompts to personalize the information.

Email Templates™ will automatically insert the email address of the person you are replying to in the
“TO:” section of the new mail message.

Note that the subject field contains the subject of the email you are replying to, not the name of the
template you are using.

Email Templates - Select Template ed

Flease select one of the following templates:

[EENE] Fiivvate Templates
F&'s
Infomnation Fequest

Inquiry Response

Junk Mail

Membership info request
Thank. you faor the information
Thank. you for your order!

Thank. you for your referrall
(3 We received your resume.
[#-5E Public Templates

oK I Cancel |

You can change any text within the email before sending. When finished, click ‘Send’.

Editing a ‘Reply From Template’

In order to send out a template that has all the personalized information you want to have in it, you must
follow the following steps.

1.

Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder.

Look for the subfolder of Email Templates™ called ‘Reply’ (stored in the main ‘Templates’ folder).

Email Templates™ Users Guide for Version 5.0 13



Using the Sample Templates

3. Open a template by double-clicking on it.
message.

4. When you are finished, click on the ‘Save’

Then make changes just like you do with any other

button to retain your changes, and then use the template

as described in the Sending a ‘Reply From Template’ section.

Example: Using a Reply Template

This is a Reply Template called “FAQ’s”. Please note that the subject of the email is the same as the title

of the new email template.

i FAQ's - Message (Plain Text)

| g I dlals v SEEE—
Fle Edt View Insert Format Tools Actions Help Type & question for help =
Hed S| 4 2R R0 |(ES ! 4|2 omms. TR
To... |
g |

Subject: |FAQ‘5

> On ¢date:, &oender_neme: wrote:
> &selection:

Dear &sender name; ,
The question that you have asked is one that ve frequently receive.

e have created a section on our website entitled FAQ's. Please visir
it at http://your.website.com/fag.html.

If you do not find the answer to your guestion there or you have any
further gquestions, I would he happy to assist you. You may contact me
at 1-800-000-0000 or by email swy_emails.

-]

By highlighting a message in your Outlook folder, you are asking Email Templates™ to send a reply
message from this template to the person who sent you the email. This template is including the previous
message date, the sender’'s name, and the body of the email.

&date; is an element that includes the date of the email you are replying to.

&sender_name; is an element that tells the message to insert the name of the person you emailed you.

&selection; is an element that inserts the body

of the email you are replying to.

&my_emalil; is an element that tells the message to insert your email address into the template.

&my_name; is an element that tells the message to insert your name into the template.

1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder.

2. Look for the subfolder of Email Templates™ called ‘Reply’ for the template called “FAQ’s”.

3. Open the “FAQ’s” template by double-clicking on it.

4. Then, make changes just like you do with any other message to personalize it. In this case there is
no need to change any information in the document, however you may modify the wording or add

text.

5. Now click ‘Save’, then exit the template.

Email Templates™ Users Guide for Version 5.0
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Go back to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder.

Select a message from your Outlook folders by highlighting the message.

Select the “FAQ’s” template by clicking on the ‘Reply From Template’ button.

& Inbox - Microsoft Dutlook =] 3]

File Edit iew Favorites Tools  Actions  Help Type a question for help =

Hnew + | K| SoReply £HiReply to Al ;_é SendfReceive | Type & contact tofind = | Do P m | W >

FAQ's
@ o T I] = outlook:Inbax

Information Request

4
Folder List | [ [%[@ From | Subject # Inquiry Response
m Jn software inc. 4 Junk Mail

@ Calendar # Membership info request
-5 Conkacts 4 Thark you for the information
@ Deleted Items # Thank you for your arder!
B Drafts # Thark you For your referrall
[]...@ b0 # We received your resume.
{ﬁ Journial

Motes

GE outbox ‘ﬂ This message has not been sent,

(2> PocketMirror From:  To:  ‘Jane Smith'

4T3 Sent Trems Subject: Cc:

@ Tasks

Templates

Q@ Extensions

£ Insert Contact Element
£ Insert Template Element

S Reply

‘1 Item v

Alternatively, you can choose from your ‘Actions’ menu by clicking on 'Actions’, ‘Email Templates’,
‘Reply From Template...". Pick the “FAQ’s” template.

You have now created an email message that tells John Doe that he can receive more information on
Email Templates™ on the Users Guide found at www.emailtemplates.com/et/quide.asp.

Note that the subject field contains the subject of the email you are replying to, not the name of the
template you are using.

¥ RE: Example Email - Message {Plain Text) (=] 5|
T L Jals o=

Fle Edt Wew Insert Format Tools  Actions  Hslp Type a question for help =

(=1gend HERE 0 |E |+ v jogons. (7)) W oh W @

To... |‘JuhnDue‘
e ||

Subject: IRE: Example Email

> On June 30, 2002, John Doe; Urote: =l

> Are there any additional help files for your product?
>

> John Doe
> John_Doefcompany. com

Dear John Doe,

The guestion that you have asked is one that we freguently
receive.

Ve have created = section on our wehsite entitled Users Guide.
Pleage wisit it at http://uwv.emailtemplates.com/et/guide.asp.

If you do not find the ansver to your gquestion thers or you
have any further guestions, I would be happy to assist you.
Tou may contact me at 919-402-0550 or by email
salesfemailtemplates.com.

sincerely,

Email Tempaltes Sales

Forward Templates

Email Templates™ Users Guide for Version 5.0
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Sending a ‘Forward From Template’

1. Select a message from your Outlook folders by highlighting the message.

[@ Inbox - Microsoft Dutlook o [=] 4]
File Edt WYew Favorites Took Actions  Help Type a question for el [

tew + ¥ GyRepl CReplyto Al 4CForward | SendjReceive  3Find | Typeacontacttofind v | [(2) W Ob @ m [W 2

5 outlook:Inbox

Folder List x
=5 in softwareinc.

o Calendar
2 Contacts “
£ (F Deleted Irems

3 Drafts
2 Inbox
453 Joumnal =
o Motes L]

S Outbox ¥ This messags has nat heen sent, ‘
; zzzﬁm;m From:  onbehal of Tohn D To:  “Jane Stk
& Tacks subject: Exampla E-Mail Cc:
152 Templates =]

%3 Extensions

%3 Forward

=953 Quate
£ Insert Conkact Element

1| 01 |7 |G| From | Subject  +
B "John Doe'

Exanple E-Hail

B Insert Template Element

B Reply

11tem

2. Select a Reply Template by clicking on the ‘Forward From Template’ button.

ak & ﬂ Third button activates Forward Templates
RI=TE

File Edit Wiew Favorites Tools  Actions  Help Type a question for help [«
w w[Ele
{

% Forward with comments. |
Folder List x| !| 0 |\7|Q|From |Subject ; |Rt & Interesting news to share,
EI--@ n software inc, @ ‘John Doe'  Example E-Mail Wed6/2.., 626E
4 Calendar

[ Contacts
3 Deleted Items
-} Drafts

(- Inbox

{ﬁ Journal LI
gziebsox €3 This message has not been sent.
{2 PacketMirrar From: To:  'lane Smith'

£ Sertt Tkems Subject: Cc:

@ Tasks

=4 Templates

i Q@ Extensions

2 Mew - | = | CgReply £R9Reply to Al | = SendjReceive | Type a conkact to find =

outlook: Inbios:

£ Insert Contact Element
4 Insert Template Element

B Reply

|1 Item v

You will find this button in the standard Outlook toolbar at the top of your screen once you have
downloaded and installed Email Templates™.

Alternatively, you can choose from your ‘Actions’ menu. Click on 'Actions’, ‘Email Templates’,
‘Forward From Template...".
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4,

58] bt - Micrusolt Duthouk =] =10l x]
the e view Favorkes [ocls | Actions | Leb ¥ 4 %
ew - & 0 ¥ | oo o Enellemte T b]  ewmesgefrom Tenoite... | -0 @ | H.

I
- oiboc bl
1 Frd &l 0 Loeward From Templste.. f —

1 L Sen =
BB o smente ! it [ o

| ,f—_ rests New Tenglste. . |
o Contacts —_— — — |
(3 Dwbeted Nems

4? Eutbor O_M_-r_-'fm - ;;?.r.ni.lf.-\.fi.-l-(l :

T trrseet Contact Flament
VA Lresert Template Blsment
£ Ry

Pick the template you wish to send and follow the prompts.

If you are using the ‘Forward From Template’ button, simply click on the message template and follow
the prompts to personalize the information in the template.

If you click on 'Actions’, ‘Email Templates’, ‘Eorward From Template...’, highlight the template you
want to use and click ‘OK’. Follow the prompts to personalize the information.

Note that the subject field contains the subject of the email you are replying to, not the name of the
template you are using.

Email Templates - Select Template 2lx|

Flease select one of the following templates:

[ERVE] Fiivvate Templates
(=1 Custom Forward

(51 Forward with commerits.
(5 Interesting news to share.
Q@ Public Templates

ok I Cancel |

You can change any text within the email before sending. When finished, click ‘Send’.

Editing a ‘Forward From Template’

In order to send out a template that has all the personalized information you want to have in it, you must
follow the following steps.

1.

Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’' to open the ‘Templates’ folder.

Look for the subfolder of Email Templates™ called ‘Forward’ (stored in the main ‘Templates’ folder).

Open a template by double-clicking on it. Then make changes just like you do with any other
message.
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4. When you are finished, click on the ‘Save’ button to retain your changes, and then use the template
as described in the Sending a ‘Forward From Template’ section of these Help Files.

Example: Using a Forward Template

This is a Forward Template called “Custom Forward”. Please note that the subject of the email is the
same as the title of the new email template.

™ Custom Forward - Message (Plain Text) i m) 5[
L [ Jaszu : E

File Edt Wew Insett Format  Tools  Actions  Help Type a question for help |+

HEB R EL ! 4| Y o, 2 6 HEE 7

£

2

|ﬂ This message has not been sent, ‘

To. ||
|

Subject: ICustum Forward

Hi,

Here iz somwething interesting I just received...

> From: gzender_name; (&gender email;)
> Sent: gdate;

> To: &co_lisc;

> Zubject: &subject:

>

> Shody: =l

By highlighting a message in your Outlook folder, you are asking Email Templates™ to forward this
message to another person.

&sender_name; is an element that tells the message to insert the name of the person you emailed you.
&sender_email; is an element that tells the message to insert the email of the person you emailed you.
&date; is an element that includes the date of the email you are replying to.

&to_list; is an element that lists all the people the email was originally sent to.

&subject; inserts the subject of the original email message.

&body; is an element that inserts the body of the message.

1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder.

2. Look for the subfolder of Email Templates™ called ‘Forward’ for the template called “Custom
Forward”.

3. Open the “Custom Forward” template by double-clicking on it.
4. Then, make changes just like you do with any other message to personalize it. In this case there is
no need to change any information in the document, however you may modify the wording or add

text.

5. Now click ‘Save’, then exit the template.
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6. Go back to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder.

Select a message from your Outlook folders by highlighting the message.
Select the “Custom Forward” template by clicking on the ‘Forward From Template’ button.

Note that the subject field contains the subject of the email you are forwarding, not the name of the
template you are using.

18 Inbox - Microsoft Outlook I [m] 4

File  Edit Wiew Favorites Tools  Actions  Help Type a question for help =

Eflpew » | X | GgReply £EReply to Al gﬁSendIReg&ive Type a contact tofind = | [l IiF | W >
% Custom Forward

outlook; Inbosx

% Forward with comments.,

Folder List X |
E‘--@ Jn software inc,

| O % | 8| From

| Subject |r

% Interesting news to share,

-5 Conkacts

----- {3 Deleted Items
----- 5B} Drafts

[ Inbox

{ﬁ Journal LI
----- Motes
@ Outbox |ﬂ This message has not been sent,
----- PocketMirror From: To:
----- $B Sent Trems Subject: Cc:
..... & Tasks

=58 Templates

\-%F Extensions

4B Forward

Q@ Quoke

$E Insert Contact Element
L$E Insert Template Element

4E Reply

‘lane Smith’

[1 Ttem

A

Alternatively, you can choose from your ‘Actions’ menu by clicking on 'Actions’, ‘Email Templates’,
‘Forward From Template...”. Pick the “Custom Forward” template.

You have now created an email message that tells John Doe that Jane Smith received an email from
Email Templates Sales that says that Email Templates™ is a great product.

% Custom Forward - Message (Plain Text) -10] x|
L L Jalepsuls===x
File Edit Wiew Insert Format Tools  Actions  Help Type aquestion for help |+

[=]5end b ERER S Y oo, (B B HEBE D

Ta,.. |'JnhnDue‘
e ||

Subject: |Custom Forward

[
Hi,
Here iz something interesting I just received...
> From: Email Templates Sales (galesfemailtemplates.com)
> Senti June 30, 2002
> To: 'Jane Smith'
> Subject: Emzail Tewplates
=
> Email Templates is a great product! LI

Quote Templates

Using a ‘Quote From Template’

Email Templates™ Users Guide for Version 5.0
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1. Begin by editing a ‘Quote From Template'.
2. Goto the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder.

3. Look for the subfolder of Email Templates™ called ‘Quote’ (stored in the main ‘Templates’ folder).

4. Open a template by double-clicking on it. Then make changes just like you do with any other
message.

5. When you are finished, click on the ‘Save’ button to retain your changes and exit the template.

6. Begin a new email message, or use a New Message Template, Reply Template, or Forward
Template.

7. Move your cursor to the point where you want to insert the information contained in the Quote
Template.

8. Select a Quote Template by clicking on the ‘Quote From Template’ button in the upper right hand
corner of the email.

D* Il Il m Fourth button activates Quote Templates

® Example Email - Message (Plain Text)

L L Jalmruss=i:
File Edit Wiew Insert Format Tools  Actions Help  Tvpe @ questionforbelp =
Zlsend fER0 || o | B B @
= Bank account information,
Tau. II'JthDDe' m Directions to the office.
{E) Insert Contact Element  *
QE_I I <F Insert Template Element *

Subject: IExamp\eEmai\ = Rokating text.

Thiz i= an example email. ;I

After this paragraph, I am going to insert =a paragraph
contained in a Quote Template after my curser.

l 5 Cursor where you want to insert the quote I
Thank you.

Jane Smith

|

Alternatively, you can click on ‘Actions’, ‘Email Templates’, ‘Quote From Template...’, select your
template and click ‘OK’.
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Email Templates - Select Template ed B

Flease select one of the following templates:

&

{31 Bank account information,
Directions to the office.
Ingert Contact Element
Inzert Template Element
-£5) Rotating text,

+1-5E1 Public Templates

oK I Cancel |

The information contained in the Quote Template will automatically be inserted into the current email.

Editing a ‘Quote From Template’

In order to send out a template that has all the personalized information you want to have in it, you must

follow the following steps.

1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder.

2. Look for the subfolder of Email Templates™ called ‘Quote’ (stored in the main ‘Templates’ folder).

3. Open a template by double-clicking on it. Then make changes just like you do with any other

message.

4. When you are finished, click on the ‘Save’ button to retain your changes, and then use the template
as described in the Sending a ‘Quote From Template’ section of these Help Files.

Example: Using a Quote Template

This is a Quote Template called “Directions to the office.”

¥ Directions to the office. - Message (Plain Text)

| I Jals v

Fle Edit ‘Wiew Insert Format  Tools  Actions  Help  Type aquestionforhelp

s ERERIO 't )| T eoptions., |2 0B R OD

|ﬁ This message has not been sent. |

rou, ||

c. ||

Subject: IDirectiDns ko the office.

Here are the directions to our office:

[INSERT DIRECTIONS HERE]

Email Templates™ will insert the body of this text into your current email.

1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

Email Templates™ Users Guide for Version 5.0
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If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder.

2. Look for the subfolder of Email Templates™ called ‘Quote’ for the template called “Directions to the
office.”

3. Open the “Directions to the office.” template by double-clicking on it.

4. Then, make changes just like you do with any other message to personalize it. In this case, you
would insert the directions to your office in the space provided.

™ Directions to the office. - Message (Plain Te: - |EI|1|
| I Jaleruj=== >

File Edit Wiew Insert Format Tools  Actions  Help

B 4 EB@ | [Hopons. B b @& W 7

|ﬂ This message has not been sent, |

Ta... ||

. ||

Subject: IDirections to the office.

Here are the directions to our office:

Take I-40 to exit 595.

Make a right on Harwvard Blwd.

At the next light, make a left on Easton 3t.
We are the second building on the right.

-l

Please note that these are example directions, not actual directions.

5. Now click ‘Save’, then exit the template.

6. Begin a new email message, or use a New Message Template, Reply Template, or Forward
Template.

7. Move your cursor to the point where you want to insert the information contained in the Quote
Template.

8. Select the “Directions to the office.” quote by clicking on the ‘Quote From Template’ button.

% Example E-Mail - Message (Plain Text) =100 x|

R 5 »
T Jamrulz==eres :
File Edit ‘iew Insert Format Tools  Actions  Help Type a question for help [+

S

HE B2 20 B! 4|y |Q| 5 B 6
= Bank account information.
Direc Fice.
¢E) Insert Contact Element  *

|ﬂ This message has not been sent,

From. .. | |‘John Doe' SF Insert Template Element »
To... | | 3arme Smich = Rotating kext.
= —

|

Subject: IDlrE(tans to our office

Dear Jane, ;I

I zw looking forward to meeting you on Thursday. I have included
the directions to our office.

| Cursor where you want to insert the directions.

Zincerely,

John Doe

|

Alternatively, you can choose from your ‘Actions’ menu by clicking on 'Actions’, ‘Email Templates’,
‘Quote From Template...".
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¥ Directions to our office - Message {Plain Text) =10 ll
= »

L Jalssu|= . :
File Edit Wew Insert Format Tools | Actions | Help Type aquestion far help =

= =2 2= €, | Email Templates

']

¥ FollowUp,., Chrl+3hife+G
‘0 This message has not been sent.,

From. .. I I'Juhn Doe' €
Ta... I I'Jane Sriikh' @
Ew |

Subject: IDirect\ons ta aur office

Find all

New Message From Template. ..
Reply From Template...

Forward From Template...

Quote From Template. ..

iZreate Mew Template. ..

Insert Template Element. ..

Dear Jane,

the directions to our office.

I am looking forward to meetihg vou on Thursday. I hawve included

B

John Doe

Cursor where you want to insert the directions.
Sincerely,

B

9. Pick the “Directions to the office.” template. Email Templates™ will insert the body of the “Directions

to the office.” template into your email.

10. Finish your email and press ‘Send'.

11. You have now created an email message from John Doe that tells Jane Smith how to get to the

office.

Directions to our office - Message (Plain Text)

— L

File Edit Wew Insert Format Tools  Actions  Help Type & quastion for help

B s2@ R me ! 4|v Hoer. | B8 % 5 =

|60 This message has not been sent.

Fram... I'John Doe'

To... I'Jane Smith'

|

Subject: ID\re(tlnns to our office

Dear Jane, =]
I em locking forward to meeting you on Thursday. I have
inzluded the directions to our office.

Here are the directions to our office:

Take I-40 to exit 555.

Make a right on Harvard Elwvd.

At the next light, make a left on Easton 3t.

We are the second building on the right.

Sincerely,

John Doe _I

Email Templates™ Users Guide for Version 5.0

23



Creating New Email Templates

Creating New Email Templates™

New templates are easy to create with Email Templates™.

You will also find a selection of Sample Templates included with your Email Templates™ installation.

You may use these templates as they are, or customize them to your needs. For more information on the

Sample Templates, please refer to the Using the Templates section of this Help File.
There are two ways to create a New Email Template:

1. The first method uses the ‘Create New Template...” command under the ‘Actions’ menu.
2. Inthe second method, a new email is created and dropped into the appropriate ‘Templates’
folder.

Create a New Email Template Using the ‘Create New Template...” Command

1. Select the ‘Create New Template...” command. To do this, click on ‘Actions’, ‘Email Templates’,
‘Create New Template...".

@ Inbox - Microsoft Dutlook =131 x|

File Edit View Favortes Tools | Actions | Help Type a question for help =
B New = | X | GoRenly @JRED‘N‘ Email Templates >| Mew Message From Template. .. »

A4 Reply From Template. ..
autlook: In|
x

Find all b Forward From Template. ..
Folder List

@
W [F] Quote From Template, .. :Izl
% Calendar [+ Create New Template. .. ‘
-2 Contacts
(3 Deleted Ttems
55} Drafts
-4 Inbox
~{53 Journal
Motes LI
- Outhox
PocketMirror
%121 Sent Items
s Tasks
=55 Templates
£F Extensions
-5 Forward
B-4E Quote
SR Insert Contact Element
i 5 Insert Template Element

. @ Reply
‘U Items v

[ nio items are currently selected. |

2. Type in the title for your new template. The title of the template is the same as its subject.

Make sure that the appropriate message template button has been selected.

For a ‘New Message Template’: ‘New Message Template’ button needs to be selected.
For a ‘Reply Template” ‘Reply Template’ button needs to be selected.
For a ‘Forward Template’: ‘Forward Template’ button needs to be selected.
For a ‘Quote Template’: ‘Quote Template’ button needs to be selected.
2

Template Title:

IS ample Mew Message Template

' Mew Message Template

" Reply Template

" Forward Template

" Quote Template 0K LCancel |

3. Click ‘OK’ and a new email message will appear with the title for your template in the subject line.

your email.
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For more information on how to include Elements in your template, please refer to the How do | use
elements? section of these Help Files.

i You're Invited! - Message (Plain Text) P [
5 »

— T

File Edit Wew Insert Format Tools Actions  Help Type a question for help =

bR R0 Be !4 Y Ejoges. )| B H B & 7

|8 This message has not been sent. |

To... ||
o |]

Subject: |‘Fou‘relnvited\

Desr scontact.first_name;, -

I would like to invite you to an open house st our new office
on July 10 at 7:30 PH.

Please RSVP to this email.
Hope to see you there!

sSignature;

El

In this email called “You're Invited!”, | have created a template that will insert the contact’s first name
and add my personal signature.

To find out how to set up a Signature Element, please refer to the Example: Adding a New
Customized Element section of these Help Files.

5. Click ‘Save’ and close the template you just created.

Depending on which button you selected when you created your new template in step 2:

For a ‘New Message Template’: Your template will be placed in the main ‘Templates’ folder in

your Outlook or Exchange Mailbox.

For a ‘Reply Template” Your template will be placed in the ‘Reply’ folder found in a
subfolder of Email Templates™ (stored in the main
‘Templates’ folder).

For a ‘Forward Template’: Your template will be placed in the ‘Forward’ folder found in
a subfolder of Email Templates™ (stored in the main
‘Templates’ folder).

For a ‘Quote Template’: Your template will be placed in the ‘Quote’ folder found in a
subfolder of Email Templates™ (stored in the main
‘Templates’ folder).

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder.

6. Now use the template just as you would with any other template. Please see the Using the
Templates section of these Help Files for more information.

Create a New Message Template by Using a New Email Message

1. To create a New Message Template, open a new email by
- Clicking on ‘New’, ‘Mail Message’, or

- Clicking on ‘File’, ‘New’, ‘Mail Message’, or
- Typing ‘CTRL’ + ‘N’ on your keyboard.

Email Templates™ Users Guide for Version 5.0
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2. Inthe subject line, type in the title for your new template. The title of the template is the same as its

subject.

3. Personalize the email. Be sure to include any Elements you wish want Outlook to insert.

For more information on how to include Elements in your template, please refer to the How do | use

elements? section of these Help Files.

& You're Invited! - Message {Plain Text) (=] B3]
T L Jalssu|===crex >
File Edit Wew Insett Format Tools  Actions  Help Type aquestion for help =

BRI R ES ! 3 Y| opns., )| & B @ &

»

‘ﬂ This message has not been sent.

To,.. ||

|

Subject: I\‘ou‘relnvited\

Dear foontact.first_name;,

I would like to invite you to an open house st our new office

on July 10 at 7:30 PHM.
Please RSVP to this email.
Hope to see you there!

LSignature:

Bl

In this email called “You're Invited!”, | have created a template that will insert the contact’s first name

and add my personal signature.

To find out how to set up a Signature Element, please refer to the Example: Adding a New

Customized Element section of these Help Files.

4. Click ‘Save’ and close the template you just created and close the window.

5. Go to the ‘Drafts’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible, click on
‘View’ from the Outlook toolbar, and then select ‘Folder List'.

& Drafts - Microsoft Outlook

Fle Edt Yiew Favgrites Iools  Actions  Help

-loixl

Type & question for help v

Edtew ~| ¥ | Boreply faRcply toal 4 Forpard | send/Regeive Typs acontacttofind - | O Wp o oy @]

outlook:Drafts

Folder List x| LoskFor: - SearchIn~ Find Now Clear Options ™ x
- tésncft‘wardeinc- 1|07 |aTe | Subject EESEE
alenaar ) You're Invited! Hone 7228
5 Contacts
----- (3 Deleted Ttems
) El
-5 I
& % J’D'uf:al [ This message has not been sent. |
Notes “ From: Ta:
8} Outhox Subject: Vou're Invited!  Cc:
PacketMirror Dear fcontact.first_name:, -
----- {7 Sent Thems
T Tasks I would like to invite you to an open house at our new office
-5 Templates on July 10 at 7:30 PH.
-G Extensions
S Forward Please RSVP to this email.
-5 Quots
{4 Insert Contact Element | |Hope to ses you there!
H {3 Insert Template Element
L. Reply Signarure; Ll

[t Ttem

6. Highlight the mail message that is your new email template.

Email Templates™ Users Guide for Version 5.0

26



Creating New Email Templates

@ Drafts - Micrasoft Outlook

File Edit Wiew Favorites Tools  Actions  Help

e - K | Gorepl fiReply to Al 8 Fornard | 25 SondfRecsive Type s conkact tofind  [= | B O O Ou | (M) >

-loixl

Type & question for help v

outhook; Drafts

(-2 Contacs
(3 Deleted Ttems

Folder List x| Lookfor: - SearchIn~ Find ow Clezr
=0 jn software inc. O g To | Subject
3 Calendar & You're Invited!

<f Drafts (1
-5 I
i {% J!u?:d | This message has not been sent,
----- Notes From: To:
<& Qutbox Subject: Vou're Invited!  Cc:
PockstMirror Dear focontact.first name;,
----- B Sert Ttems
@ Tasks

=-5E Templates
L5 Extensions
B Forward
-8 Quots
$E3 Insert Contact Element
{ L Insert Template Element

L ety

on July 10 at 7:30 PM.

Please RSVP to this email.

Hope to see you there!

s¥ignature;

I would like to invite you to an open house at our new folc:}

[11tem, 1 Unread

v

7. Click and hold down your left mouse button on the new element email.

8. Drag the new email over to the appropriate folder depending on what type of email template you are

creating.

For a ‘New Message Template’:

For a ‘Reply Template”:

For a ‘Forward Template’

For a ‘Quote Template’:

Drag your template to the main ‘Templates’ folder in your
Outlook or Exchange Mailbox.

Drag your template to the ‘Reply’ folder found in a subfolder
of Email Templates™ (stored in the main ‘Templates’ folder).

Drag your template to the ‘Forward’ folder found in a
subfolder of Email Templates™ (stored in the main
‘Templates’ folder).

Drag your template to the ‘Quote’ folder found in a subfolder
of Email Templates™ (stored in the main ‘Templates’ folder).

I® Drafts - Microsoft Dutlook (=] 3]
File Edt View Favorites Tools  Actions  Help Type aquestion for help |+
EiNew - | X | BoReply RiReplyto Al o Forward  SendjReceive | Typeacomtacttofind - | N Op O g | [W] »

outlook:Drafts

Folder List x| Lookfor: + SearchIn = Find Now Clear Options ~ X
=5y softwars inc, {07 a|Te | subject | 5ent

% Calendar E’ b st
F- Contacts
o al
i Product Guide Recipients =l
o Use
@' Deleted Items €} This message has nok been sent, |
<8 Drafts (1) From: To:
F-%3 Inbax Subject: You're Ir Cc:
::fo‘t:;a‘ Dear gcontact.first name;, =1
-8 Qutbox
I would like to invite you to an open house at our new
25 Pockettlimor office on July 10 at 7:30 PH
-SF3 Sent Ttems i : .
AP Tadks Plemse RSVP Lo this email.
[SRYE] Templates E
-3 Etersions Hope to see you there!
- 4E) Forward P v
FI-6E Quots
i &5 ture;
G2 Insert Conkact Element EAt S
i <) Insert Template Element
G Reply E
1 Ikem, 1 Unread 4
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Look for the appropriate folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the ‘+' to open the
‘Templates’ folder.

Your new element email should now be in the appropriate folder.

9. Now use the template just as you would with any other template. Please see the Using the
Templates section of these Help Files for more information.
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Elements

In order to create your own templates, it is important to understand how to use Template Elements and
the role they play in creating a template.

What is an element?
A Template Element is a placeholder for customized text, which can be inserted into a template.

Elements are similar to a Mail Merge field in a Microsoft Word document. They correspond to an attribute
of a selected message or contact. When the template is applied, the elements are substituted with the
value of the attribute (such as, for example, the sender’'s name).

The following are a few examples of Template Elements:

&date;

&my_email;
&subject;
&sender_first_ name;

When you view the templates in the Template Folder, elements are shown as &element;. The element is
preceded by an ampersand ( & ) and followed by a semicolon ( ;).

Template Elements are not allowed to have any spaces in them. The spaces between words have been
replaced by ‘ ' (underscores).

Template Elements will place the text in your message using the same format you used when you
created the template. For example, if you create the template and the &element; is bold, the text placed
by the element in your message will also appear in bold type.

There are many standard Template Elements that are available as part of Email Templates™. The
customized text for these elements comes from different parts of an email message such as the email
address, subject, or body. Using these elements provides a way to access the text from a particular part
of an email message and place it automatically into the new message you are creating.

Template Elements are used in the creation of a template in order to insert customized text such as date,
time, sender name, sender email address, recipient name, recipient email address, subject of the
message, text from another message, etc.

How do | use elements?

Using Standard Elements

1. When you are creating or editing a template, place your cursor where you want a Template Element
to appear.

2. Select a Template Element by clicking on the ‘Quote From Template’ button, and highlighting ‘Insert
Template Element’.

D,t I:h Il DJ ﬁ Fourth button activates Quote Templates I
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i¥% Directions to our office - Message (Plain Text)
L Jas:u=

Fie Edit iew [Insert

Sisend LBt 3| v oo, @) @ mE 2

Fomat Tooks Actions  Help

® Bark account information.

‘B This message has not been sent.

= Directions to the office,

To... | [ane smith'

23 Insert Contact Element  *

@ Insert Template Element »

co. |]

s Rot:

ating text,

Subject: ID\rettluns to our office

Dear

included the directions to our office.

Here are the directions to our office:

Take I-40 to exit 595.

Make & right on Harvard Blvd.

it the next light, make a left on Easton St.

We are the second building on the righo.

Sincerely,

I amw looking forward to mesting you on Thursday. I have

Alternatively, you can click on 'Actions’, ‘Email Templates’, ‘Insert Template Element...".

Attachment Sizes
Clipboard Contents
Current Date

Email Templates Yersion
Host Version

Internet Headers

List OF Attachments
Message Attachment
Iessage Actachments
Message Body

Message Cc: List

Message Cc: List As Emails
iessage Cc: List As Names
Message Delivery Time
Message Sender

Message Sender Email
Message Sender's Email
Message Subject

Iessage Submit Time
Message Tos List

Message To: List As Emails
Iessage Tos List fs Names
Prompt For Input, "value®
Selected Text

Selection Index

Selections Count

Sender Name

Sender's First Name

User Email

User Name:

Highlight the

template you want to use and click ‘OK’. Follow the prompts to personalize the information.

Email Templates - Select Iktem

Pleaze select an item from the fallawing list.

[ o ]

x|

- 3 -
cc_email_list - list of 'Ce:' recipients [emails anly). =
co_list - list of 'Ce’ recipients [names and emails).
cc_name_list - list of T’ recipients [names only).
clipboard - the clipboard contents.
date - the time the meszage was sent.
delivery_time - the time the meszage was delivered.
email - the email of the sender.
input.value - trigger for an input dialog.
rmy_email - the email for this profile.
my_narne - the name far thiz prafile.
zelection - the text of the current gelection on an open message,
sender - the name and email of the sender.
sender_email - the email of the sender.
sender_first_name - the first name of the sender.
zender_name - the name of the sender.
subject - the zubject of the message b
subrnit_time - the time the meszage was submitted for delivery.
to_email_list - list of 'Ce' recipients [emails anly). ;I

Cancel |

The Template Element appears on the left side of the list. On the right side of the list is a description
of what the Template Element will automatically place in the template when the template is used.

3. Select the Template Element you wish to use and click OK.

4. The Template Element you click on will automatically be placed in the template you are creating or
editing in the place where your cursor is. Later, when you use the template to send a message, the

assigned content for that element will automatically be placed in the created message.

NOTE: You may also type the name of the template element directly into the message. If you
choose to do this, please be careful to spell the element correctly, and to include the ‘& and ‘;’ before

and after the element name.

5. Click ‘Save'.

6. Now use the template you just created. Please see Using the Templates section of these Help

Files.

Using Contact Elements

Contact Elements will pull information from your Outlook contact list and insert it into your email.
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1. When you are creating or editing a template, place your cursor where you want a Contact Element to
appear.

2. Select a Template Element by clicking on the ‘Quote From Template’ button, and highlighting ‘Insert
Contact Element’.

ak Il a’ Ql ﬁ Fourth button activates Quote Templates I

% Dirrs s Lo e olfice - Message (Pain Test) =l0l =l S Ao
»

E JA B r oo
Be [ Yew [met Fomst Took Adios Heb -
=i5eed | I BEd @ ! Ly Hoes. T & 33@» B Adkbenes Sabe

100 Ths o buans nok beser: send

| [ ier oot et R
L | 75 bnmert Template Henent ¢ @ Dsnas Hone Fage

Tou, | [Jere sett? .
= Crbdar Teleph
=] » Compary
Bee.. || = Company Main Phone Mustrer
Subfect:  [Corections bz our office
re— =] = Dapartmant Mane

1 am lecking forvard to mesting you on Thuraday. I have = Dingly Mo Proi
inciuded the directions to our orfice. » fmsl

Here are £he dirsctions to our office:
Toke I-40 to exit 595,

Make o right on Harvard Blvd,

At the mews light, make a lefc on Easvon Su. AL .

Ve are the second building on che right. hl ]

Sincerely, Mg Ackirns Gy

3. Select the Template Element you wish to use and click OK.

4. The Template Element you click on will automatically be placed in the template you are creating or
editing in the place where your cursor is. Later, when you use the template to send a message, the
assigned content for that element will automatically be placed in the created message.

NOTE: You may also type the name of the template element directly into the message. If you
choose to do this, please be careful to spell the element correctly, and to include the ‘& and ‘;’ before
and after the element name.

5. Click ‘Save’.

6. Open your contacts list found in your Outlook Folder.

7. Highlight the contact or contacts you wish to send your template to.

8. Select a Template Element by clicking on one of the Email Templates™ Buttons on the Outlook
Toolbar, and highlighting the template you want to use.

By B By B

9. Outlook will now use the template information and pull the contact information from the selected
Outlook contacts.
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Outlook will show you all of the emails before you decide to press ‘Send’. You can edit them
individually, or, if you do not want to see a preview of the messages, press ‘Shift’ before step 8, then
proceed with step 8 and the messages will be automatically sent out.

Example: Using a Contact Element

This example will use the template called “Contracts Awarded”.
1. Open atemplate where you want to add or change the information contained in the template.

To open the template, go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the
‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click
on the ‘+’ to open the ‘Templates’ folder.

Look for the main folder of the Email Templates™ called ‘Templates’.
Open the “Contracts Awarded” template by double-clicking on it.

i¥ Contracts Awarded - Message {(Plain Text) =10l x|
= L »

T C lal=u|= z
Fle Edt Wiew Insert Format Tools  Actions  Help Type a question For help |«

Y BR(R0 ! 1| ¥ [iotons. ICr gy

‘B This message has not been sent. |

To... |
e ||

Subject: |ContractsAwarded

£ocontact . name; =

[Company name] has heen awarded the following contracts:

[list wontracts awarded here]

For more information please contact:
[contact inforwation here]

|

2. When you are creating or editing a template, place your cursor where you want a Contact Element to
appear.

In this case, | will change [list contracts awarded here] and [contact information here] to personalize
this information. | will change [Company Name] to our company name, so | can send the same email
to several companies who were all awarded the same contact. | will also add a line asking the person
to review their contact information to make sure that | have the most current information on file.

There are two ways to add the elements that | want to add. | can either type them in being careful to
spell the element correctly, and to include the ‘& and ‘;’ before and after the element name.

&contact.company;
&contact.business_address;
&contact.business_address_city;,
&contact.business_address_country;
&contact.business_address_state;
&contact.business_address_postal_code;
&contact.business_phone;
&contact.business_fax;

Or, | can insert them by select a Template Element by clicking on the ‘Quote From Template’ button,
and highlighting ‘Insert Contact Element’. Then, I highlight any contact element | wish to add.

D\‘~ E'.h' Il Dv' ﬁ Fourth button activates Quote Templates I
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ol - Meewsage (Pain Teut) S [=1E3]

AR rp : e i »

Be % VYen [amet Fomst Took Adion bHeb i )

cwd @ L RR(GE @A P, O & & "
" Bak

= Agsistent

= Ausntant Teinphore Nurbes
® Deepen [eichuone Humber
= Dathday

& Busness Addrnss

= Business Address Gy

= fusness Address Country
® Busness Addenss Postal Code
= Buneis Addems Rale

1O Ths rvssage b rk beoer: send = O

® Buriness Fax Husber

[mter |8 toert Contact Eieencnt )
Rl n oo 3 insert Templote Henent ¢ ® Dasness Homa Page
.

Tou, | [Jere sett? .

e f
S ||

Subects [Corections o our office

Mers are the directions to our office:

Deac |, -
I am looking forvard to meeting you on Thursday. 1 have
included the directions to our effice.
Take I-40 to exit 595.

Make a £ighs on Harvard Blvd,

At the mexr light, make a lefr on Eascon St.

Ve are the second building on the right.

sincerely,

le

My template will now look like this:

[ 7 Cals + v

Fle Edt View [nsert Fomat Took Actions Help Type a question for help [

HE i B2RB0 @88 ! 3 ¥ Hogos. £ 0 B 66 &,

» Cobler

» Compary

= Company Main Phone Mustrer
& Comparey Name:

= Customer 1D

® Department Mane

= [asplay Name.

= Dy Novrss Pradix

» sl

= Frsthame

= Cender

» Given tame

= Inkigls

= Last Neme

» Location

= Malng Address

» Maling Address Oy

® Malbrg Address Country
® Ml Addess Postal Code
= Haling Address Statn

| This message has not been sent.

To.. ||

2. |

Subject:  [Contracts Awarded

foontact_name;,

LCONtACT.company; has heen awarded the following Contracts:
License to sell Email Templates to other customers.

For wore information please contact:

Email Templates Sales
salesfemailtewplates.com

if we nesd to update our files.

gfoontact . company;

foontact.business_address:

srontact.business_address_city:, scontact.business address_state!
foontact.business eddress postal code;
foontact.business_sddress_country;

foontact.business phone;

scontact.business fax;

Thank you for your help in this matter.

Please check your contact information listed below and let us know

[l

The Template Element you click on will automatically be placed in the template you are creating or
editing in the place where your cursor is. Later, when you use the template to send a message, the
assigned content for that element will automatically be placed in the created message.

3. When you are finished, click on the ‘Save’ button to retain your changes.

4. Open the Contacts List found in the Outlook Folder.

5. Highlight the contact or contacts you wish to send your email template to.
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& Contacts - Microsoft Dutlook - 10 =l
- File Edit Wiew Favorites Tools  Actions  Help Type a question for help =
- =] Mew -|§[§x|y @v|@|=i_nd?§g B2 Typeacontacttofind v @|F|i m(ml W

+ Announcing Mew Employee

4+ Company Event

4 Contact Information Request

I'_—'IQ@ Templates
£ Extensions

Thank you for the referral

We've moved!

B4 Forward

Faolder List
m In software inc. =i Contracts Awarded
..... @ Calendar 707-5506 + Customer Service Survey
[ Contacts (919 402-0590 + Customer Update - General Mews
""" 1@ Deleted Items (919) 493-1225 4 Directions to our office
""" B Drafts sales@emailternpl... | 4 Email Templates Registration
- g Inbox i + Filker Junk
;ooutrensal + Follow up to our call,
@ Outbasx 4 Press Release
..... PocketMirrar ] ] . K <4 Promation Announcement
..... F Sent Ttems Highlighted first before selecting a template. ||+ Request for Proposal
----- @ Tasks 4+ Rotating quotes,
+
+
+

While You Were Cut

EQ@ Quate —
Db $E Insert Contact Element g
[ B Insert Template Element
. Repl
B Reply |
|1 Ttem 4
~Ax
e o cAm s [ElEwEEe.

O [ Yew fuet Fomat Tk Adins b
Bavemion [ S d (v H - 2-w-,
Goomesl | pstats | maries | compeaes | sames |

) it e \::pu..m |
B e ] Home. =
Couemt[rarmaere P e p—

e as: i scFtware =] therfar  w|
Baness | =" pisplay 202 [In sattusre e (sespemamengisies. com)
PNk o acbess: [
¥ Thi s he g addiess @m : —
‘ E|

=
gooeacts.. || Categories.., | [issress Brtvate [

6. Select the “Contracts Awarded” template by clicking on the ‘New Message From Template’ Button on
the Outlook Toolbar and highlighting the “Contracts Awarded” template.

First button activates New Message Templates ?

Alternatively, you can choose from your ‘Actions’ menu. Click on 'Actions’, ‘Email Templates’, ‘New
Message From Template...” and “Contracts Awarded".

7. Outlook will now use the template information and pull the contact information from the selected
Outlook contacts.

Outlook will show you all of the emails before you decide to press ‘Send’. You can edit them
individually, or, if you do not want to see a preview of the messages, press ‘Shift’ before step 8, then
proceed with step 8 and the messages will be automatically sent out.

When the information is pulled together from your contact list, your email will now look like this:
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\ ] - Jaln r e

Fie Edt Yiew Insert Format Tools  Actions  Help

Type a questian for hielp [+

HE (2@ R0 @8 P4 v | Hogos. £ F B BB &,

|0 This message has not been sent.,

To.. | ['sales Contact’

c. |[

Subject: [Contracts Awarded

Sales Contact,

For more information please contact:

Email Templates Sales
sales@emailtemplates.com

if we nesd to update our files.

/n software inc.

1415 Hwy 54 Uest, Suite 209
Durheam, NC

27707-5506

L=

919-402-0530

919-402-8689

fthank you for your help in this matter.

/n software inc. has been avarded the following contracts:

License to sell Email Templates to other customers.

Flease check your contact informacion listed below and let us know

8. When you are satisfied with the email, press ‘Send'.

Element List

Standard Elements

The Template Elements are what allow you to customize your message templates to read and function
quickly, with minimal typing. The following is a list of the elements provided to you with the current
version of Email Templates™. More will be available in future versions. You may also add new elements
through Email Templates™ Extensions or Scripts.

The following Template Elements may be used in templates. They refer to the original message to which
the template is being applied. These elements are provided with Email Templates™.

Standard Element

&subject;

&body;

&sender;
&sender_name;
&sender_first_name;
&email,
&sender_email;

&selection;

Description

The subject of the message. Taken from the subject line in the address
header.

The body of the message. Any text before &body; and in the same line
with it, is prepended to every line of the message text.

The name and email of the sender of the message.

The full name of the sender of the message.

The first name of the sender of the message.

The email of the sender of the message.

The email of the sender of the message. This is the same as &email;.

The current selection or highlighted text on the message. If there is no
selection, or if the message is not open, the whole body of the
message is returned.
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&date;
&submit_time;
&delivery_time;

&to_list;

&cc_list;

&to_email_list;

&cc_email_list;

&to_name_list;

&cc_name_list;

&input.value;

&my_name;

&my_email;

&internet_headers;

&clipboard;

&eid;

&proplist;

&repeat_index;

&repeat.count;

&sel_index;

The time the message was sent.
The time the message was submitted.
The time the message was delivered.

The list of direct recipients of the message, the ‘To:’ recipients. The list
includes both names and emails, separated by a semicolon, ;.

The list of carbon-copy recipients of the message, the ‘Cc:’ recipients.
The list includes both names and emails, separated by a semicolon, *;'.

The list of email addresses of direct recipients of the message, the
‘To:’ recipients. The list elements are separated by a semicolon, ‘;'.

The list of email addresses of carbon-copy recipients of the message,
the ‘Cc:’ recipients. The list elements are separated by a semicolon, ‘;'.

The list of names of direct recipients of the message, the ‘To:’
recipients. The list elements are separated by a semicolon, ‘;'.

The list of names of carbon-copy recipients of the message, the ‘Cc’’
recipients. The list elements are separated by a semicolon, ‘;’.

Presents an input dialog for value. Value may be replaced with
meaningful text, like “Your_Name’, but it may not contain any spaces.
The text entered is substituted in the message.

The full name for the current profile or account. This is the default
account for Outlook or the screen name for Exchange.

The email address of the current profile or account. This is the default
account for Outlook or screen name for Exchange.

The full SMTP envelope of the message if it is coming from the
Internet. Empty string otherwise.

The contents of the clipboard at the moment the message is created.

The message entry id as defined by MAPI. See the Advanced
Programming section for more details.

The list of MAPI properties for the selected object. Returned as a list of
hexadecimal numbers.

The index of the current message in a repeat loop. See the &repeat;
element below for further details.

This element is used to repeat evaluating the current template count
number of times. This is useful for sending the same template to a
mailing list, for example.

The index of the message or contact being processed in a multi-
message or multi-contact selection.
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&sel_count;

The total number of messages or contacts selected in a multi-message

or multi-contact selection.

&attachment _list;
&attachment.index;

&attachments;

The list of attachment names as file names separated by spaces.
The attachment at index starting from 0.

This transfers the attachments in the message to the new message

created by the template. Note that any attachments included in the
template will be replaced.

Contact Elements

New Message Templates may also be activated based on Outlook Contacts. You may select one or more
contacts, and then activate a template through the popup menu. The result will be one or more
messages directed to the contacts you selected. If the template contains Contact Elements (placeholders
for a contact’'s address, phone number, etc.), these elements will be substituted with the corresponding
values for the contact, thus creating a personalized message to each contact.

If a contact is selected, it returns property from the list of contact properties , e.g. &contact.first_name;, or

nothing, if the property is missing.

This is a list of Contact Elements.

Contact Element

&contact.property;

&contact.account;

&contact.assistant;
&contact.assistant_telephone_number;
&contact.beeper_telephone_number;
&contact.birthday;
&contact.business_address;
&contact.business_address_city;
&contact.business_address_country;
&contact.business_address_postal_code;
&contact.business_address_state;
&contact.business_address_street;
&contact.business_fax;
&contact.business_fax_number;
&contact.business_home_page;

&contact.business_phone;

Email Templates™ Users Guide for Version 5.0

Description

If a contact is selected, it returns property from the list of
contact properties , e.g. &contact.first_name;, or nothing,
if the property is missing. The list of properties includes
the following - in alphabetic order:

Contact Account.

Contact Assistant.

Contact Assistant Telephone Number.
Contact Beeper Telephone Number.
Contact Birthday.

Contact Business Address.

Contact Business Address City.
Contact Business Address Country.
Contact Business Address Postal Code.
Contact Business Address State.
Contact Business Address Street.
Contact Business Fax.

Contact Business Fax Number.
Contact Business Home Page.

Contact Business Phone.
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&contact.callback_telephone_number;
&contact.car_telephone_number;
&contact.cellular_telephone_number;
&contact.company;
&contact.company_main_phone_number;
&contact.company_name,;
&contact.computer_network_name;
&contact.creation_time;
&contact.customer _id;
&contact.department_name;
&contact.display_name;
&contact.display_name_prefix;
&contact.email;

&contact.first_name;

&contact.ftp_site;

&contact.gender;

&contact.generation;
&contact.given_name;
&contact.government_id_number;
&contact.hobbies;
&contact.home_address_city;
&contact.home_address_country;
&contact.home_address_post_office_box;
&contact.home_address_postal_code;
&contact.home_address_state;
&contact.home_address_street;
&contact.home_fax_number;
&contact.home_telephone_number;
&contact.home?2_telephone_number;
&contact.initials;
&contact.isdn_number;
&contact.keyword;

&contact.language;
&contact.last_modification_time;
&contact.last_name;
&contact.location;
&contact.mailing_address;

&contact.mailing_address_city;
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Contact Callback Telephone Number.
Contact Car Telephone Number.
Contact Cellular Telephone Number.

Contact Company.

Contact Company Main Phone Number.

Contact Company Name.
Contact Computer Network Name.
Contact Creation Time.

Contact Customer ID.

Contact Department Name.
Contact Display Name.

Contact Display Name Prefix.
Contact Email.

Contact First Name.

Contact FTP Site.

Contact Gender.

Contact Generation.

Contact Given Name.

Contact Government ID Number.
Contact Hobbies.

Contact Home Address City.

Contact Home Address Country.

Contact Home Address Post Office Box.

Contact Home Address Postal Code.
Contact Home Address State.
Contact Home Address Street.
Contact Home Fax Number.
Contact Home Telephone Number.
Contact Home2 Telephone Number.
Contact Initials.

Contact ISDN Number.

Contact Keyword.

Contact Language.

Contact Last Modification Time.
Contact Last Name.

Contact Location.

Contact Mailing Address.

Contact Mailing Address City.
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&contact.mailing_address_country;
&contact.mailing_address_postal_code;
&contact.mailing_address_state;
&contact.mailing_address_street;
&contact.managers_name;
&contact.middle_name;
&contact.name;

&contact.nickname;
&contact.office_location;
&contact.office_telephone_number;
&contact.office2_telephone_number;
&contact.organizational_id_number;
&contact.other_address_city;
&contact.other_address_country;
&contact.other_address_post_office_box;
&contact.other_address_postal_code;
&contact.other_address_state;
&contact.other_address_street;
&contact.other_telephone_number;
&contact.personal_home_page;
&contact.postal_address;
&contact.primary_fax_number;
&contact.primary_telephone_number;
&contact.profession;
&contact.radio_telephone_number;
&contact.referred_by name;
&contact.spouse_name;
&contact.surname;
&contact.telex_number;

&contact.title;
&contact.ttytdd_phone_number;

&contact.wedding_anniversary;

Creating Customized Elements

Contact Mailing Address Country.
Contact Mailing Address Postal Code.
Contact Mailing Address State.
Contact Mailing Address Street.
Contact Managers Name.

Contact Middle Name.

Contact Name.

Contact Nickname.

Contact Office Location.

Contact Office Telephone Number.
Contact Office2 Telephone Number.
Contact Organizational ID Number.
Contact Other Address City.
Contact Other Address Country.
Contact Other Address Post Office Box.
Contact Other Address Postal Code.
Contact Other Address State.
Contact Other Address Street.
Contact Other Telephone Number.
Contact Personal Home Page.
Contact Postal Address.

Contact Primary Fax Number.
Contact Primary Telephone Number.
Contact Profession.

Contact Radio Telephone Number.
Contact Referred by Name.

Contact Spouse Name.

Contact Surname.

Contact Telex Number.

Contact Title.

Contact TTYTDD Phone Number.

Contact Wedding Anniversary.

Each new element can have a file of its own, or you can have one file with all of the elements together.

The format for creating a customized element is: et add elementl {Hello from Email Templates Sales.}

et add = Always added to the beginning of the line.

Email Templates™ Users Guide for Version 5.0
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elementl

Name of the element you wish to add, no spaces allowed.

{TEXT} The text you want Email Templates™ to insert at the element.

Creating a New Customized Element

The benefit of creating customized elements is that if you need to change any of the information, you only
need to change it once and not on every email template you have created.

1. To create a new Customized Element, open a new email by
- Clicking on ‘New’, ‘Mail Message’, or
- Clicking on ‘File’, ‘New’, ‘Mail Message’, or
- Typing ‘CTRL’ + ‘N’ on your keyboard.

v,

& Inbox - Microsoft Dutlook i [m] S|

File Edit Wiew Favorites Tools Ackions  Help Type & question for help

X | BoReply areply to Al | Fsend/Recelve | Typeacontacttofind - | b op @ [ | ] >
4 es

Folder List x| [ 1% @]From |Subject # [Received [size [ =]
E--@ In software inc.
% Calendar
- Contacts
{3 Deleted Items
5Bk Drafts
F- 3 Inbox
{ﬁ Journal LI
gzttzsﬂx 8 No items are currently selected, ‘
PocketMirror
%71 Sent Items
- Tasks
=55 Templates

© S Extensions
-S4 Forward

S autlook:Inbox

:-F Insert Contact Element
£E3 Insert Template Element

LG Reply

|D Items

A

2. Type the name of the new element into the subject line of your email. This does not have any
limitations.

¥ New Element That Does Something - Message (Plain TExE |E||5|
I Jalsrul=
Fle Edit View Insett Format  Tools  Actions  Help Type aguestion for help =

=I5end S BRI 0| Y [Eontons.. CRCN

£

|
11
un
L]
wh
i

To... I |
oo | |
Subject: |Naw Element That Dogs Something
|
[ -]

3. Inthe body of the email, type the command:
et add Name_of New_Element {This is showing how to use this element command.}

It is important to note that Name_of New_Element is what you are going to call this element. It
cannot have spaces, so underscores ( _ ) have been added to add spaces.
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age (Plain Text) o=
[ v CHalp ru|lssasis#er—,
B [ Yew [ewt Fgmat ok s e
Agend W& @ R0 @O 4| togon. g8 O G G G &,
o ||
||
Subect: b Eleerent, That Coms Scrmttursy
&t add Name of New Flement (This 18 showing how to use this element command.) ;‘

4, Hit ‘Save'.

5. Go to the ‘Drafts’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible, click on
‘View’ from the Outlook toolbar, and then select ‘Folder List'.

[Borotts Microsottoutiook _=loi ]
L Tyme 8 quiion or help
Yl = D% X | Cleply SRy o2 YD Formed | SeeBngen | S0Fed Ty 0 et - (3 W oG W@ )

| Folder Lt x|t DviaTe st
=1 4 I soltrmare e

Fram: Toe
Subject: Now Flemert: That Does Something [
Py — [ct add Mame_of New_Element {This is ahowing how to use this clement command,) =]

D It Contact Element
T Iimient Terrglaber Flement
T Ry =
leg | 2

=y b

6. Highlight the mail message that is your new element.

[Borotts Microsottoutiook =ioix
e[St Yew Favrkes ook Actons feb -
il = 05 X 0 Beply SRy to Al 0 Formand | 2 SercdBiageivn | S0Frd iy [ e oot

| e s xihEan
=1 4 I soltrmare e

- =

From: Toe
Subject: Now Flemert: That Does Something [
Py — [ct add Mame_of New_Element {This is ahowing how to use this clement command,) =]
Eh quete
N It Coriiet Elemerd
T Iimient Terrglaber Flement
T By v
leg | sl -

=y b

7. Click and hold down your left mouse button on the new element email.

8. Drag the new element email over to the ‘Extensions’ folder and drop it into the ‘Extensions folder.
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It Dt ook = 5 = [=1ES

Be £ Vew Fogrkes Iods Adins kb :
ten = @ 0% ¥ Oopeoy Tuneoton) o Forsard | clisendiecere | SoFnd T 0 t Al mmEE N,

e o o [ D
| Foider Lt x| s Diviam ot E N |
= &Y i sltnen v | & Bt Mt oty e s
8 Caleraler
5 A Cortaxts
(D Dot Mo
& Dralts (1)
Bk
Joawrual
2 Notes
& outbor =
(S PocinMerss =
T Sewt eems O This messaxge hars rok been e,
Froen: Tet
Subject: Mew Eleman That Does Somethng e

@D
O Forward - et Add Name_of_New_Element (Thim 1m Showing how ©o use this element cossand.) =]

Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the '+’ to open the
‘Templates’ folder. Look for the subfolder of Email Templates™ called ‘Extensions’.

Your new element email should now be in the ‘Extensions’ folder.

I =loi=
e [de Yew Favges [Jooks Actions el P 8 f £ =
Sl = | & 15 2 | Do BRmd o 4OF (S Raghen | S3Fnd Gy [ 1 eact D) mmEw .

(e o = | e R
Fokdr it | HD A (St [Fceed T[S0 _[]

|2 & soltwar e I v Elwsert. Thal Dues Sommtharg Tum TRF00Z ... SN B

B Coleral
3 Contacts
( Dletbrd T

Curvent time, Here e
Mt termplate alarmants. Hone e
Riskabing st Herm 158

TR

G Crats
4 b
3 2o
@ e 2
T outhox
T2 PocketMrrce ) This mescage hat not been sent.

From: Tee
D Tags ‘Subject: New Elmant That Does Sermsthing te:

et add Neme_of_New_Element (This is showing how to use this element comsand.) =]

Adding Additional Customized Elements

There are two ways to add additional Customized Elements.

The first way is to create new email templates with one Customized Element per Element Template. So,

if there were three Customized Elements, there would be three Element Templates in the ‘Extensions’

folder, each with an individual subject line.

Please note that Email Templates™ does not support customized contact fields.

@] Extensions - Microsoft Outlook =10l x|
fle Edt View Favortes Took  Actions  Help Type a question for help |

Fkew | ST X | BoReply fiReplyto Al B Forward | =5 SendiReceive Tepeacontact tofind =/ | (2) | e b b o |[@ %

outlook: Templates|Extensions

D Tasks
=45 Templates
- Extensions

Folder List X|  Lookfor; - SearchIn~ Find Now Clear Options X
=186 fn software inc. 1| 11 [ 8] From :
B Calendar P
45 Contacts —l .
1 g gf;:d trems [es) Thank you from Email Templates Sales Mon 811242002 3:47 PM 5098
i Inbox
<3 Jourmal e
Motes ]
- g ;’“t::t’:q |88 This message has ot been sent. |
{2 PocketMirror
B Sent Ttems From: To:
subject: Ne=d Help? o

et add need_help (If you need help, please contact support@emailtemplates.com) =]

& Forward
B Quate
~F Reply E
< |
3lItems v
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In this example, there are three templates for three separate elements.

The second way to add additional Customized Elements is to add all of the elements onto one template.

Instead of having three separate templates, you can have one template with several elements listed on

[&Extensions - Microsoft Dutlook =10l x|
fle Edt View Favortes Took  Actions  Help Type a question for help |

Fkew | ST X | BoReply fiReplyto Al B Forward | =5 SendiReceive Tepeacontact tofind =/ | (2) | e b b o |[@ %

outlook: Templates|Extensions

Folder List X|  Lookfor; - SearchIn~ Find Now Clear Options X
{n software inc. 1| 03 || 8| From |Subject  # | received
A Calendar E o e
45 Contacts A
(3 Deleted Ttems
-5 Drafts
(-5 Inbox
<3 Jourmal e
Motes ]
g5 oo |88 This message has ot been sent. |
{2 PocketMirror
From: To:
Sent Ttems
o subject: New Elemerts o
D Tasks
= $E Templates et @dd need_help (If you need help, please contact support@emailtemplates.comb
%2 Extensions
5 Forward et add signature (Email Templates Sales — wow.emailtewplates. com)
B Guote
2 Reply et add thank_you (Thank you from Email Templates Sales) =
< L
1 Item

Using a New Customized Element

1. Open atemplate. When you are creating or editing a template, place your cursor where you want a

Template Element to appear.
2. Type the following: &ELEMENT_NAME;

ELEMENT_NAME

&ELEMENT_NAME;

Name of the element you wish to add, no spaces allowed.

The ‘ELEMENT_NAME' listed above. When inserting an element into

your template, it must be written in the following form: An ampersand ( &
) must be placed before the name of the element. A semicolon ( ;) must

be placed at the end of the element name.

So, if my new element is called: Name_of New_Element, the body of the text would look like this:

= Lrample Lmad - Message (Ploin Text) E =101 x|
JaAln £ u e T =

Bie B !lm‘ et Fomat  Jook Al Hep f

HS i hBahd mo ! |y o, .‘}.L—J‘i‘*ll‘l

Taw. | [k oe
g [

Subiect:  [Esample Emad

Thin ta the hody of che measage. Now, T want ©o inAcrc the new element =)
information here fName of Hew Element:.

3. Click ‘Save'.

4. Now use the template you just created. Please see Using the Templates section of these Help
Files. Before sending this email out, this is what it will look like:
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= Lrample Lmad - Message (Plain Text)

-1 JaAlm 7z u|E] S —
Be ER Yew et Fgnet ok fclion  Hel pe 8 Gueston for helo
HE (@ (d me ! 4|y Hogons, 40| W k&,
O (e

g |

sublect:  [Lxameke Cmad

This is the body of the message. How, I want Lo lnsect the new element =]
infarsarcion here Thia ia ahowing how o use chia slemens sommand. .

|

Email Templates™ has inserted the text “This is showing how to use this element command.” into the
email where &Name_of New_Element; were placed in the template.

Example: Adding a New Customized Element

In this example, we will create a signature line and add it to an email.
1. To create a new Customized Element, open a new email by
- Clicking on ‘New’, ‘Mail Message’, or

- Clicking on ‘File’, ‘New’, ‘Mail Message’, or
- Typing ‘CTRL’ + ‘N’ on your keyboard.

18 Inbox - Microsoft Outlook =131 x|
File Edit Wew Favorites Tools  Actions  Help Type a question for help |+

¥ | Borenly Reply toal E;';SendeEgewe Typeacontacttofind > | [l (o (o [mg E hd

& 0 H ale[(= ] outlook: Inbox

Folder List x| [t B[%|8From |Subject 7 [Received |Size |<]
=] @ in software inc.
4% Calendar
[ Conkacks
{3 Deleted Irems
B Drafts
#-1Ea Inbox
{ﬁ Journal ;I
Motes
Outhox ‘ﬂ Ma ikems are currently selected, ‘
-2 PocketMirror
%73 Sent Tkems
iy Tasks

=52 Templates

£ Insert Contact Element
£E Insert Template Element

i @ Reply

|D Teems

4

2. Type the name of the new element into the subject line of your email. This does not have any
limitations. The name of this example will be: Signature
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™ signature - Message (Plain Text) =10 5]

— »
L L Jalszu|=

File Edit WView Insert Format  Tools  Actions  Help Type 3 question For help =

bl | & B2 @ (B0 ! 1| v | 2] options... W E &R 7

TO. Il
w. ||

Subject: |Signature

= iz i =
EEES

K

3. Inthe body of the email, type the command:

et add personal_signature {
/n software inc.

1415 Hwy 54 West, Suite 209
Durham, NC 27707-5506}

It is important to note that personal_signature is what you are going to call this element. It cannot
have spaces, so underscores ( _ ) have been added, replacing the spaces.

J1=TE
L L Jalsru|s===x= =

Fle Edit “iew Insert Format Tools Actions  Help Type aquestion for help =

H BRI ! 1| ¥ goptons.. CIr T BT

To... I
|

Subject: IS\qnature

et add personal signature { ;I
/n software inc.

1415 Hwy 54 West, ZSuite 209

Durhaw, NC Z7707-5506}

4. Hit ‘Save’.

5. Go to the ‘Drafts’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible, click on
‘View’ from the Outlook toolbar, and then select ‘Folder List'.

& Drafts - Microsoft Outlook =1af x|
Fle Edit Wiew Favortes Tools  Actions  Help Type a question for help |2
Ciilew - fReplytodl SisendRecsive W W @ 7] »

4 o @ II VGRS outlook: Drafts

Folder List x
=] Jn software inc. i

& Calendar
2 Contacts
1J Deleted Items
5 Drafts (1)
B Inbox “
3 Journal
Motes
25 outhox -
PocketMirror =
%’ ian;:tem; &) This message has not been sent,
as
From: To:
G2 Templates v
S Extensions Subject: Cc:

S Forward et add personal_signature {
=55 Quate /n software inc.
- Insert Contact Element 1415 Hwy 54 West, Suite 209
S Insert Template Element | [Durham, NC  27707-5508}

S Reply
4] L]

1 Item, 1 Unread
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6. Highlight the mail message that is your new element.

@ Drafts - Microsoft Outlook (=] 53]

File Edit Wiew Favorites Tools  Actions  Help Type aquestion for help =

Hilew -~ EHReplytonl FiserdRecsve B B B ® |7 bl

Folder List x|t
-4 n software inc.
3 Calendar
3 Contacts
{3 Deleted Items
& Drafts (1)
B Inbox
<3 Journal
Mokes
Outbox .
FocketMirror -]
43 Sent Items
@ Tasks F =
[ 52 Templates rom:  To:
S Extensions Subject: Cc:
S Forward et mdd personal signature {
=55 Quote /n software ine.
K53 Insert Contact Element 1415 Hwy 54 West, Suite 209
S8 Insert Template Element | [Durham, NC  27707-5508)
S Reply
e |

[1 Them, 1 Urvead 7

|ﬂ This message has not besn ssnt.

7. Click and hold down your left mouse button on the new element email.

8. Drag the new element email over to the ‘Extensions’ folder and drop it into the ‘Extensions folder.

@ Drafts - Microsoft Dutlook (=] 59

Ele Edt View Favortes Tools Actions  Help Type 5 question for help [+

itew + | EReplytol Esend/Receive | W b | [N] >

RN o ook Drafts

Falder List x| * 0% /@|To |Subject |ent  © |Sze |~
=] In software inc. = Signature None 594 B

5B prafts (1)
-5 Inbox
¢33 Journal
i MNates

&5 outhox =l

PockstMirrar

\6 This message has not been sent.

From: To:
Templates
EH Torl = Subject: Cc:

et add personal signature {
E1-5E) Quote /n software inc.

$F Insert Contact Element 1415 Huy 54 West, Suite 209
S Inserk Template Element | [Durham, NC  27707-55063%
Reply

4 | O

1 Item, 1 Unread VA

Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the ‘+' to open the
‘Templates’ folder. Look for the subfolder of Email Templates™ called ‘Extensions’.

Your new element email should now be in the ‘Extensions’ folder.
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10.

@ Extensions - Microsoft Dutlook =10]x]
File Edit Mew Favorites Tools  Actions  Help Type a question for help [+
Silew - fHReplytod] | ZgendiReceive W Op W = [A] >
4 P - [l LIS outlook: TemplatesiExtensions f
Folder List x| 4|01 %] 6| Fram | Subgect ~ |Rec...[s..[ ]
£ jn software inc, =] Current tims. Home 3.

4 Calendar =] Mew template elements,  Hone 2.,
& Contacts Rotating bext. Home 1.
( Deleted Items = Signature Tu.. >
|0 This messags has not been sent.
From: To:
2% Outbox Subject: Cc:
2 PacketMirror et add personal signature |
_ 3 Sent Ttems /n software inc.
D Tasks 1415 Hwy 54 Uest, Suite 209
£ Templates Durham, NC 27707-5506}
£ Extensions (1)
21 Forward
1 Quate
2 Insert Contact Element
B Insert Template Element
T Reply
e |
4 Items, 1 Lnread 4

Open a template. When you are creating or editing a template, place your cursor where you want a
Template Element to appear. For this example, we will take an existing template and add the new
Signature Element.

To open a template, go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.

If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder. Look for the main folder of Email Templates™ called
‘Templates’.

Open the template called “Company Event” by double-clicking on it.

5 Curnpanty Eveni - Message (Plain Tent) E =lol

fAD S U EIEFEF—.
Fie Edt Yew [est Fomst Jook  Acions Hel : hep =
BE {8 me ! 4y o, & 0 G @&,

O T mssagn has ok bosr 0.

e ||
C.-. |

Subipct:  [Compary Evert

Dear Econtact.name;

¥ou are irviced £o a [Company name] evenc:

[inaere deraila here]

Flease VP to [comtact name] no later than [date] i you would like to
attend,

For more information, please call [name] At extension |number].

#e nope thar you can aceendd

=

&contact_name; = Finds the name of the contact and inserts it into the email.

Now personalize the email. In this case, all the brackets will be filled in and the signature command
will be inserted.

Type ‘&Signature;’ to let Outlook know that you want to insert the Signature Element into your email
template.

Signature Name of the element you wish to add, no spaces allowed.

&Signature; = The ‘Signature’ element listed above. When inserting an element into
your template, it must be written in the following form:

An ampersand ( & ) must be placed before the name of the element.
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A semicolon ( ;) must be placed at the end of the element name.
In this case, ‘&Signature;’ is simply referring to the place where you want to insert the signature text.

The body of the text now looks like this:

5 Curnpanty Evenil - Message (Plain Tent) : =] S

-|Al 8 £y = Eik—_
Bie Ede Vow [mer Fgmae Ik ftions  Heb Type & v _%
B LR ke M !+ oo, &0 BB EE,

O This nssage has not betn see,

Ta.. ||
o ||

Subject;  |Company Everk

Desar Econtact . nemwe: F

You are irviced ©o a /n sofcware ine. event:
Come ready to have Zun!
Please RIVP tu a Sales Representative no later than Nay 1 if you would

likr ©n accend.

For more infor

tion, please call Sales Repeeacntative at extension 2.

Ve hope Lhal you can attend!

ESignatuce:

11. Click ‘Save’.

12. Now use the template you just created. Before sending this email out, this is what it will look like:

o
= 2 JlAln £ g SEEE—.

fio Ede Yow [t Fomot Inds  Ations beh v =

(S DR e ]y o £D BB EE,

O ihis message has not been serk.

Tag. | [wbeoee’

|

Subject;  |Commany Everk

Tienr John Doe =

(Yo mee invited Eo & /o saoftvars inc. svent:

Come ready to have funt

Please ROUP to & Gales Representative no later than Nay 1 if you would
like tu attend,

For more information, please call Sales Representative at extension 2.
Ve hope that you can attend!

/m aofeware inec.

1415 Mwy 54 West, Suite 209
furnas, NG 27707-5506

|

Email Templates™ has inserted the signature information into the email where ‘&Signature;’ was
placed in the template.

Example: Adding Additional Custom Elements

Now we will add two additional custom elements - the phone number and the fax number. There are two
ways to add this information. Example 1 will insert the information into the same template, while Example
2 will create two additional Extension Templates.
Example 1
1. Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the ‘+' to open the
‘Templates’ folder.
Look for the subfolder of Email Templates™ called ‘Extensions’.
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Your element email should be in the ‘Extensions’ folder.

Double-click on the existing Extension Template called “Signature”.

& Extensions - Microsoft Outlook (=13

File Edit “iew Favorites Tools  Actions  Help Type a question for help

I Mew - | €RIReph to Al f;sand,l’ﬂegelve W oy b W |E|

= outlook: TemplatesiExkensions

{2 PocketMirrar

Falder List X| !\ O |\7‘Q|From |Sub]ect ’ |Rec...‘5‘.|;|
E--@ I software inc, Current time, Mone 3.,
% Calendar @ Mew template elements, Mome Z..
-2 Contacts @ Rotating kext, Mone 1.,
(3 Deleted Items f Signature o
- 4F} Drafte
[+ Inbax
% Journal |ﬂ This message has not been sent.,
Motes From: To:
@ Oukbax Subject: Cc:

et add personal =ignature |
<3 Sent Items /n software inc.
@ Tasks 1415 Hwy 54 West, 3uite 209
-7 Templates Durham, NC 27707-5506}
%3 Extensions (1)
-%E Forward
E--(@ Quate
Q@ Insert Contact Element
Qﬁ Insert Template Element

B Reply
4 |

‘4 Items, 1 Unread

Simply add the following lines:

et add personal_phone {919-402-0590}
and

et add personal_fax {919-402-8689}

The template will now look like this:

% Signature - Message (Plain Text) - |EI|5|
L L Jalsrolssssrses
Elle  Edit Miew Insert Format  Tools  Ackions  Help Type a question for help [+

B f{EBE® 0 @Ee ! 4 v o, B B HEHER Y

‘ﬂ This message has not been sent. |

To... ||
e ]

Subject: ISignature

et add personal_signature { ;I
/n software inc.

1415 Hyy 54 West, Suite 209

Durhsaw, NC 27707-5506%

et add personal_phone {919-402-0550}

et add personal_fax {919-402Z-5659}

3. Click ‘Save'.

4. To add these new elements into the template “Company Event”, open the template in the ‘Templates’

folder.
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If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+' to open the ‘Templates’ folder. Look for the folder of the Email Templates™ called
‘Templates’.

Double-click on the existing template called “Company Event”.

5. Personalize the email. In this case, all the brackets will be filled in and the signature command,
phone number, and fax number will be inserted.

&contact_name; = Finds the name of the contact and inserts it into the email.

Type ‘&Signature;’ to let Outlook know that you want to insert the Signature Element into your email

template.
Signature = Name of the element you wish to add, no spaces allowed.
&Signature; = The ‘Signature’ element listed above. When inserting an element into

your template, it must be written in the following form:

An ampersand ( & ) must be placed before the name of the element.

A semicolon ( ;) must be placed at the end of the element name.

Type ‘&personal_phone;’ to let Outlook know that you want to insert your personal phone number into
your email template.

personal_phone Name of the element you wish to add, no spaces allowed.

The ‘personal_phone’ element listed above. When inserting an element
into your template, it must be written in the following form:

&personal_phone;

An ampersand ( & ) must be placed before the name of the element.
A semicolon ( ;) must be placed at the end of the element name.

Type ‘&personal_fax;’ to let Outlook know that you want to insert your personal fax number into your
email template.

personal_fax Name of the element you wish to add, no spaces allowed.

The ‘personal_fax’ element listed above. When inserting an element into
your template, it must be written in the following form:

&personal_fax;

An ampersand ( & ) must be placed before the name of the element.
A semicolon ( ;) must be placed at the end of the element name.

The “Company Event” template should now look like this:
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¥ Company Event - Message {Plain Text) o [=] B3]
[ Jalsru
Fle Edit 4¥ew Insert Format Jools  Actions  Help Type & question For help =

B fERR R0 @B%| ! &Y Hogos. B @ &H & 7

| @ This message has not been sent. |

Ta,.. |
w. ||

Subijeck: ICompany Event

Dear Scontact.nsme; N

You are invited to a /n software inc. event:

Cowe ready to have fun!

Please RSVP to a Sales Representative no later than NMay 1 if
vou would like to attend.

For more information, please call Sales Representative at
extension 2.

Te hope that you can attend!
gSignature;

gpersonal_phone;
spersonal_fax;

Ll

6. Click ‘Save'.

7. Now use the template you just created. Before sending this email out, this is what it will look like:

% Company Event - Message (Plain Text)
L Jalezsu
File Edit Wew Insett Format Tools  Actions  Help Type a question for help |+

=gend B 4 B2 R B0 ! ¥ v | Edogons. 2|0 O B W 2

‘ﬂ This message has not been sent. ‘

To... ||‘JnhnDua'
B ||

Subject: ICDmpany Event

1=

Dear John Doe =

Tou are invited to a /n software ine. event:

Come ready to hawve fun!

Please REVP to a Sales Representative no later than May 1 if
wou would like to attend.

For more information, please call 3ales Representative at
extension 2.

e hope that you can attend!

/n software inc.

1415 Hyy 54 West, Suite 209
Durhawm, NC 27707-5506
919-402-0590

0919-402-8689

Example 2
1. Create a new Customized Element. Open a new email by
- Clicking on ‘New’, ‘Mail Message’, or

- Clicking on ‘File’, ‘New’, ‘Mail Message’, or
- Typing ‘CTRL’ + ‘N’ on your keyboard.
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& Inbox - Microsoft Dutlook I [

File Edit Wew Favorites Tools  Actions  Help Type a question for help [+

New I ¥ | BoRreply HReply to Al E;éSendIREge\ve Typeacontact tofind = | O (Np O E D

4 o Tm |] Ll outlook: Inbox

Folder List x| [t % 8]Frem |Subject # [Received [Size [<]
E--@ in software inc,
-8 Calendar
-2 Cortacts
(7 Deleted Items

%5} Drafts
- Inbox
{_ﬁ Journal ;I
gﬂttzsux ‘ﬂ Nao kems are currently selected. ‘
-2 PocketMirror
-5 Sent Ttems
G Tasks
=% Templates

i SEY Extensions

-5 Forward

58 Quote
£E Insert Contact Element

$E3 Insert Template Element

“-SF Reply

|IJ Irems

4

2. Type the name of the new element into the subject line of your email. This does not have any
limitations. The name of this new element is Personal Phone Number.

3. Inthe body of the email, type the command:

et add personal_phone {919-402-0590}

It is important to note that personal_phone is what you are going to call this element. It cannot have
spaces, so underscores (_ ) have been added to add spaces.

¥ Personal Phone Number - Message (Plain Text) -3 =]
| I Jals £ u[=

1%

n—
=
=

File Edt Wiew Insert Format Tools  Actions  Help

Slzend | & B2 R ! ¥ | ¥ | [Fotons.. | b W B W Y

To,.. I
|

Subject: IPErsDnaI Fhone Mumber

=t add personal_phone {919-402-03550} d

4, Hit ‘'Save'.

5. Go to the ‘Drafts’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible, click on
‘View’ from the Outlook toolbar, and then select ‘Folder List'.

6. Highlight the mail message that is your new element.
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@ Drafts - Microsoft Dutlook P[] 4|
Fle Edt View Favortes Tools Actions  Help Type a question for help |

Anew - | X foreptytoal | PsendiReceive | Topec contacttofnd - W B @ | [

S outlook:Drafts

Folder List x| 4|0 [¥|8[T0 |Subject |sent [5..[=
=45 Jn software inc. E Personal Phone Number None 4...
B Calendar
2 Contacts “
(3 Deleted Items
L5} Drafts (1)
- Inbax
43 Journal
(B Notes
i Outhese =
L[ PacketMimor =
4 Sent Trems
L Tasks ; =
=2 Templates rom: - lo:

B Extensions Subject: Cc:

52 Forwerd =t add personal_phone (919-402-0590}
= Quate
i G Inserk Contact Element
| <E Insert Templatz Element

© 4P Reply
4 |-l

1 Ttem, 1 Unread v

| This messags has not been sent,

7. Click and hold down your left mouse button on the new element email.

Drag the new element email over to the ‘Extensions’ folder and drop it into the ‘Extensions folder.

@ Drafts - Microsoft Outlook =10l x|
Fie Edt View Favorites Tooks  Actions  Help Type a question for help |

CfiMew v | K | ffikeply to Al | ZHSendfReceive | Typeacontacttofind - T Op W[ 2

Folder List x| t|O|7[8[To  |Subject Sent [s..[ =
[=] In software inc. B Personal Phone Number None 4...

b Calendar
> Contacts
{3 Deleted Items
7B} Drafts (1)
& Inbox
<3 Journal
(3 Motes
~eF5 Quthox =
Pockethirror H
T Sent Ttems
D Tasks . B
rom:  To:
E @_gémates = Subject: Cc:
BF

- E et =add personal_phone {919-402Z-0590}
-5 Quate

S22 Insert Contact Element
-4E2 Insert Template Element
~SE1 Reply
4] |

1 Ttem, 1 Unread A

\6 This message has not been sent.

Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the ‘+' to open the
‘Templates’ folder. Look for the subfolder of Email Templates™ called ‘Extensions’.

Your new element email should now be in the ‘Extensions’ folder.
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& Extensions - Microsoft Dutlook o [ 3}
fle Edt Vew Favortes Iook fActions Help Type a question for help =
Hnew +| X | Replytoal | Fsendireceive | Tvpe s cortacttofind v | W Op W | W 2

3 outlook: Templates|Extensions

Folder List x| 4/ O[%|@]From |Subject  /

=95} In software inc. New ternplate elements.
& Calendar Personal Phone Number

45 Contacts
(3 Deleted Ttems
<BF Drafts

G Inbox
& oumnal € This message has not been sent.

Rotating text.
=] Signature Tue ...

Motes From: To:

& Outhiox Subject: Cc:

PacketMirrar et add personal phone {919-402-0520}
~SE3 Senk Items -
G Tasks

355 Templates
7 Extensions (1)
2 Forward
=5 Quote
LB Insert Contact Element
8 Insert Template Element
E Reply
4] ]

5 Items, 1 Unread 4

8. Create another new Customized Element. Open a new email by
- Clicking on ‘New’, ‘Mail Message’, or
- Clicking on ‘File’, ‘New’, ‘Mail Message’, or
- Typing ‘CTRL’ + ‘N’ on your keyboard.
9. Type the name of the new element into the subject line of your email. This does not have any
limitations. The name of this new element is Personal Fax Number.
10. In the body of the email, type the command:
et add personal_fax {919-402-8689}
It is important to note that personal_fax is what you are going to call this element. It cannot have
spaces, so underscores ( _ ) have been added to add spaces.
11. Hit ‘Save’.
12. Go to the ‘Drafts’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible, click on
‘View’ from the Outlook toolbar, and then select ‘Folder List'.
13. Highlight the mail message that is your new element.
14. Click and hold down your left mouse button on the new element email.

Drag the new element email over to the ‘Extensions’ folder and drop it into the ‘Extensions’ folder.
Go to the ‘Templates’ folder in your Outlook or Exchange Mailbox. If the ‘Folder List’ is not visible,
click on ‘View’ from the Outlook toolbar, and then select ‘Folder List’. Click on the ‘+' to open the
‘Templates’ folder. Look for the subfolder of Email Templates™ called ‘Extensions’.

Your new element email should now be in the ‘Extensions’ folder.
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15.

16.

T Extemsiuns - Mirusull Dutluak = =10] x|
[he Edt Yew Favorkes  Took  Adons el ki .
Coten = X fiReplytoA) | Sl SedRegeve (0 hact b - R E Y

(o | e IR & o
Folder Lit x (4 D% 0 From | Subject Rencel.../5... =]

T S —— B Current b, Mome 3.
-,
B Cabendar --ﬁ N tenplale e, Hoe ..

= f,’\ Conbacke ' Personal |ax Murnber
(3 eleted ttems o Personsl Phons Number wed... 4.
\S\‘ON"-% i Rokating bet, Mo ..

{ ?\'julrhr.x=| ) Sumslue L BT |
OT““‘ 9 This s e i,k e v y
2 PochetMirin Frome  To:

% Sor Toems subject: Lo
0 Tashs =L add personsl fex |919-405-5689)
E Templates

GE3 Extensions (1)

2 Formerd

T Qo

T et Conitert Bessent
G Irrseat Trmplate Flrment
B Repty
|

& e, 1 Ukrmad. P

Open a template. When you are creating or editing a template, place your cursor where you want a
Template Element to appear. For this example, we will take an existing template and add the new
Signature Element, Personal Phone Number, and Personal Fax Number.
To open a template, go to the ‘Templates’ folder in your Outlook or Exchange Mailbox.
If the ‘Folder List’ is not visible, click on ‘View’ from the Outlook toolbar, and then select ‘Folder List'.
Click on the ‘+’ to open the ‘Templates’ folder. Look for the main folder of Email Templates™ called
‘Templates’.
Open the template called “Company Event” by double-clicking on it.
—————

Ehﬂbwiwlfumﬂbuhklﬂn_ﬂdw . . -

== BR me ! e i 0)6BER.

D This messaps hat ot baen sert,

Too. ||

]

Subject: [Company Crent

[insert details here)]

Por ;\..:-.— information, please call [name] at extension [number] .

¥We hope that you can attend! ﬂ
&contact_name; = Finds the name of the contact and inserts it into the email.
Now personalize the email. In this case, all the brackets will be filled in and the signature command

will be inserted.

Type ‘&Signature;’ to let Outlook know that you want to insert the Signature Element into your email
template.

Signature Name of the element you wish to add, no spaces allowed.

&Signature; = The ‘Signature’ element listed above. When inserting an element into
your template, it must be written in the following form:

An ampersand ( & ) must be placed before the name of the element.
A semicolon ( ; ) must be placed at the end of the element name.

In this case, ‘&Signature;’ is simply referring to the place where you want to insert the signature text.
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The body of the text now looks like this:

¥ Company Event - Message (Plain Text) =] |
L I Jalsru
File  Edit Mew Insert Format  Tooks  Actions  Help Type aquestion for help [+

H 2R R0 Be | ! 3 v [5]orms. B HER 2

»

| © This message has not been sent |
e ]
[

Subject:  [Company Event

Dear SCONTACT.name; =

Tou are invited to a /n softvare inc. event:

Come ready to have fun!

FPlease REVP to a 3ales Representative no later than May 1 if
you would like to attend.

For more information, please call Sales Represencative at
extension 2.

e hope that you can sttend!
£3ignature;

spersonal_phone;
spersonal_fax:

L« |

17. Click ‘Save’.

18. Now use the template you just created. Before sending this email out, this is what it will look like:

ol
— = T :

Fle Edit View Insert Fomat Tooks  Actions  Help Type 5 question For help [+

send B & B2 @ B0 ! 4| v |ljogtons.. |2) B OB E @ 7

8 This message has not been sent. |

To... I‘JuhnDae'
ce ||

Subject: I[nmpar\y Event

Dear John Doe

Tou are invited to a /n software inc. event:
Come ready to have fun!

Fleass RSVF to & Sales Representative no later than May 1 if
vou would like to attend.

For wore information, please call Sales Representative at
extension 2.

e hope that you can attend!

/n software inc.

1415 Huy 5S4 West, Suite 209
Durhem, NC 27707-5506
515-402-0590

=15-402-8689

=

Email Templates™ has inserted the signature information, phone number, and fax number into the
template.
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Tips and Tricks

Need help customizing all of the features available with Email Templates™? Below are a list of commonly
used Tips and Tricks to help you get the most out of the package.

Getting Help
The Email Templates™ Help File may be accessed under Help \ Email Templates™ Help Topics in the
Outlook menu bar.

What Is A Template
Templates are normal messages stored in a special Outlook folder that is normally named "Templates'.
You may modify templates just like you do with any other message.

Creating Templates

To convert a message into a template, simply drag it into your Templates folder within Outlook.
Alternatively, to create a new template, select Actions \ Email Templates™ \ Create New Template from
the Outlook menu bar.

Addressing

Templates may contain addresses, which are copied into the messages created from them. Pre-
addressed templates can be quite useful in cases when you send frequent messages to a particular
person or mailing list.

Processing Multiple Messages

Templates may be applied to more than one message at a time. Simply select (highlight) several
messages and then select a template from the menu. A new message will be created for every message
selected. To have the new messages go straight into the Outbox, hold down the Control key while
selecting the template.

Reply To All
To use a Reply Template to reply to all the addressees of a message (i.e. not only to the sender), hold
down the Shift key before applying the template.

Single Step Send
To have the message created by the template go straight into the Outbox (without first being displayed for
approval), hold down the Control key while selecting the template.

HTML Formatting
Templates may contain HTML, which is reflected into the newly created message. You must select the
corresponding checkbox under Tools \ Options \ Email Templates™ Options for this to happen.

A Personal Touch
The &sender_first_name; template element can automatically give a personal touch to template replies.

Messages To Contacts
When you select a contact and activate a New Message Template, the newly created message is
addressed to the contact.

Messages To Groups Of Contacts

To send a template message to a list of contacts, select the contacts, and then select a New Message
Template from the menu. A new message will be created for each contact. To have the new messages
go straight into the Outbox, hold down the Control key while selecting the template.
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Moving Processed Messages

Use the 'et moveto' command to automatically move messages to a particular folder after applying a
template to them. For instance, you can have Reply Templates move answered messages to a 'Replied
To' folder after replying to them.

Changing The subject Prefixes
To change the text before the subject of a Reply Template (Re:) or a Forward Template (Fw:), go to Tools
\ Options \ Email Templates™ Options.

Organize Templates
If you have a long list of templates, consider creating subfolders under the templates folders, and re-
organizing the templates inside them. The subfolders will appear as submenus in the template menus.

Scripting

Email Templates™ scripts can automate about every email task you can think of. For more information on
scripting, please consult the help file under Help \ Email Templates™ Help Topics in the Outlook menu
bar.

Preaddressed Templates

When creating a template for a message you send to the same person over and over, you can make the
message header information (To, Cc, and Subject) a part of the template. Once in the template, this
information never has to be retyped into each mail message you send.

Shared/Public Templates

Public Templates are used to share templates with other members of your Workgroup. To setup Public
Templates, put the templates in a Public Folder, and then select that folder under Tools \ Options \ Email
Templates™ Options \ Public Templates.

Template Elements

For a list of template elements, please refer to the Introduction to Templates section of the Email
Template's help file. The help file may be accessed under Help \ Email Templates™ Help Topics in the
Outlook menu bar.

Automatic Templates

Email Templates™ may be automatically activated through the Outlook Inbox Rules Wizard. They are
available as a 'custom action’ within the wizard. (NOTE: Custom actions are not supported in Outlook
XP).

Automatic Deferred Delivery

If you would like to defer delivery of a message until a later time, use the 'et defer' command (e.g. 'et
defer 2 days'). This feature is quite useful for automatically sending follow-up messages to previously sent
messages.

Activating More Than One Template
Use the 'et redirect' command to activate more than one template with a single click (i.e. through a single
template).

Asking Questions
Use the &input.value; template element to prompt for information. The element will then be substituted
with the entered text everywhere it is used in the template.

Extensions

Email Templates™ Extensions are specialized scripts entered in the Extensions subfolder of the
Templates folder. They can provide additional template elements and other functionality. Please take a
look at some of our sample extensions.
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Changing The Subject
To set a different subject into a message created by a Reply or Forward Template, consider using the ‘et
set subject’ command.

Message Attachments
To include the attachments of the original message into a message created by a template, use the
&attachments; template element.

Message Options

When creating a new template, check the message Options (in the Outlook toolbar) for options such as
'Importance’, 'Sensitivity', 'Reply To', etc.
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Advanced User Features

Email Templates™ may be extended and customized by scripting. Two types of languages are
supported; Microsoft VBScript and Tcl (Tool Command Language).

VBScript

VBScript is a versatile scripting language based on Microsoft Visual Basic. VBScript gives you access to
many powerful functions for task automation data storage and retrieval. Email Templates™ allows you to
use VBScript directly in your message templates giving you access to a full range of powerful features.

Using VBScript within Email Templates™ also allows you to incorporate native VBScript Objects as well
as ActiveX objects. For example, you could create a template that automatically logs email addresses to
an external database with database objects. You could have templates that automatically send file
information by using the File System Object within your scripts. VBScript also has powerful string parsing
features allowing you to easily customize automated replies.

For more information on VBScript visit the Microsoft Windows Script Technologies page or the
Programming with VBScript section of the Microsoft Online Library.

Email Templates™ introduces a new VBScript command named 'ET'. The 'ET' command allows you to
interface with Email Templates™ and Outlook. The interface for the 'ET' command includes the following
options:

VBScript Does the following:

ET.Add "element”, "text" Adds a new template element in the templates.

ET.Alert "text" Displays a message box with text as the message.

ET.Calc ("id", "element”) Computes ‘element’ in the message (item) with id 'id’. The id

of the item may be retrieved from other options, e.g. folder.
If element is a hexadecimal number that starts with ‘0x’ (e.qg.
0x0037001E), then the corresponding MAPI message
property is returned. (For more information on MAPI
properties, please refer to the MAPI SDK in the Microsoft
Win32 SDK).

ET.Folder ("eid", "pathlist") Returns the MAPI id of the folder named ‘pathlist’. Pathlist is
a list whose elements provide the path to the folder.

ET.Folder ("property", "folderid") Returns a particular property from the folder with id ‘folderid’.
‘property’ may be either messages or subfolders. The first
returns a list consisting of the id-s of the messages
contained in the folder, while the second returns a list
consisting of the id-s of the folders contained in the folder.

ET.Message ("element”) Provides the value (text) of a template element (such as
‘subject’, ‘body’, etc.) with respect to the current message. If
element is a hexadecimal number that starts with ‘0x’ (e.g.
0x0037001E), then the corresponding MAPI message
property is returned. (For more information on MAPI
properties, please refer to the MAPI SDK in the Microsoft
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Win32 SDK).

ET.Calc ("eid", "element") Similar to message element, but operating on the message
with entry id eid instead.

ET.Proplist ("eid") Returns the list of property tags for the object with id eid..

ET.Clear "recipients" Clears the recipient list for the new message. New recipients
may be set by using the set recipient command below.

ET.Set "property", "value" Sets a property in the message being created. property may
be: subject, recipient, or a MAPI tag (starting with ‘0x’). In
the case of recipient, the value consists of email name
recipient_type address_type. If name is not specified, it
defaults to email. recipient_type is one of the following: TO,
CC, BCC (defaults to TO). address_type defaults to SMTP.

ET.Redirect "templatel”, "template2" Continues processing by substituting the current template
with the template with subject templatex (which must be of
the same category). If more than one template is specified,
than a new message is created for each of the specified
templates.

ET.Defer "time" Defers sending message by time. ‘sendafter’ may also be
used instead of ‘defer’. Examples of time include: “1 day”, “1
week”, “5 hours”, “25 Nov 1998".

ET.Moveto "pathlist" Moves the current message to the folder whose full path is
given by pathlist in the Personal Messages store.

ET.Choose "folder" Displays a mailbox folder selection dialog. Returns the id of
the folder, or an empty string if the user cancels the dialog.

ET.Choose "filename" Displays a file selection dialog. Returns the full path of the
file, or an empty string if the user cancels the dialog.

ET.Stop Stops the execution of the script, and any further template
processing.

Tcl

Tcl is a powerful, portable, cross-platform, Rapid Application Development scripting language. Tcl
programs do not need to be recompiled after each change, so scripts can be developed very quickly.

Tclis also free. You may learn more about Tcl at dev.scriptics.com. On this website you can find
information on Tcl, recent versions of Tcl, a quick primer for Tcl, and even a handy tutor for Tcl. Or, pick
up one of many books on the subject. We would suggest the following:

e John K. Ousterhout, Tcl and the Tk Toolkit, Addison-Wesley, 1994, ISBN 0-201-63337-X
e Brent B. Welch, Practical Programming in Tcl and Tk, Prentice Hall, 1997, ISBN 0-13-616830-2

Programmers already familiar with Tcl should have no problems implementing the code within their
templates. Experienced programmers will find Tcl easy to learn and quite powerful, especially with trickier
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tasks like parsing data and string manipulation. Inexperienced programmers will find Tcl a good language
to start with. Tcl communities are lauded for being tight knit and very helpful.

Email Templates™ introduces a new Tcl command named 'et'. The 'et' command allows you to interface
with Email Templates™ and Outlook. The interface for the ‘et command includes the following options:

Tcl
et add element text

et alert text

et calc id element

et folder eid pathlist

et folder property folderid

et message element

et calc eid element

et proplist eid

et clear recipients

et set property value

Email Templates™ Users Guide for Version 5.0

Does the following:

Adds a new template element in the templates.
Displays a message box with text as the message.

Computes ‘element’ in the message (item) with id 'id". The id
of the item may be retrieved from other options, e.g. folder.
If element is a hexadecimal number that starts with ‘0x’ (e.qg.
0x0037001E), then the corresponding MAPI message
property is returned. (For more information on MAPI
properties, please refer to the MAPI SDK in the Microsoft
Win32 SDK).

Returns the MAPI id of the folder named ‘pathlist’. Pathlist is
a list whose elements provide the path to the folder.

Returns a particular property from the folder with id ‘folderid’.
‘property’ may be either messages or subfolders. The first
returns a list consisting of the id-s of the messages
contained in the folder, while the second returns a list
consisting of the id-s of the folders contained in the folder.

Provides the value (text) of a template element (such as
‘subject’, ‘body’, etc.) with respect to the current message. If
element is a hexadecimal number that starts with ‘0x’ (e.qg.
0x0037001E), then the corresponding MAPI message
property is returned. (For more information on MAPI
properties, please refer to the MAPI SDK in the Microsoft
Win32 SDK).

Similar to message element, but operating on the message
with entry id eid instead.

Returns the list of property tags for the object with id eid..

Clears the recipient list for the new message. New recipients
may be set by using the set recipient command below.

Sets a property in the message being created. property may
be: subject, recipient, or a MAPI tag (starting with ‘0x’). In
the case of recipient, the value consists of email name
recipient_type address_type. If name is not specified, it
defaults to email. recipient_type is one of the following: TO,
CC, BCC (defaults to TO). address_type defaults to SMTP.
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Continues processing by substituting the current template
with the template with subject templatex (which must be of

et redirect "templatel" "template2" the same category). If more than one template is specified,
than a new message is created for each of the specified
templates.

Defers sending message by time. ‘sendafter’ may also be
et defer time used instead of ‘defer’. Examples of time include: “1 day”, “1
week”, “5 hours”, “25 Nov 1998".

Moves the current message to the folder whose full path is

et moveto pathlist given by pathlist in the Personal Messages store.

Displays a mailbox folder selection dialog. Returns the id of

et choose folder the folder, or an empty string if the user cancels the dialog.

Displays a file selection dialog. Returns the full path of the

et choose filename file, or an empty string if the user cancels the dialog.

Stops the execution of the script, and any further template

et stop !
processing.

Programming

Email Templates™ uses scripting in two ways: Inline Scripting and Email Templates™ Extensions. Inline
scripting involves writing VBScript or Tcl code within existing or newly created Email Templates™. This is
the core process in the creation of more complex templates. Email Templates™ extensions are scripts of
new procedures and new elements that can be called upon in your templates. Extensions allow you to
create your own library of information and techniques for the regular use of Email Templates™.

Inline Scripting

Scripts may be provided in the text of a template and are enclosed within <vbscript>...</vbscript> for
VBScript and <et>... </et> for Tcl scripts. They are evaluated before the new message is created, in the
order that they are entered. You may add as many scripts as are necessary. Scripts will not appear within
the final message. Inline scripts may be used to create new template elements, change message
properties, perform actions on the mailbox, etc.

Here is an example of a simple script inside a template:

Hi guys,

Today is &day_of the_week; and | work from home!

<et>

set day [clock format [clock seconds] —format %A]

et add day_of the week $day

</et>

If this template was evaluated on a Tuesday, the result message would look like:

Hi guys,

Today is Tuesday and | work from home!
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Questions, Comments & Suggestions

If you encounter any difficulties with Email Templates™, please take a look at our Users Guide and Help
Manual, or our website at www.emailtemplates.com.
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