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Welcome

Thank you for choosing the Quick Text Hotkeys add-in, created by Sperry Software. This add-in allows
you to insert pre-defined text into your message when you press the associated key combination. Saves
you time when inserting often-used text such as attention lines, header/footer text, business or
personal signatures, and subject lines. Optionally inserts the current date and time with the text.

To create a new Quick Text Hotkey:

Configure a Hotkey Q@@

Title: |

Text To Insert:

Choose the fomat that you would ke to have inserted. The <Dates and <Time>
keywords will be replaced at the time of i the real thing

Hotkey Setting: |

Cancel

From the configuration window, select the Quick Text Hotkeys add-in. On the Configure Hotkeys tab for
this add-in, click “Add...” This opens the “Configure a Hotkey” window, allowing you to enter the text
that you want inserted automatically, and allows you to select the key combination that will insert the
text. To add the current date and/or time, use the keywords <Date>, and <Time>. For example, <Date>
will insert current date, and <Time> will insert the current time.

To view existing Quick Text Hotkeys:

From the configuration window, select the Quick Text Hotkeys add-in in the list. Click the Configure
Hotkeys tab. The list of currently created Quick Text Hotkeys will be displayed. To quickly display the
existing Quick Text Hotkeys, enable the “Show Button in Inspector Windows” option on the Settings tab
for the Quick Text Hotkeys add-in. This places a button on the toolbar that, when clicked, displays the
Quick Text Hotkeys window. This is useful if you have too many hotkeys to remember.

To place text using a Quick Text Hotkey:

Open the Email, Appointment, Contact, Task, or Note or other Outlook item that you want to work with.
Place the cursor where you want to insert text, then press the designated Hotkey for the desired text.
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Configuring the Add-in

Once the installation is complete, you are ready to use Quick Text Hotkeys. When you open Outlook you
will notice a new button “Sperry Software Add-ins” added to the toolbar.

[ Inbox - Microsoft Qutlook

i File Edit View Go Tools Adions NOD32 Help

- 3 3 [ 3 -} | ive ~ Search address books v | (@
PadNew - | @5 23 X | CuReply C@ReplytoAll 5 Forward | S5 W | &7 | [ Send/Receive ~ [ | (4} Search address boo @ M B
: 4% Sperry Software Add-Ins 2

Clicking this button displays the Sperry Software Add-ins configuration screen. It is on this screen that
settings are made to control the add-in’s functionality.

Configure Hotkeys Tab

Sperry Software Add-in Configuration

[ B auick Text Hotkeys Configure Hotkeys | Setings |

Hotkey | Tille [Text To Insert:

Active Hotkeys: 0 Add.. Dete |

This is the st of aclive Quick Text enties. ‘

About Spery Software Addns. Options... Help. oK Cancel sony |

This tab allows you to create and edit Quick Text entries, and set the Hotkeys to invoke them.
The “Hotkey List” displays the list of Quick Text Hotkeys that have been created.

The “Add, “Edit”, and “Delete” buttons open the “Configure a Hotkey” window, allowing you to create,
edit, and delete Quick Text Hotkeys.
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Settings Tab

Sperry Software Add-in Configuration

. Profess K
o ional Qutiook Add-Ins
Configue Hotkeys | Seflings |

Invoking the Editor

I™ Enable Hotkey: F5 Choose Hotkey...

IV Show Button in Inspector Windaws (13

Date and Time formats:

Date Fomat: [m/d/yy ~|  TimeFomat [nnneMPM ]

Backup and Festore

This button cause a file to be written that will contain the current settings of the Quick Text
Hotkeys. This file can be used to Restore settings later.

Backup

This buiton causes the addn to prompt for a file that was previously witen by the Duick
Test Hotkeys addin. It does ot have to be fiom the same machine.

Restore

Choose this option if you want a button placed in your Outlook toolbar. Pressing the button will
open the Quick Text Hotkeys editor.

About Spery Software Add-ns... Options. Help... OK Cancel

This tab provides options for how the “Configure a Hotkey”, and specifying date/time formats.

The “Invoking the Editor” frame allows you to specify what method you will use to open the Quick Text
Hotkeys editor. The choices are “Enable Hotkey” and “Show Button in Inspector Windows”. An
inspector is any Outlook window that shows one Outlook item, whether it be an email message, contact,
or whatever. If this option is checked, a button will appear in the inspector toolbar. When this button is
clicked, you can create, review, or edit Quick Text Hotkeys.

The “Date and Time formats” allow you specify the format for date and time entries.
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Troubleshooting
Q. The “Sperry Software Add-ins” button is not visible.

A. The add-in may have become disabled.

For Outlook 2002, 2003 users:

On the Outlook Menu, click Help...About Microsoft Outlook
Click the “Disabled Items” button

If “Sperry Software” is listed, enable it and restart Outlook

For Outlook 2007 users:
On the Outlook Menu, click Help...Disabled Items
If “Sperry Software” is listed, enable it and restart Outlook

The Sperry Software toolbar may not be set to “Visible”
On the Outlook Menu, click View...Toolbars and make sure that Sperry Software is checked.

Q. The “Sperry Software Add-ins” button does not respond.

A. Run the add-in Reset tool.

The add-in reset tool can be downloaded from
http://www.sperrysoftware.com/outlook/tools.asp

Q. How can we contact you for more help?

A. For help on more in-depth issues, check out our Knowledge Base.
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