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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. Plus, it optionally inserts the current date and time with the text.

To create a new Quick Text Hotkey:

¥ Configure a Hotkey o | & 3]

Tile:  Freguently Used Text Sample

Text TolInsert @ ¥ Oy [y B £ U a. s Font Adopt
This is a sample of text that is mapped to the F8 hotkey. It can be in bold, or italics, or
can be set to match whatever font you are currently using.|

Choose the format that you would like to have inserted. The <Date> and <Time> keywords wall be replaced
at the time of ingertion with the real thing

Hotkey Seifing: Fa& ChooseHotkeys...

Where To Insert
Always insertthis text into the Subject

@ Always insertthis text at the current cursor posilion
Always insertthis text atthe top ofthe email

Always insertthis text atthe bottom ofthe email

¥ Check this box to show this Quick Text entry as a bution

oK Cancel

Figure 1 (Sample hotkey entry)

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
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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 invoke a Quick Text Hotkey:

Open the Email, Appointment, Contact, Task, or other Outlook item that you want to work with. Place
the cursor where you want to insert text then press the designated Hotkey or toolbar button for the

desired text:

HEd92 0 = Uninstalling the program - Message (HTML)
| Message Insert Options Format Text Review Sperry Software
= alibn [Body - A AT Il Attach File
A TR Calibri (Body om0 F
Fi Fi L= Fi — e e
o' s e = B I U i=- | iE EE # Attach em -
Win XP Win 7 Win B Paste Hames
abr . = B .
Instructions Instrudtions Instructions - | Y- A E | M_,If E % Signature
Spemy Sofbware Add-Ing Clipboard 1= Basic Tax Include
From = james@sperrysoftware.com
W
— Ta... Ty
Send
i
Subjedt: Uninstalling the program
Hi Mike,
To uninstall a program under Windows 7, click Start, then Control Panel, then Programs and Features applet. Scroll
down to the program of interest, and select Remove,
J Spelry Software

-1

Figure 2 (Note the new buttons above the Send button)

The image above shows three buttons in this compose email window. In this hypothetical sample, the
user has chosen to add a button for instructions for Windows XP, instructions for Windows 7 and
instructions for Windows 8. Clicking one of these buttons results in the text associated with that button

being inserted.
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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.

[ mbox - Microsoft Qutlook
: File Edit View Go Tools Actions NOD32 Help

i dNew - i 2§ X | CgaReply i@ReplytoAll i3 Forward |5 W | 47 7hsend/Receive ~ [ | (4 Searchaddressbooks - | @ M] o

,ﬂ‘ Sperry Software Add-Ins =)

Figure 3 (Outlook 2007 shown)

Note that the screenshot shows Outlook 2007. In Outlook 2010 and higher, a tab will appear showing
“Sperry Software” and in this tab is the Sperry Software button. 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

Instaled Add-ine Add-in Configuration
On/Off | leon | Name | Configure Hotkeys | Seftings
B Quick Text Hotheys Keystroke | Tille Placement [Button |Tedt
F5 ‘win XP Instructions Current Posiion ¥ Windows XP uninstall i
F& Win 7 Instructions  Current Position Touningtall a program

Win 8 Instructions  Current Position Windows B uninstall ins

Active Hotkeys: 3 Add... Edit.. Diclete.

Chick this button 1o edit the selected hatkey entry in the lst.

Aot . Ogions.. | Hep. ok | gamel ey

Figure 4 (Three sample Quick Text Hotkey entries shown)

This tab allows you to create and edit Quick Text entries, and set the Hotkeys to invoke them.
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The list displays the list of Quick Text Hotkey entries that have been created, and initially will be empty.
In the image above, three hotkeys have been created that insert various instructions, one for Windows
XP, one for Windows 7 and one for Windows 8.

The “Keystroke” column indicates the hotkey that can be pressed in lieu of the toolbar button. The
“Title” column shows the title that has been given to the entry and is used as the button text.
“Placement” indicates where the text will be inserted, and can be in the subject, at the current cursor
position, at the top of the email, or always at the bottom of the email. The “Button” column indicates
whether a toolbar button representing this entry will show up when composing a new email. Finally,
the “Text” column shows a bit of the entry.

Note that just like in all other Sperry Software products, clicking on any of the column headers results in
the list being sorted by that column. Here in this sample of just three entries this seems trivial, but once

several dozen entries have been built up, this is a useful feature.

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

Creating or Editing Hotkey Entries

¥ Configure a Hotkey = [ & 3]

Tille: Freguenily Used Text Sample

Text To Insert 8l ¥ O B I U Ak s Font Adopt

This is a sample of text that is mapped to the F8 hotkey. It can be in bold, or italics, or
can be set to match whatever font you are currently using.|

Choose the format that you would like to have inserted. The <Date> and <Time> keywords will be replaced
at the time of insertion with the real thing

Hotkey Seffing: F8 ChooseHotkeys. .

Where To Insert
Always insertthis textinto the Subject

@ Always insertthis text at the current curs or posiion
Always insertthis textatthetop ofthe email

Always insertthis text atthe bottom of the email

¥ Check this box to show this Quick Text entry as a bution

oK Cancel

Figure 5 (Typical Quick Text Hotkey entry)
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The image above is an example of what it is like to configure a Hotkey entry. The first thing that must be
done is to choose a title that makes it easy for you to remember, but also (possibly) serve as toolbar
button text. Next, the text itself must be typed. Note that the text can be forced to take on a certain
font, be made bold (among other options) or, it can be set to take on the font that you are using at the
time the email is being composed. Also, note that if the keywords “<Date>” or “<Time>" are inserted,
that those keywords are replaced with the actual values at insertion time. The format of the date
and/or time is specified in the “Settings” tab (see below). The next option to decide is where the text
should be inserted. It can be inserted into the subject, or at the current cursor position, always at the
top of the email, or always at the bottom of the email. The last option to choose is whether this Hotkey
entry should also appear as a toolbar button.

Settings Tab

nﬂ" Sperry Software Add-In Configuration P Y B ¢
EW
Fast Lusy Prodwcive ™ R
"\a R

Instaled Add-ins Add-in Configuration

On/Ofi Icon 'Name Configure Hotkeys | Settings

v iy QGuick Text Hotkeys
e s nvoking the Edtor
Enable Hotkey:  F5 Choose Hotkey
7| Show button in windows iy

Date and Time formats
Date Format: m/d/yy - Time Format hnn AMPM  ~

Backup and Restore

This button causas a file to be writen that will contan the cument settings of the Quick
Test Hotikeys This file can be used to Restore settings later

lm Backup

Thie button causes the add-n to prompt for a file that was previously wiitten by the Quick
Text Hoticeys addn. t does not have 1o be from the same machine

Uny Restore

About Ogtions Help QK Cancel

Figure 6 (Settings Tab)

This tab provides overall options that apply to all entries, such as 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 Windows”. If this option is
checked, then the toolbar button will appear in the main Outlook window. If the Hotkey button here is
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clicked or if the toolbar button is clicked, then the list of Quick Text Hotkeys will show up making it
convenient if you cannot remember which hotkey is mapped to which entry.

The “Date and Time formats” allow you specify the format for date and time entries. As mentioned, the
actual date and time are substituted at the moment the hotkey is invoked.

The “Backup” and “Restore” functions are useful for sharing a list of Quick Text Hotkey entries, or
restoring to a new machine after backing up on an old one.
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Troubleshooting
Q. I'm having trouble, and need to start over with installing. What can | do?

A. Follow these instructions:

http://www.sperrysoftware.com/kb/questions/98/1%27m+having+problems%2C+and+l+need+
to+reinstall+my+add-ins+from+a+clean+start.+How+do+l+do+this%3F+

Q. The “Sperry Software Add-ins” button is not visible.
A. Run the add-in Reset tool.

The add-in reset tool (among others) 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.

Quick Text Hotkeys Copyright © 2012 Sperry Software Inc. Page |8


http://www.sperrysoftware.com/kb/questions/98/I%27m+having+problems%2C+and+I+need+to+reinstall+my+add-ins+from+a+clean+start.+How+do+I+do+this%3F+
http://www.sperrysoftware.com/kb/questions/98/I%27m+having+problems%2C+and+I+need+to+reinstall+my+add-ins+from+a+clean+start.+How+do+I+do+this%3F+
http://www.sperrysoftware.com/outlook/tools.asp
http://www.sperrysoftware.com/kb/

