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DeltaVision OutlookTextExpress
User Manual

Version 4.2 (Aug. 2022)

Introduction

OutlookTextExpress is an integrated E-Mail solution which allows the use of uniform, prechecked,
“boilerplate” text modules to improve productivity and improve customer service relations in a range of
applications scaling from small businesses all the way up to international corporations. The use of Outlook-
TextExpress in the front end of communications not only prevents tarnishing professional relationships by
allowing employees to engage with partners or clients with ad hoc responses which may contain errors or a
lack of professionalism, it allows for the use of placeholders in messages which improve productivity and
reduce workload, both which are highly valuable commodities.

This document is divided into chapters and indexed according to the Table of Contents below. The first
chapters include general instructions for use, the latter chapters detailing diagnostics and support. A glossary
is provided at the end of this document. Remember, if you ever have any questions about the use of
OutlookTextExpress, please contact us at DeltaVision. We are always happy to help!
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1 General Overview

OutlookTextExpress

OutlookTextExpress is an add-on for Microsoft Outlook that provides the organized use of text modules in
multiple languages. The interface to OutlookTextExpress consists of the ribbon tab TextExpress along with a
task pane called Text Module Explorer. The settings pane is accessed via a button on the ribbon and allows
for repository configuration, language filtering (depending on license), and other options.

For each text module, you can optionally store mail attachments, the subject of the mail or the recipients of
the mail.

Text Module Explorer

The Text Module Explorer is a panel which shows the available text modules in a hierarchical structure called
a folder tree. The tree is expanded or collapsed by clicking, revealing a list which may be organized into
folders and subfolders. The Search Bar allows for locating specific text modules quickly for use in a new
message. Text modules may be renamed, organized in folders, or deleted using the Text Module Explorer.

Placeholders

Placeholders allow users to quickly locate fields within a mail message with dynamic content, i.e. they
contain values such as dates, amounts, addresses, numbers, names, or other information that changes from
message to message. This allows for quick and through drafting of uniform messages using text modules
without searching or accidentally skipping over important information in a message. Placeholders are
accessed using the buttons on the TextExpress ribbon.

Repositories

The text modules can be stored in up to three different storage paths. In each repository you can organize
your text modules in subfolders.

Depending on the license, up to three storage locations (repositories) can be defined.

e Private Repository: The private repository is used and administered by the current user.
(Available in all licenses).

e Group Repository: The group repository is used by a group of users and normally located on a network
drive. File system permissions are used to control who is only using text modules and who is allowed to
change/create text modules.

(Available only in Professional and Enterprise license).

o Global Repository: The global repository is used by an entire firm and operates in the same way as the
group repository.

(Available only in Enterprise license).

Language support:

The Text Module Explorer can be used to filter the modules by language; e.g. to show only English or only
German text blocks. The language of the text block is kept as part of the filename. This is particularly useful
for businesses with international contacts. This multiple language option is only available to users with an
enterprise license.
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= B =  Untitled - Message (HTML) 2 Search
File Message TextExpress Insert Options Format Text Review Developer Help
W Reminder ~ W ~ =/ |#| MNext Ii_::'_'@ 1 abc  EEEnglish ~ Elltalian ~ 1‘[;' 6
; W Regisration ~ W ~ + Previous - - \/ ™ German ~ &= Spanish ~ ’ . n
Show/Hide Show/ Save Save Spelling & _ Settings | License Help Info
Explorer o Offer ~ * - Hide &} Insert selected text entiretext | Grammar BB French ~ M Portuguese ~ -
Text modules Favorites Placeholder ] Create text modules Spell check Rl Options Info [ ~
> X
OutlookTextExpress Text module explorer
= E @ [a
Send To —
Search | =Y
Cc
=-fll Text module repository [
Subject =+ _Company

=1 Contacts and Meetings

=1 Reporting

1 Monthly Finacial Newsletter_de
L . . . . . . 1 Monthly Finacial Newsletter_en
This is a friendly reminder that payment has not been received for the invoice #invoice#| B Monthl§ Finacial Newslstter fr
dated |#Date#|, with an amount due of |#Amount#|. -85 _Team

= Courses

A copy of your invoice is attached to this email. In order to continue to provide the best =83 Invoice and reminder
-8 New License Key

service for our customers, we ask that you pay the amount due above in full within ten days . Payment Reminder "
in accordance with our sales terms. Please don’t hesitate to contact us with any questions < >

Dear Valued Customer, [+]

you may have!
Dear Investor, L
If you believe the invoice to be in error, contact us immediately.
Attached you'll find the latest issued edition
Again, this is a notice of an amount due. If you recently submitted payment for the invoice of the Bank XYZ monthly investment

. . . newsletter.
above, you may ignore this e-mail.

Inside our newsletter you'll find a broad

arrav of interesting tanics including current ¥

Your Logistics Specialist,
Company AG = 14 of total 14 text modules

2 Licensing

The following licenses are available according to the specific needs of your organization:

Version Features

Demo Enterprise functionality (limited to 30 days).

Basic Max. 30 text modules with one repository.

Professional Max. 200 text modules with two repositories.

Enterprise Unlimited text modules with three repositories, along with language support.

The current registered edition can be viewed by pressing the Info button in the TextExpress ribbon.

Demo Mode

When OutlookTextExpress is started for the first time after installation, the demo license is automatically
configured so that the full functionality can be tested with enterprise functionality for 30 days.

Individualized Setup

For larger companies, we can also provide a customized setup, which, for example, enters the license during
the installation.
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3 The TextExpress Ribbon

OutlookTextExpress is controlled with the ribbon TextExpress which is only visible when creating new,
replying, or forwarding existing messages.

B =  Untitled - Message (HTML) P Search

File Message TextExpress Insert Options Format Text Review Developer Help

#r Reminder ~  Hr v | [—| |4/ Next l-::-“d i abc  SEEnglish ~ Elltalian ~ ) IE 6
= W Regisration ~ W ~ + Previous - - v ™= German ~ B Spanish ~ 7% n
Show/Hide Show/ Save Save Spelling & Settings | License Help Info

Explorer W Offer ~ * - Hide &} Insert selected text entiretext | Grammar BB French ~ M Portuguese ~ ~
Text modules Favorites Placeholder ] Create text modules Spell check | Options Info [ ~

B search
File Message TextExpress Insert Options Format Text Review Developer Help
A = = ~Q | O AttachFile~ | fI - O ﬁ.
- O A N A = I o B . @ [
Show,/Hide Paste B I U & A — — — | == 5= | Address Check . : Dictate Editar Immersive
Explorer b y S - - — = = Book Mames BS'QnatU’E' \L Reader
Text modules | Clipboard Tn Basic Text Mames Include Tags M| Voice Sensitivity Editar Immersive ~

In the tab Message, an additional button is present, Show Hide / Explorer. This button will show or hide the
Text Module Explorer.

According to the Options of Outlook, the actions of Reply and Forward of a message will not occur in a new
window. This has the consequence of making the workspace of the Text Module Explorer invisible. In order
to access the text module, the reply or forwarded message must be done in a new window.

For this reason, when OutlookTextExpress runs for the first time, it automatically enables the Outlook option
to always open replies and forwards in a new window to ensure that the add-on is immediately available. If
this option is disabled for any reason, you will need to open the message window manually with the following
steps,

Variation 1: Undock Message

Click on the Pop Out Button in the upper-left corner of the Mail
window. The message will be opened in a new window and the Text
Module Explorer will become visible and accessible via the ribbon of

7 Pop Out | Discard

To... info@company.
=7 TextExpress.
Lc.
Send
Subject RE: Your arder
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Variation 2: Configuration of Outlook

Outlook Options ¥
F S F
General .
Replies and forwards
¢ Mail . . . -
il Open replies and forwards in a new window
Y
Calendar = — - - )
- [] Close original message window when replying or forwarding
People [ Preface comments with:  Unknown
Tasks . i -
When replying to a message: Include original message text -
Search
Language When forwarding a message: Include original message text -
Advanced Preface each line in a plain-text N
message with:
Customize Ribbon
] Save messages
Cuuick Access Toolbar
- Ll [V] Automatically save items that have not been sent after this many - - -

The image above shows how to configure Outlook to open a new window for replies and forwarding of
messages. This functionality can be activated under: File / Options / Mail in the section Replies and forwards
and by clicking the box Open replies and forwards in a new window.

3.1 The Text Module Explorer

The Text Module Explorer is a task pane located on the right side of the message window. It may be
maximized or minimized by selecting the button in the TextExpress or Message ribbon named: Show/Hide
Explorer.

Show/Hide the search results window.

Text module explorer v
E & a Language |l v Refreshes the explorer window. The button may be used
: to reload the contents.
Search |Remlnder | A N
= ] 7o mocde eposton A A Search for a keywor_d only in the selected text module.
i _Compary Marks the keyword in the preview pane.

o e egtmion X By using this search function, you can look for text

Invoice and remindsr modules that contain the keyword you entered.
51 New_AVG_License

&) Fayment reminder Matching text modules are displayed as a search result
B3 Private repostory v list in the explorer.

DVl st ” Click on a text module to get a preview.

This is a friendly reminder that payment has not been A double-click inserts the text module at the current

received for the invoice |#lnvoice#| dated |#Date#|,
with an amount due of |#Amount#]|.

cursor position in the e-mail.
You can find additional commands in the context menu

(right click) of the various panels.

A copy of your invoice is attached to this email. In v

Search results

Searched for expression "Reminder’, with 1 matching text module(s).

Remarks: The panel high for the preview- and search
result panel can be adjusted.

Text module Path

Payment reminder _Team\Invoice and reminder

< >

10 of total 10 text modules
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3.2 Configuring the Text Module Explorer Folder Tree

Depending on the license, up to three text module repositories may be configured. All licenses include the
“Private Repository” which may be located at any path. By default, the private repository path is configured
at this location*:

C:\Users\John\AppData\Roaming\DeltaVision\OutlookTextExpress\Private Repository

* John is the username of the currently logged-in user.

The idea behind different repositories:

¢ In the Private Repository, users can save their own, personal text modules.

¢ Inthe Group Repository, text modules can be uniformly administered for an entire group. This is useful for
a certain organization within a company. In this repository, individual users may be configured to have
read access only.

¢ In the Global Repository, additional text modules can be saved which should be used uniformly within an
entire organization. As in the group folder, individual users can be configured to have read access only for
text modules in this group.

In the tab Repository folders, the three repository paths may be entered or changed. If no entry is made for
the private repository path, the standard path will be used (see above)

Tip: The basic edition only allows for the use of one repository. For additional repository functionality one
may purchase an upgraded license from DeltaVision. See the licensing section for more information.

4 Settings >

Common FReposttory folders  Placeholder

Private Repository |C:"-.Llsers"u:lev"-}-‘-pp DataRoaming*DetaVision\Outlook Text Express*Private repositony |
Organisation Repository |K:"-—J:Iata"-—.TeadE:q:uress-Hepus'rtDr'_.r"-.Team A |
Company Repository |K:"-J:|ata"-.Tead Express-Repositon™ Company |

After changes, restart Dutlook so that the sethngs are applied comectiy!

Carcel
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3.3 Creating a Subfolder / Renaming Folders / Deleting Folders

Text module explorer M
Z "f\\ A Language Al v
Search | N N
EI--i Text module repositony -

Windows Explorer

Add new Folder
Renarme

Delete

= _Team

— [

DeltaVision Informatik GmbH
CH-8305 Dietlikon

+41 43 255 97 01
www.outlooktextexpress.com

The folders which organize the text
modules can be managed using the
OutlookTextExpress folder tree. Using the
folder tree, users may create new folders,
rename folders, or delete folders. What can
be done using the OutlookTextExpress
folder tree or may also be accomplished
using Windows Explorer.
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4 Using Text Modules

With a Double-Click

Double-clicking on the desired text module in the Text Module Explorer will automatically insert it at the
current cursor position on the active message window.

é---__. Invoice and reminder Using the context menu (right-click):
B New_AVG_License L.
1 P ayment reminde] A text module can also be used via right

-] Private repository = Windows Explorer click in the folder tree and selecting
¥r  Add to favorites 3 Copy to email.

| 4+ Copy to email

L] Copy contentto clipboard
5+ Rename

B Delete Del

4.1 Using only a Section of a Text Module

-3 Invoice and reminder To copy only a part of a text module, select
=851 New_AVG_License

- . the desired section in the preview area and
: -85 Payment reminder . -
@25 Private repository then choose the corresponding command in
the context menu

Dear Customer
This is your new virus protection license:

|[#License #|

4+ Copy complete text module to email
Em"}f date: Ij 4 Copy selected text to email

Copy complete text module to clipboard

e |
The invoice _
| Copy selected text to clipboard

Enter the new license in AVG

4.2 Using a Text Module via the Search Tool

Search results Once a specific text module has been
Searched for expression ‘ava’, with 3 matching text module(s). located with a search, it can be used directly
inside of a message. This can be done
easily by double-clicking on the found text
module. The context menu (right-click) can
be used to copy the text module text to the
clipboard or email.

Text module Path

MNew_AVG_License _Team'Invoice and reminder
Mew_AVG_License
Mew_License Key

Private repository\Samples

Drinvats ranncitnmdSamnlac

4+ Copy complete text module to email

'] Copy complete text module to clipboard

Note: The maximum number of text modules which are shown in the Text Module Explorer are limited
depending on the current license.
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5 Finding Text Modules

To find specific text modules in a given language, either the language filter may be used to limit the shown
matches or the search tool may be used to find results with desired content. Note that when the search tool
is used, the filenames themselves will also be scanned for the pattern.

5.1

Language Filter (Enterprise Version Only)

The Text Module Explorer can filter modules by language. To select a specific language, use the drop-down
menu in the ribbon of the Text Module Explorer. This feature is only available if it has been enabled in the

settings and with an enterprise license.

Text module explorer M

=
= | & Language all w

When all is selected, all available text modules will be shown.

For example, when German is selected for the language filter,
only text modules with the language designator ‘_de’ are shown.
If neutral is selected, the associated text modules will be shown

having the empty language designation

The following illustrations show how the language filter displays text modules in the desired language.

Text module explorer  ~  * Text module explorer v X
— [
=T L " — =
=] anguage all = 4 Y Language Englizh b
Search | o 1
Search | e N
E|--i Text module repostany
=5 _Company EI--' Teat module repositony
-85 Contacts and Meetings =-BE Company
L s
ﬁ: Eﬂir:t?; = Contacts and Meetings
-8 Reporting 5 Reporting
..... £ Location plan_ Ll Product announcements_en
----- £ Product announcemerts_de == _Team
----- 57 Product announcements_gn EI {71 Courses
..... £ Product announcements_fr i LB Course registration_en
E‘]-E- —TEE"” .7 Invoice and reminder
—-L Courses . "
7 Course registration_de EI'_' Private repasitory
1 Course registration_en | [ 7 | Samples
151 Course registration_fr
I - w I
Text module explorer Text module explorer -
= | = oy
2| A Language French ~ =|| 2] | & Language el o
Search | | (=% Search | | s Y =
Eln Text module repositony EI--‘ Test module repository
=83 _Company =-Bm Company
5 Contacts and Meetings E Contacts and Meetings
£ Reporting {88 Feporting
‘5 Product announcements_fr ¥ Location olan
- _Team Team -
=-£5 Courses C
¢ B Course registration_fr — | u:uur_ses d remind
------ 2 Invoice and reminder &= Invoiee and reminder
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5.2 Searching for Text

Specific text modules may be found using the search tool within the Text Module Explorer.

Search

Enter the desired search term in the field and then
| =" press either of the two search buttons on the right
side.

Search will be performed in the currently selected text module only. The results will be highlighted
in yellow in the viewing window (see illustration A).
Keyboard shortcut: Enter

Search will be performed in all available text modules. The results will be given in the search
% result list (see illustration B).
Keyboard shortcut: Ctrl-Enter

Text module explorer - Text module explorer T~
(=] £ & Language English ~ : £ A Language English w
Search |Course . I Search |C0urse | [
B--n Text module repository ~ B--n Text module repository ~

=88 _Company =B85 _Company

i ifl Contacts and Meetings . ‘B Contacts and Mestings
-l Reporting {88 Reporting

-~ Product announcements_en il Product announcements en
£ _Team El_, _Team B
=21 Courses . B3 Courses

- Course registration_en 71 Course registration_en
£ Invoice and reminder ] =1 Word-Mailmerge_en W
Dear Course Participant, - Dear Course Participant, A

We appreciate you signing up for the following course: We appreciate you signing up for the following course:

Course: EP1 Course: EP1
Description: Pivot tables with Excel 2016 Description: Pivot tables with Excel 2016
Date and time: | #Date#t| 8:30 am to 5:00 pm v Date and time: | #Datei| 8:20 am to 5:00 pm o

Search results Search results

Searched for Course', founded 4 times. Searched for expression CTourse', with 2 matching text module(s).

lllustration A Teat module Path
Course registration_en _Team\Courses
‘Word-Mailmerge_en _Team\Courses
lllustration B

Remark: If the text module contains hyperlinks, it is possible that the search results will not be completely
correctly highlighted. This is because the search tool also searches through the address information hidden
in the hyperlink which cannot be displayed.
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6 Creating a text module

. Select the desired text in the mail which should be saved. Then press the button
t'_"‘ \@ Save selected text in the TextExpress tab.

Save
selected text
With the button Save entire text, the entire text may be saved and used as a new text
N module.

Save
entire text

As long as the maximum number of text modules is not exceeded according to the current license, the
selected text can be saved to a new text module.

If the current license allows language filter support (enterprise only), and this functionality is enabled, then
the Language Support dialog is displayed where the language of the new text module can be set.

H & O Untitled - Message (HTML)

File Message Insert Options Farmat Text Review TextExpress Q Tell me what you want to do

- W Reminder ~ ¥ ~ ——| | Mext == . e
o = N % AT M
; w Registration = w - 4 Previous - ) i i
Show/Hide Show/ Save Save Settings  License Help Informations
Explarer ¥ Offer ~ W v Hide & Insert selected text entire text
Text modules Favorites Place R
#+ Language support >
To.. (plorer ~ =
EEl | Define language for the text module
Cc.. uage English -
Send | Language English ~
-| Filename Course_PivotTables | NS
Dear Course Participant, Y ~
We appreciate you signing up for the follow A Meetings
Concel
ouncements_en
Course: EP1 T B _Team v
Description: Pivot tables with Excel 2016 —
Date and time: | #Date#| 8:30 am to 5:00 pm Dear Course Participant, "
Location: 744 Irving 5t, San Francisco, CA 54122
TAlm mmmemmimdm crmes mimem i sam Fme bl -

Choose the correct language of the new text module (e.g., for the creation of a new German text module
select German). Alternatively, neutral may also be selected if the language of the new text modules is not
important.

Finally, enter an appropriate name. The combination of the name and the language designator (see above)
form the complete filename of the text module.

After pressing the OK button, the Save text module dialog appears. This is the case with no active language
filter support as well.
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= Hide Folders

=7 Save text module *
e <« DeltaVision * OutlookTextExpress » _Team » Courses v 0 Search Co.. @
Organize « Mew folder e
i=| pictures ~ | Course registration_de.rtf
B Vvideos | Course registration_en.rtf
= Winld (C) | Course registration_fr.rtf
Daten (D:) E’WDrd-Mailmerge_en.rtf
= |W_F (\\nas2) (-
= W D (Wnasd) (I: v
File name: | Course_PivotTables_en.rf w
Save as type: | Rich Text (*.rtf) ~
Save Cancel

Important for Language Filter Support:

The ending (e.g. “_de”) should not be deleted! Without this suffix, the language of the text module cannot be

recognized.

DeltaVision Informatik GmbH
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6.1 Language Filter Support (Enterprise Version Only)

The Settings button opens the program settings.

e Activate the checkbox Text Modules with Language identification to enable text modules
Settings with different languages.
Support for languages which are not listed may also be possible. Please contact
Options DeltaVision for further information.
., Settings ® German - [de)
Common  Repository folders  Placsholder E;ﬁ:ﬁh_'“%ﬂ
Default settings English - (en)

Default setting: text module is visible
Always insert text modules in a new paragraph

MNumber of favorites [ ~ Mazx. number of favarites to be displayed in the Menu Bar

Program-Language Automatically ~

Language support /
Text modules with language identification /

Supported languages |de.fr:'rt:en | E/

Cance

After changes, restart Qutlook so that the setfings are applied
correcily! 0K Cancel

With enabled language support the following dialog appears when a text module is saved:

The language selection drop-down
menu contains the languages as well as
the neutral selection.

#+ Language support x

Define language for the text module

Language English e
Geman

Filename Fre_nu:h
ftalian
nedtral

Cance
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7 Expanding Text Module functionality

For each text module an action file can be created in which you can defined what kind of actions the program
should perform when the text module is added to the e-mail.

The following three types of actions can be defined:

a) Attach one or more files to the e-mail
b) Fill in the subject of the e-mail
c) Add e-mail recipient

Examples:

1) When inserting a text module with a route description, a PDF-map is automatically attached.

2) If a text module containing promotional material or special offers than you can define, that the
appropriate price list is automatically attached.

3) A text module containing the terms & conditions can attach a PDF version at the same time.

To add actions to a text module, you only need a text file with the same name as the text module and the
extension ".ini". The action file is stored in the same folder as the text module. This procedure is easily
done with the integrated wizard, see the following description.

Example:

To define actions for the text module how_to_find_us.rft simply create the text file
how_to_find_us.in1i.

7.1 Action File configuration

= fffll Text module repository The easiest way to create the action file is to use the
&8 Fima context menu of the text module. If the file does not

=HE Allgemein

Disclaimer_de exist yet, it will be created automatically. Afterwards
Disclaimer_en H

= the assistant opens.
Fowto ds P

a

—,_, Support 7 Windows Explorer
; Add userin

Inetnet set *

Mail corfig 4 Copy to email

----- Private repositony

Add to favorites 3

| Copy content to clipboard
Rename

Delete Del

}  Define Actions
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Define the desired actons. In ur

Info example we want to attach the file
Here you can specify which additional actions will be performed when the text madule is inserted. Al fields are . .
optionl. location and map.pdf to the e-malil

Subject

“ : : : | Multiple recipients can be separated with
[[1 Add to existing subject instead of replacing

semicolon.
Recipients
To: 1 i
| | The settings can be changed again at
= | | anytime.
Bee: | |
Attachments With Delete all defined actions are
@. U\ OutlookTextExpress\Demolen'_Company\internal\location and map.pdf deleted_ (The action f||e *.ini is de|eted)_

&

Delete Ok Cancel

In the repository the files can look like this:

-~

MName Date modified Type Size

g Disclaimer_de.rtf 25.02.2015 1803 Rich Text Format 33 KB
g Dizclaimer_en.rtf 25.02.201518:03 Rich Text Format 33 KB
| How to find us.ini 09.12.2019 12:03 Configuration sett... 1KB
M| How to find us.rif 01.12.2019 18:14 Rich Text Format 35 KB

Only for the text module "How to find us" an action file was created.

7.2 Technical information about the action file

This information is intended for system administrators only.

7.2.1 Structure of the action file

The action file is a simple text file known in IT as Inifile. It is divided into the following three sections.
All sections and all keys are optional.

If you want one or more files to be automatically attached to the e-mail when inserting a text module, you can
list the desired files here. The key name must be numbered sequentially, starting with Filel.

[Attachments]

Filel u:\common\how_to_find_us.pdf

File2 = u:\common\pictures\map.jpg

File3 \\server\share\2019\pricelist.xlsx

If the subject line is also to be filled in, the text can be stored here. If several text modules have defined an
action and set the subject, the module which is inserted last wins. Optionally the parameter Append can be
set to true, then the text is added to the existing subject. If Append is not specified, the subject is always
replaced.

DeltaVision Informatik GmbH +41 43 255 97 01 Page 16 / 27
CH-8305 Dietlikon www.outlooktextexpress.com 2022-08



Del taVI S I O n www.outlooktextexpress.com

[Subject]
Text = Your text in the subject line
Append = false

Mail recipients can be set automatically. You can choose if the recipient should be TO, CC or BCC. Several
mail addresses are separated by a semicolon.

[Recipients]

TO = info@company.com

CC = office@adventrue.com; info@hotmail.com

BCC =

If you want to delete all actions for a text module, simply delete the action file (*.ini).

Note: Make sure that the configuration file does not contain any errors. Section names and key names must
be correct. Upper/lower case is not important. The sequence of the sections or key names can be chosen
arbitrarily. If the file has formal errors none of the actions will be executed.
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8 Working with placeholders

Placeholders allow for marking fields in text modules which should be changed

& Mext
with each message. These fields can be names, dates, tracking numbers, order
+ Previous ; ;
Show/ notes, hyperlinks, or other values which change from message to message.
Hide &F Insert Placeholders make it easy to keep track of where these fields are in a text module,
Placeholder and the integration with the buttons on the TextExpress ribbon make it quick and
easy to skip from one placeholder to the next, without forgetting!
A placeholder in OutlookTextExpress is always signified by |# #].
Example:

The text module ‘Payment Reminder’ contains the following lines:

This is a friendly reminder that payment has not been received for the invoice
| #Invoice#| dated |#Date#|, with an amount due of [#Amount#|.

This text will be inserted directly (1:1) into the currently opened mail.

8.1 Creating a Text Module with Placeholder

Write a new mail or use an existing one which contains text and click on the Reply button so that a newly
editable mail message window is created.
1. Locate the cursor in the desired position in the mail to mark the position of the new placeholder
2. Select Insert from the Placeholder group on the TextExpress ribbon. A new placeholder will be
inserted at the cursor position with the markers (|# #|). Example: for the invoice |# #]
3. Enter a name for the new placeholder. The placeholder then appears as follows:
Example; for the invoice |#invoice#|
4. Repeat this procedure for every new placeholder.
5. Select the entire completed text with placeholders and save the selection as a new text module.

8.2 Locating Placeholders in a New Mail

Create a new mail with the desired text module and placeholders. To see every placeholder in the mail, click
on the button Show / Hide. Now, all placeholder instances are visible and highlighted with a background
color. Press this button again to remove the highlighting.

This is a friendly reminder that payment has not been received for the
invoice |#Invoice#| dated |#Date#|, with an amount due of |#Amounts#|.

8.3 Switching to a Placeholder

To replace the placeholders, they may be highlighted entirely by OutlookTextExpress. To do this, press the
Next or Previous button in the OutlookTextExpress ribbon to move from one placeholder to the next and
overwrite them as necessary.

This is a friendly reminder that payment has not been received for the Jump to placeholder position
invoice |#invoice#t| dated |#Date#|, with an amount due of |#Amount#]. in text.

... and enter the desired

This is a friendly reminder that payment has not been received for the : :
information.

invoice 12345 dated |#Date#|, with an amount due of |#Amount#].
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9 Checking before sending a mail
9.1 Check if all placeholders are filled in

When using text modules with placeholders, it can happen that you forget to replace the placeholders with
meaningful values such as the invoice number or a delivery date and send the mail "incomplete"”, which is of
course not ideal. To avoid this, activate the corresponding checkbox under the settings so that the mail
dispatch is canceled in this case.

%, Settings

Common Repository folders Placeholder Outgoing mails
Check recipient address (noreply-Check)

Warn if an email is going to be sent to one of the following addresses.

Recipient |ncr9ply@

Mote: Separate several specifications with semicolon.
Domain normally not specified. only up to @.
Example: noreply@: DoNotReply @

Check for unfilled placeholders

Warn before sending if there are placeholders in the mail text that have not yet been filled in.

Aﬂer_changes. restart Outlock so that the setfings are
applied comectiy! Ok Cancel

9.2 Noreply mail address

It can easily happen that you reply to a mail that was automatically generated by a system and belongs to an
unmonitored mail account. Often such a sender address is noreply@companyXY.com. If you activate the
checkbox here, a corresponding message will be displayed when sending the reply, which will draw your
attention to the "mistake".

DeltaVision Informatik GmbH +41 43 255 97 01 Page 19/ 27
CH-8305 Dietlikon www.outlooktextexpress.com 2022-08



DEI taVI S I O n www.outlooktextexpress.com

10 Working with favorites

+ Reminder - 9 -  Uptonine most frequently used text modules may be saved as favorites.

Y Registration = W - Note: Using the settings panel, preferences may be configured to have 0, 3, 6, or

9 favorites in the OutlookTextExpress ribbon.
W Offer - w -

Fawaorites
=-fiff] Text module repository A To save a specific text module as a
9"? ;-Eﬂgpfdﬁﬁ’d - toat favorite, select the desired module
- OM3acis an eelings .
IR ot ¢ and choose Add to Favorites from
. L Meet| @ Windows Explorer the context menu (right click).
| F{eportin_|* Add to favorites » | + Favorite 1
=-£2 _Team _
-0 Courses | 4 Copy to email W Favorite 2
EI._. Invoice & [7|  Copy content to clipboard |* Favorite 3
& Rename +# Favorite 4
2 Delete Del +#r Favorite 5
+# Favorite 6
r
+ Enter a name for favorite 1 % Enter a name for the new favorite and confirm the entry with OK.
Displayname
Name your favarite. The favorite will now appear as a link to the desired text module.
(The name can be up to 25 characters long).
|Heminder | In the case that the favorite is already occupied, the old favorite
Length: 8 Characters will be replaced.
Cancel
+ Remindero ¥ - As an alternative, the drop-down menu in the ribbon can be

used to assign a specific text module to the favorites. Just select
Assign Text Module to assign the text module file from the file
Rename system to the favorites. This has the same result as the
procedure noted above.

Assign text module

Delete
In addition, using the drop-down menu, the favorite may be

deleted or renamed using the same procedure.

= Click on a favorite to load the selected text module in a new mail.
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11 Set language of mail text

This function is only available in the Enterprise version.

abc EEEnglish ~ HElltalian ~

: ™= German ~ B Spanish ~
Spelling 8
Grammar BB French ~  EMPortuguese ~

Spell check ]

&t English ~

™= German |~

EEFrench ~

abc
e

Spelling &
Grammar

EEEnglish ~ ENlkalian ~

¢ Chooselanguage =%

DeltaVision Informatik GmbH
CH-8305 Dietlikon

If you write mails in different languages and want to check the
spelling, the text must be provided with the correct language
identifier. With the help of TextExpress, the desired language can
be assigned to the selected text with just one click. The language

of each of the 6 buttons can be assigned individually.
Assign language for the spell checker

Select the text and click on the desired button, e.g. German.

Starts the integrated spell checker of Outlook

Change language of button

Select Language command and make the desired selection in the

dialog.

A Choose language x

Selected language:
English (United States)

English (Singapore) A
English (South Africa)

English (Trinidad and Tobago)

English (United Kingdom)

English (Zimbabwe)

Estonian

Faroese

Filipino

Finnish v

coa

Under the Settings, Common tab, you can define how many (0..6)

language buttons are available in the ribbon.
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12 Settings

S Settings x | Using the Text Module Explorer in the standard view,
o | R it may be configured to be opened with each new
anu;::ﬁ':i;ng_mmmg.s.,.s.me mail. The explorer may also be opened or minimized
[ Alviays insert text modules in @ new paragraph at any time using the button Show / Hide Explorer
Mumber of favorites [ ~ Mazx. number of favorites to be displayed in the Menu Bar from the rlbbon
Program-Language Automatically 2

With the selection Always insert text modules in a
L?;f::iz:gpiﬁh\anguage identification newparagraph' OUtIOOkTeXtEXpreSS may be

configured to always insert text modules in a new
paragraph automatically.

Supported languages ‘de:fr;n en

After changes. restart Outlook so thatthe sclfings are applied = — The section Language Support is only available in the
correctly! ancel . . .
enterprise version. It can be used to define the
desired languages and to switch the language
support on / off.
7+ setings %! In this tab each repository folder path should be
Commen Repository folders  Placeholder -
configured.
Private Repository [c:\Users\dev\App Data'\Roaming\DetaVision\Outlook Text Express \Private repostory |
Tip: The basic edition only allows for the use of one
Organisation Repository [K:\date\ Text Express-Repostory\Team A [ . . .
folder. For additional folder functionality an upgraded
Compary Reposory 'l TaExproes Fopostony Conpary JE license may be purchased from DeltaVision.
After changes. restart Outlook so that the seltings are applied comrectly! Cancel
/. Settings x | In this tab the background color of the highlighting for
Common  Repository folders  Placeholder the placeholders may be configured.
Color settings
® @] @] . O (@] . O Background color
After changes. restart Outlook so that the
settings are applied comecty! 0K Cancel
% Settings It quickly happens that you reply to a mail that was
Common Repository folders  Placeholder Ottgoing mails automatically generated by a system and belongs to
Check recipient address (noreply-Check) an unmonitored mail account. Often such a sender
‘wiarn if an email is going to be sent to one of the following addresses. addl’ess iS noreply@company.com
Recipient |n0reph|'@ |

- If you activate the checkbox here, a corresponding
INote: Separate several specifications with semicolon. . . . .
Domain rommally not specified. only up to . message will be displayed when replying (sending the
ample: noreply@; Dol eply@ . . .
reply), which will draw your attention to the "error".

After changes, restart Outlook so that the seftings
are applied comectly! 0K Cancel
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13 Licensing

WI

License

o

Informations

Pressing the button License in the TextExpress tab shows current license information. A
new license number may also be entered. Please note that the License Number AND also
both lines of the Licensed To: must be entered exactly into all three fields before the license
is accepted.

In the Info dialog, the current type of license may be viewed (Basic, Professional,
Enterprise)

14 Help / Support / Crash Reporting

14.1 New Mail does not open OutlookTextExpress

Show/Hide
Explorer

Text modules

The Text Module Explorer is not shown when creating a new mail using Windows
Explorer (for example when selecting a file on the desktop and creating a new mail via this
method). This is because OutlookTextExpress is not activated via this method. However,
the Text Module Explorer can always be accessed by using the Show/Hide Explorer button
on the left side of the TextExpress ribbon to access the desired text module.

The same behavior will result when selecting a file and using the context menu and
selecting the command Send to / Mail recipient. In this case the Text Module Explorer
panel will not be visible and must be activated manually.

@-u-vl , < OfficeTools » OutlookTexdExpress V3 » OutlookTextExpress » Doku » - |¥7| | Doku d Windows 7
Explorer
Organisieren - B8 Mit Adobe Reader 9 sffnen w Drucken E-Mail Meuer Ordner
r Favoriten it Name : lerungsdatum Typ
. Problemfall_2015_Okt . . Bilder 05.082016 22:22 Dateiordner
| Excel EF] FunktionsTests_OutlookTextExpress xlsx Microsoft Ex
. download |E_|] OTE_Dev_Doku V2.2 docx Microsoft W
., Templates |E|_] OTE_Prasentation_V1.1.docx Microzoft W
. Debug |E_|] OTE_Tech_Doku_V2.2.docx Microsoft W
. Base T OTE_User_Doku_V2.1.pdf Adobe Acrol
. Icons (2) b OTE_User_Deku_V2.2.docx 05.08.2016 21:29 Microsoft W
1= Zuletzt besucht T OTE_User_Doku_V2.2.pdf 05.08.2016 21:29 Adobe Acrol
J Icons () OTE_Version_2.2.pptx 14.06.201511:56 Microsoft Pc
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I [+~] = | Compressed Folder Tools  techtalks Windows 10

Explorer
“ Home Share View Extract
Al = ~ b Aicr ..-'\L
= F Burn to disc I o
Q=0 2 : ¢

Share | Email Zip Advanced
security

= Fax

« ~ P This PC » LW_D (\\nas2) (1) » daten » techtalks

s

J’a Music Marme
| pictures

B videos

. Win10 (C:)

= Daten (:)

= Metwork Drive (H:)
= LW_D (\nas2) (1)

Office Business Applications.zip

14.2 Problem: Add-in was Disabled
In the case that an error occurs while loading an Add-in module during the start of Outlook, the Add-in may
be deactivated. If an Add-in causes loading delays the same thing occurs.

In the case that the Add-in is not loaded, the individual elements which have been deactivated must be
checked. Further, the starting routines may be checked by viewing the COM-Add-ins. In Outlook 2013 and
above the specific Add-In which was deactivated may be checked by viewing the information from Outlook
which is available when the Add-in is loaded too slowly.

14.3 Disabled Items

The list of disabled items may be viewed using the list illustrated below:

In Outlook go to File / Options and choose Add-ins. Choose on the right side Disabled Items. Click on the
button Go.
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Outlook Options >
General . . : .
View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Search
Language MName Location Type -
Active Application Add-ins
Advanced Microsoft Exchange Add-in Cih..tlookAddindll  COM Add-in
. Microsoft SharePoint Server Colleague Import Add-in Cho.aguelmpert.dll  COM Add-in
Customize Ribbon B i VETL A £ Yokl e L Bl ol F ALTINA L A s e
. Add-in: Microsoft Exchange Add-in
k Access Toolb
Cuick Access Toolbar Publisher: Microsoft Corporation
Add-ins Compatibility: Mo compatibility information available
Location: Ch\Program Files (x86)\Microsoft Office\root\ Office1BVADDINS\Um OutlockAddin.dll
Trust Center
Description: Exchange support for Unified Messaging, e-mail permission rules, and calendar availability.
Manage: | Disabled ltemns Gou.
oK Cancel
Dicabled ltems 7 % If the dialog illustrated on the left .
appears, and OutlookTextExpress is
The items listed below are disabled because they prevented listed, select and click Enable.
Cutlook from functioning correctly, or your system . .
administrator has disabled them through Group Policy. Finally, close the dialog and a restart
Please note that you may have to restart Cutlook for these Outlook.
changes to take place.
Select the ones you wish to re-enable,
There are no disabled items.
Enable
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14.4 COM Add-Ins

If the add-in on the next start of Outlook is not loaded, then check under File / Options / Add-Ins, if the COM-
Add-ins for OutlookTextExpress is activated.

Outlook Options X
General R . : ) .
. ! View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialeg: | Add-in Options...
Tasks
Add-ins
Search
Language MName Location Type -
Active Application Add-ins
Advanced Micresoft Exchange Add-in .. tlookf&ddindll COM Add-in
o Micrasoft SharePoint Server Colleague Import Add-in Maguelmportdll COM Add-in
Customize Ribbon DA VPR £ ol oo BT F ALTIDA DML mrnA A e
. Add-in: Microsoft Exchange Add-in
k Access Toolb
Quick Access Toolbar Publisher: Microsoft Corperation
Add-ins Compatibility: Mo compatibility infermation available
Location: C\Program Files (x86)\Microsoft Office\root\Office1BVADDINS\UmOutlookAddin.dll
Trust Center
Description: Exchange support for Unified Messaging, e-mail permission rules, and calendar availability.
Manage: | COM Add-ins Go..
oK Cancel
COM Add-ins ? >
Add-ins available:
z Microsoft Exchange Add-in Y
1| Microsaft SharePoint Server Colleague Import Add-in Cancel
I+| OneMote Notes about Outlook Items
Lolrudlo ol oo i) had0ls
J npokle ore 2
= = oft Office 2016
L_| TeamViewer Meeting Add-In Remaove
|| Windows Search Email Indexer hd
Location: C:\Program Files (x36)\DeltaVision\OutlookTextExpress_W3.3\OutlookTextExpress.vsto|vstolocal
Load Behavior: Load at Startup
The Add-in OutlookTextExpress must be activated.
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15 System Requirements

OutlookTextExpress runs under Windows Windows 7, Windows 8, Windows 10, Windows 11
Net 4.62 Framework or higher is required.
Outlook 2013, 2016, 2019, Office 365 (32 und 64Bit) is supported.

The Net-Framework can be downloaded from our website or directly from Microsoft.

16 Glossary of Terms

Add-In — An extension to Microsoft Outlook which adds functionality and improves usability.

Context Menu — The context menu is accessed by clicking on objects with the right mouse button.
Placeholder — A placeholder is a function of OutlookTextExpress to mark locations in text modules.
Repository — A repository holds all of the folders and text modules. There may be up to three repositories.
Ribbon — The ribbon is Microsoft’'s term for the menu bars in Outlook that are organized by tabs.

Text Module — Text modules are convenient sections of text and/or images which simplify communication.
Text Module Explorer — The text module explorer is a task pane which allows access to all text modules.

17 Contact

We enjoy any comments, questions, concerns or suggestions on improving OutlookTextExpress.
Thanks!

DeltaVision Informatik GmbH
Bassersdorferstrasse 5

8305 Dietlikon

Switzerland
www.deltavision.ch
www.outlooktextexpress.com
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