Microsoft Outlook 2013: Working with Quick Parts

An Outlook email Quick Part is a block of text that you can insert in an email message. You can
use Quick Parts for information that you frequently use to share. Instead of retyping the
information each time, simply use Quick Parts. This document discusses the procedures for
creating, saving, adding and deleting Quick Parts to an email.

Creating and Saving Quick Parts

1. Onthe Home tab, click New E-mail. A new untitled Email Message window appears.
2. In the body of the message, type the text that you will be using as a Quick Part.
3. Select the text that you will be want to save as a Quick Part.

To...
=1
S5end

Subject:

: IM‘!F summer office hours will be Mondays, Wednesdays, and Fridays from 1pm-3pm. | I

4. From the Insert tab, in the Text group, select Quick Parts drop down button, select (at
the very bottom) Save Selection to Quick Part Gallery.

I_,h Save Selection to Quick Part Gallery... I

The Create New Building Block dialog box appears.

¥

Create New Building Block \

Mame: I Summer office hours I

Gallery: Quick Parts EI

Category: General EI

Description:

Save in: MormalEmail EI

Cptions: Insert content only EI
[ OK. ] [ Cancel ]

5. In the Name text box, type a name for the Quick Part. Optional: Complete the rest of the
dialog box, otherwise just leave the defaults.
6. Click OK. The Quick Part is saved. You are returned to the body of your message.



Adding Quick Parts to an Email

Once you have created and saved a Quick Part, you are now ready to add the Quick Part to any
email message.

1.

Open a message that you want to add the Quick Part into. In the message body, place the
insertion point where you want to add the Quick Part. Note: A Quick Part can be added
anywhere in a message.

From the Insert tab, in the Text group, select Quick Parts and the desired Quick Part.
The Quick Part will appear in the body of the message.

Complete the text of the message & click Send.

Modify a Quick Part that is Already Saved

=

Open a new email message.

In the message body, place the insertion point in the body of the message and add the
Quick Part you want to modify. (Notice the name of this Quick Part because you will be
saving the changes and calling it the same name. In other words you will be replacing it.)
Modify the details of this Quick Part that you just added. Select the details then Save
Selection to Quick Part Gallery.

_,5'] Save Selection to Quick Part Gallery...

Give this Quick Part the same name and you will get this: Do you want to redefine the
building block entry? Click Yes and it will replace the old one with the modified one.
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M
':9] Do you want to redefine the building blodk entry?

I[ Yes ]I| Mo

Delete a Quick Parts

1.

Open a new email message, go to Insert, click on the drop down arrow under Quick
Parts which will bring the list of your saved Quick Parts. Right mouse click on any
Quick Part to find more options.



Insert at Current Document Position
Insert at Beginning of Document

Inzert at End of Document

=1 QOrganize and Delete...

5. Click on Organize and Delete. Click on the Edit Properties button to make changes on
any Quick Parts details.

6. NOTE: If you do not see Edit Properties or Organize and Delete you have to change
the settings on your email account to HTML instead of Plain Text. Go to the File tab,
Options, Mail, look under Compose Message, and select HTML.

| Compose messages in this format: HTML | =] Click OK to save changes.

Building blocks: Click a building block to see its preview
MName Gallery Category Template B ol
Training Fe... Quick Parts  General MormalEmai.. T Most O_f the”tim? these "white spaces or
MyRole Quick Parts  General MNermalEmai... I b!a'?k lines " arrive on pa_ges. because of
Ektron Quick Parts  General MormalEmai... T hlt_tmg the Enter key, which is a normal
Ektron Blan... Quick Parts  General MormalEmai... I thlng we a"_ do but when worklng on
Moodle Gro... Quick Parts  General MormalEmai.. T web pages it creates code & unwanted
space.
| Instead hold down the Shift key & hit
the Enter key to single space between
| lines of text.
Go to the end of the last line & hit 1

delete. It should bring up the next line
into the correct location.

Or drag from the end of the last line &
scroll down to select that "white space”
and then hit delete on the keyboard.

Let me know how you make out.

Ektron Blank Space
* 3

[gdltPrcperhes‘.. ] [ Delete ] [ Insert ] I

7. If you want to Delete a Quick Part, select the one from your list of Quick Parts and
click the Delete button. Click Yes on the Are you sure you want to delete dialog box.



) Are you sure you want to delete the selected building block?

i Yes I | No l

Click on Edit Properties to change the Name of the Quick Parts. Click OK to save changes.

Tip:
If you type the name of the Quick Part in the body of an email, it will appear as a tool tip dialog
box, click Enter for it to be added.

Just wanted to let you knowI ..
Your Cateaonein the lady Tral (Prece FMTER $0 I8
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