REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? |

ajilook Quick Parts \

Quick Parts is a new feature in MS Outlook and Word 2007
that allows you to save text snippets and images in a
gallery for repeated use in email and documents.

This feature would be useful if you find yourself entering the
same things in your email messages and keep on retyping

them over and over again. /

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

@k I | Next > I Missed an issue Click here to visit the Productivl Ty section
in MyLink for back issues.
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OUTLOOK QUICK PARTS

Creating Quick Parts

The first step in creating Quick Parts is to draft or select the content that you want to reuse.
You can draft a new mail message or select the content of an existing message by replying or forwarding the selected email.

To save a new Quick Part, highlight the content that you want to use repeatedly, and then click the Insert tab in the ribbon.
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Please fill-out the table below and submit to sample@sample.com.
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NAME OF EMPLOYEE ID Number

Click Quick Parts from the Text group and select Save Selection to Quick Part Gallery... .
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Please fill-out the table below and submit to sample@sample.com.

NAME OF EMPLOYEE ID Number

When Create New Building Block window appears, provide a Name for the content and click OK.
You can also add other details such as Category and Description of the Quick Part.

Create New Building Block

Iuame: 5?0( reservation I
Gallery: Quick Parts v
Category:  |Reservation v

[Employee reservation|
Description
Savein: NormalEmail, dotm v
Options: :Insevt content only v
|| OK I Cancel
Using Quick Parts

Whenever you want to use your Quick Part, click on the Insert tab in the ribbon and choose Quick Parts.
You will see a gallery with all your saved Quick Parts.
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Clicking on a certain Quick Part will insert it at the current cursor position in the email text area.

ICTP_039_09232011 Page 4 of 5
Productivl.T.y tip 59_(Outlook) Outlook Quick Parts_09232011



B 3P P T P el R 3 "_hdf;,.',:_ R-04e

Mtan Mun Bevern Coende Sguatvs | Tuve | Pemer 09 tion lastie Oon || posiat Sovimet || Tod QT wenaie T paatinn ymbe barcomte
rew st " e

|
rom !
. o~ }
Tene }
. §
utet
pen
¥ —
Good D
I
Regardy
11 Process and Change Management Department

%) "3,».‘_? j o) Y J‘ﬁ“ Q@

Misch Mtach Buvine Calvndes Sgnatey | tatw Nt O9 Supn tastiet Cd || Hypmind Sovtn
- Cord * .

New  Cord

1 '-
o | ‘:%3

| (=)

Tatyet
Good Day!
Please fill-out the table below and submat to sanpladsampie.com)
NAME OF EMPLOYEE 1D Number

|
Regards.

IT Process and Change Management Department
1516 C Networld Captal ventures | In
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