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HOW-TO:
Change Outlook Signature

OUTLOOK DESKTOP APPLICATION AND OFFICE 365 ONLINE

ALSO INCLUDES: REMOVING OLD SIGNATURE AND EDITING
DEFAULT SIGNATURE
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en Microsoft Outlook

may either use n @
ps://outlook.office365.com via

2 HUB or your computer’s Outlook
Nt Outlook
App

Best match

(—

new SCC Signature Logos Your Computer’s Outlook App
: PI/Marketing/Printshop

may see a pop up security message about -
links, click yes) Office 365 E-Mail
CC Email Logo Zip Folder, select open with v Veutiave  Unmesd Messages
file, double click the folder again to see ortice 365 4>

ent logo’s.
: |
080 you choose to your Pictures folder,

a familiar location. Outlook via Office 365 Online |



https://outlook.office365.com/
https://thehub.southeast.edu/empsrvcs/marketing/Documents/Forms/AllItems.aspx
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0 1: Accessing Signature Options

Send / Receive Folder Once OutIOOk is
open click New
Email.

New Item (Ctrl+N)

Create a new item.

the new Message Window
) “Signature” and then “Signatures...”

Untitled - Message (HTML)
Review Help Acrobat Q T fe what you wan
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Attach Attach
Names = File~ ltem~
Names Includ

Template ONLY
VTC

Select “Try The new Outlook” if not already
selected, “ in upper right corner. Then Click

the Settings Icon.

Reading pane

(®) Show on the right
Scroll down click “View
all Outlook Settings”
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ep 2: Creating/Editing the Signature

ApDp Office 365 Online

Email signature
gnatures and Stationary Select “Compose and reply” the
ither edit or create a Email Signature editing pane will “exrsBImMZ A
ature. appear. Pt YOUR SIONATURE HERE

USE THE EDITING TOOLS AS YOU PLEASE
555-555-5559

y added to your ema

Signatures and Stationery
E-mail Signature  Personal Stationery Settings Layout
Select signature to edit Choose default signature

HD E-mail account: i amblin@southeast.edu L Search settings Compose and reply D Automatically include my signature on new messages that | compose

Template ONLY
[ | Mewmessages  np

Replies/forwards: |(none) General

I:I Automatically include my signature on messages | forward or reply to
Attachments

Rules

Delete N Rename Mail

Edit signature Sweep

Calendar
Times New Roman~| 12 |~/ B u Automatic [27] Business Card B @-g Junk |
unk emai

People

SCC - John Doe Customize actions
402-555-5555 View quick settings
JohnDoe@southeast.edu Sync email
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ep 3: Create New or Edit a Sighature

Office 365 Online

To edit a current signature click in To edit or create your new signature
the edit signature section. Or if begin typing in the editing pane. To add
this is a New Signature select New the new SCC logo, start by click in the
and provide a name for the “Insert pictures inline” button.

signature.
= Compose and reply B | oo

Email signature

ADD

E-mail Signature  Personal Stationery

Select signature to edit
HD

Type a name for this signature:
New SCC Logol

ure that will be automatically added to your email messages.

sert pictures inline

~m<§’"A%B[U;T‘5§E

John Doe
USE EDITING TOOLS AS YOU WISH
402-555-5555

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

HD E-mail account: ) amplin@southeast.edu
New SCC Logo

Template ONLY New messages:  [p
VTC .
Replies/forwards: [(none)
Delete New Save Rename

Edit signature (I
Calibri (Body) w11 v|/B I U Automatic ~ | = = = | [E5]Business Card L_‘; ‘%
JOHN DOE
USE EDITING TOOLS AS YOU WISH
402-555-5555

D Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to
9052222202

N2F FEDLLIA
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ep 4: Inserting a Picture

tlook App Office 365 Online

BB Insert Picture

3 R aRRe i stk £ « 4 > ThisPC » Desktop v O Search Desktop

Organize v New folder 56 N | o

A

[ This PC A .
— i OneDrive - Southeast Community College & SCClogo-horizontal-fullcolor
C—

Prganize » Mew folder BE ~

J 3D Objects S seutrwany

B AppleiPhone New SCC manage-ta 68455087_1 Capture.JP 0 This PC
Logo.png b-mount-is 0220112133 G _

I Desktop 0.Jpg 460170_397 _J 3D Objects

52532633...
/=] Documents I Desktop

B Natasads 2 . o .
A it Documents "

File name: | New SCC Logo.png All Pictures (*.emf;*.wmf;* jpg;* v

File name: ‘SCCIogo-horizontal-fullcolor V| ||mage Files

4 B> ThisPC » Desktop v ©  SearchDesktop ‘ Open ‘ ‘ Cancel ‘

Organize » New folder

dialog box will e D) Insert Picture dialog box will ag

“J 3D Objects —

2 the logo you B Do : choose the logo you saved. C

/=) Documents ts

a ” ownloads v ~ s —— .
n e | “Open” to add your file.

File name: | New SCC Logo.png ~| | Image Files (*tiff;*.pjp;*.pjpeg;* ~
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2D 5: Saving Your Signature

ApDp Office 365 Online

e you chose will show up The picture you chose will show up
Ir cursor was placed within where your cursor was placed withi
ane. Click the “OK” button the edit pane. Click the “Save”
your Signature. button to finalize your Signature.

E-mail Signature  Personal Stationery

Discard

Compose and reply

Select signature to edit

Choose default signature

E-mail account: | N amblin@southeast.edu

New messages: | pp Email signature

VIC

Create a signature that will be automatically added to your email messages

Delete New Save

Rename

B oA B I U £ A

Edit signature
Calibri (Body) Z| " E B [ U Automatic z = = = | [&]BusinessCard E;.

lohn Doe

John Doe
USE EDITING TOOLS AS YOU WISH
402-555-5555

Ssoutheast =

SCC— Department Here
Phone: 402-555-5555

Email: JD@southeast.edu

COMMUNIT
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D Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to
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otional Step: Default Signature

k App Office 365 Online

Signatures and Stationery Email signature

Create a signature that will be automatically added to your email message

E-mail Signature

Personal Stationery

Select signature to edit Choose default signature

B ¢ s A B I U & A = = £

HD E-mail account:  yjamblin@southeast.edu v |
—
Template ONLY New messages: New SCC Logo :] John Doe
Vv1C . USE EDITING TOOLS AS YOU WISH
Replies/forwards: |New SCC Logo 402-555-5555
(none)

Delete New Save Rename e § SoutheaS%

Template ONLY COMMUNITY COLLEGE

- 1

a U It Signatu re: Select the O ne [:l Automatically include my signature on new messages that | compose
show up automatically.

es and Replies/Forwards can
onature if you want. Underneath your Email

Choose one or both op
automatically include

Edit signature

D Automatically include my signature on messages | forward or reply to
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otional Step: Removing Signhature

\DPDP Office 365 Online

our signature select or To delete your signature select or
he signature and hit Delete on highlight the signature and hit
vboard. Remember to click the Delete on your keyboard.

tton! Remember to click the “Save”
button!

mail signature

Create a signature that will be automatically added to your email messages.

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

HD E-mail account: i amblin@southeast.edu v I

New SCC Logo —
=TI U | e messages | pp vl

v1C v
l Replies/forwards: (none) q

b | see || oo

6 Are you sure you want to delete the selected signature? All e-mail accounts using the signature will no longer have a signature.

No




