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Document Description: All staff on the Exchange email server using Outlook 2007.
For user by: All staff on the Exchange email server using Outlook 2007.

Quick Start:

Creating a Signature:
1) From the Tools menu
2) Select Options...
3) Navigate to the Mail Format tab
4) Click the Signatures... button
5) Click the New... button
6) Type a Name for the Signature
7) Write the contents you want to appear in the Signature
8) Click OK (three times)
Inserting a Signature:

Note: these steps are only if you want to use a different Signature other than that which will be
applied by default when creating any new email.

1) Create a new message as normal

2) From the Insert menu

3) Select the Signature... option

4) Choose the Signature you want to use
5) Click OK
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1. Background

These instructions are to illustrate how use the Signature feature within Outlook 2007.
Signatures are used to populate the bottom of an email with predetermined text for a staff
members or role based user details. More than one signature can exist for a single user
email profile allowing you to set up multiple details for inclusion as needed.

2. Creating a Signature
2.1. From the Tools menu, select Options
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2.2.Navigate to the Mail Format tab and click the Signatures... button

Options @ @

Preferences || Mail Setup | Mail Format | Speling || Other | Delegates
Message format

Choose a format for outgoing mail and change advanced settings.

Compose in this message format: |y v
Inkernet Farmat... ] [ International Options. .. ]

HTML format

Reduce the file size of the message by removing formatting information
that is not necessary to display the e-mail message

Rely on €55 For font formatting
|:| Save smark tags in e-mail
Stationery and Fonts

Use stakionery to change your default Font and style, change colors, and

O
_(f-\(‘ add backgrounds ko vour messages.
Stationery and Fonts,..

Signatures
¥ Create and edit signatures for outgoing messages, replies and forwards,
A
Editor options

j Change the editing settings for e-mail messages,

= Editor Options. ..

[ QK H Cancel ]

2.3.From the Create Signature window, click the New... button
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Signatures and Stationery E]@
E-mail Signature | Personal Stationery
Select signature to edit Chaoose default signature
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-
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2.4.Type a Name for the new Signature.

In this example we are creating the Signature for Exchange Test 2, so have called it ET2.
Leave the ‘Start with a blank signature’ option selected.

Click the Next> button.

E-mail Signature Personal Stationery
Select signature to edit Choose default signature
E-mail account: michaelk@usyd. edu. au w
Mew messages: |tnaned
Replies{forwards: |troned v
Hew Fi— o
New Signature E]E]
Edit signature
Type a name For this signature:
B 0 . - 4] Business Cat a =
~
"
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2.5.Type the text that you would like to appear in your Signature in the Signature text area.

Once you've entered all necessary text, click the OK button.

E-mail Signature | Personal Stationery

Select signature ko edit Choose default signature
Standard E-mail account: | pichaelk@usyd, edu.au ~
Mew messages: Standard w
Replies/forwards: {none) w
[ Delete ] l lew ] [ Save I [ Rename
Edit signature
Calibri (Bady) (il B I O Aukomatic vI||[E|= = | 8dbusinesscard | [& &

Exchange Test 2 ~
Information and Communication Technology

Level 3, Services Building

353 Abercrombie S5t

Darlington NSW 2008

w

2.6.You'll now see that in the Signatures and Stationary window your newly created Signature name.
To create additional Signatures, click on the New button to develop as many as are required.

Click OK when you've finished creating your Signature(s).Sub Heading

E-mail Signature | Personal Stationery

Select signature ko edit Choose default signature
E-mail gecount: | ichael@usyd. edu,au v
Mew messages: Standard "
Reeplies /forwards: {none) "
Delete ] [ Mew ] [ Save ] [ Rename

Edit signature
Calibri (Body) ¥l « B 7 U Automatic ~

8- Business Card | |8 !f,)

Exchange Test 2 -~
Information and Communication Technology

Level 3, Services Building

353 Abercrombie 5t

Darlington NSW 2008

v
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3. To Select which Signature to use by Default
3.1.By default, creating the first Signature using the steps above will result in the details being
automatically entered at the bottom of each new message.
To change the signature you use select the New Messages; pull down list under the Choose
default signature and select the signature you wish to use. You can also specify if you wish to
add a signature for Replies\Forwards as well.

Signatures and Stationery, @@

E-mail Signature | Personal Stationery
Choose default signature

E-mail aecount: | ichaelk@usyd, edu.au

Select signature ta edit

second signature
Standard

Mew messages: (none)

Replies/forwards: (rone)

=
Edit signature
Calibri (Body) |1l »| B I U Aukornatic v||=E = = | Bdpusinesscard | [ g)

Second Signature
A14 Quadrangle Building
University of Sydney

Cancel
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4. To Insert a Signature into an Email
4.1.0pen/create a new mail message as normal. Click on Mail then new.

When you do this the default Signature as selected in 3. above will be displayed — there is no
need to manually insert one.

However, if you've chosen <None> to be displayed when creating a new message, then you need
to:

4.1.1.From the Include Tab;

4.1.2.S elect the I_ﬁ: option Signatures.

4.1.3.A drop down list of signatures you have created appears. Choose the signature that you
wish to include in your email.

(a ™ =) = Untitled - Message (HTML) - B X
B

Message Tnsert Options Format Text @

s B @ e w2 A

& i

B U = = =||¢= ¢E|| Address Check Follow Spelling

= Book Names & up~ | B -

Clipboard Basic Text Names [ndw Standard } Proofing

To... Sianatures..,
E|
Cc...
Send -
Subject:

Exchange Test 2

Information and Communication Technology
Level 3, Services Building

353 Abercrombie Sts

Darlington NSW 2008

] b &1

4]

This form is produced by ICT Helpdesk Services
Website: http://itassist.usyd.edu.au Email: support@usyd.edu.au  Ph: 9351-6000 Fax: 9351-6004




The University of Sydney

Information and Communication Technology

4.2.The selected Signature will now appear in your email as shown.
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