How to

Create a Signature Block in Outlook 2010
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F. Save As

UE save Attachments

Open

Print

Help

B Options

X Exit

Revision 1.0 September 28, 2012 UIS Service Desk



Click on “Mail”

| ions ?
ek i . —

General 5 . - y
General options for working with Outlook.
Calendar User Interface options
Contacts Show Mini Toolbar on selection ()
Enable Live Preview
Tasks

Color scheme: Blacl n

Motes and Journal

ScreenTip style: |Show feature descriptions in ScreenTips EI

Search
Personalize your copy of Microsoft Office
Mobile
L User name: |
anguage

il ||

Advanced

Start up options
Customize Ribbon P optio

Quick Access Toolbar Make Qutlook the default program for E-mail, Contacts, and Calendar Default Programs...
Add-Ins

Trust Center

[ ok | [ canca ]

Revision 1.0 September 28, 2012 UIS Service Desk



;Iick “Signatures”
omnwkomaogn_= L2

General - . pa
Q Change the settings for messages you create and receive.
I Calendar Compose messages

m

Contacts /ﬁ_j Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format:

Motes and Journal

ﬁy Always check spelling before sending [ spelling and Autocorrect... ]
Search

Ignore original message text in reply or forward e
Mobile

Language |2r Create or modify signatures for messages.
Advanced

Customize Ribban % Use stationery to change default fonts and styles, colors, and backgrounds., Stationery and Fonts...

Quick Access Toolbar

Outlook panes
Add-Ins _
Customize how items are marked as read when using the Reading Pane. -
Trust Center I% Reading Fane...
Message arrival

When new messages arrive:

Play a sound

Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert Desktop Alert Settings...

|:| Enable preview for Rights Protected messages (May impact performance]

Conversation Clean Up

"_—| Cleaned-up items will go to this folder: | I Browse... l -

[ ok || cancel
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Click “New”

Signatures and Stationery m
E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
T

N E-mail account:

.
Mew messages: |

Repliesfforwards: |

O]

-

Edit signature
w2 B 2 v || = | oo | @ 8
d
ok || cancel

-

Enter a name for your signature and click “"Ok”

Mew Signature @lg

Type a name for this signature;
au |

o< [ cencd |
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:I'ype your signature

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

ewo |}

-

e | [ tew | [ e ] [ owe

Edit signa

Ao BN u [ awwe [5]|E)

Choose default signature

E-mail gccount: |

Mew messages: |

Replies/forwards: |

OEE]

= ||ﬁ8_usiness Card |ﬁ &

John Smith
f Title
University of Colorado
1800 Grant Street, Suite 200

Denver, CO 80203
\ John.Smith@cu.edu
t 555 555 5555

\ f 555 555 5555

w

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

.

-

T [ e J[ e | [ s |

Edit signature

LT = [EoY = |

£l e [£]E

Choose default signature

E-mail account:

New messages: |

Replies/forwards: |

= ||ﬁ§usiness Card |E &

Name

Title

University of Colorado

1800 Grant Street, Suite 200
Denver, CO 80203
First.Last@cu.edu

t 555 555 5555

f 555 555 5555

E University of Colorado
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Select your new Signature for New messages and for Replies/forwards and click "Ok”

Signatures and Stationery — - - " ?
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
I | £l account: | B

Cosee | [ ten ] oo | [mewee |

Edit signature

Note: for email signature branding standards go to:
https://www.cusys.edu/branding/manual/email-sig.html

When you compose a new email or reply to or forward an email your signature will
be included.
ST . Untitled - Message (HTML

Format Text Re

Subject:

John Smith
Title

University of Colorado

1800 Grant Street, Suite 200
Denver, CO 80203

John Smithi@cu.edu

t 555 555 5555

f 555 555 555

% University of Colorado

Bouikder | Colorado Springs | Denver | Anschutz Medical Campus

Click on a phote to see social netwerk updates and email messages from this person, wov

Revision 1.0 September 28, 2012 UIS Service Desk


https://www.cusys.edu/branding/manual/email-sig.html

