Email Signature Instructions

1. You should receive an email from the Public/Relations, Printshop or Creative
Services staff member with your personalized email signature attached.

2. Save the email signature jpeg on your desktop or in your documents.

3. Open Microsoft Outlook :
and click on “File” tab at the Fle  Home  Send/Receive
top. The Account Informa-
tion window should open.
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4. Click on“Options” - Outlook
Options window will open.
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Automatic Replies (Out of Office)

Use automatic replies to notify others that you
respond to email messages.

Mailbox Settings

are out of office, on vacation, or not available to

Manage the size of your mailbox by emptying Deleted Items and archiving
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Rules and Alerts
Use Rules and Alerts to he
items are added, changed,

Manage Add-ins

Manage and acquire Web Adc-ins for Outlook,

ur incoming email messages, and receive updates when

Rev 2/2020



|. k " ‘I” h I f Outlook Options x
5. Click on“Mail” on the left menu ... -
- E] Change the settings for messages you create and receive.
M HC; n .
bar, then click on “Signatures”. This <=
Wi” Open the Signatu res and Sta_ DETP!E ij Change the editing settings for messages. Editor Options...
Tasks Compese messages in this format: | HTML =
H H Search
tlonery WlndOW. Language ABC 7] Always check spelling before sending Spelling and Autocorrect..
Case of Access lgnore original message text in reply or forward
Advanced C :
Q’ Create or modify signatures for messages. Signatures...
Customize Ribbon
Quick Access Toolbar B
A Use stationery to change defautt fonts and styles, colors, snd backgrounds. Stationery and Fonts..
Add-ins ~
Trust Center Outlook panes
Customize how items are marked as read when using the Reading Pane. Reading Panee.
Message arrival
[y e g vive
6. Click on “New”. It will h
. Clickon "New". 1t will have you .
. Genere! t/] Change the settings for messages you create and receive.
t Mail
e |
name your new signature. —
People | E-mail Signature  Personal Stationery
Tasks Select signature to edit Choose default signature
Once you have typed in your clev- | = e ——
Languag| New messages: ingne) v| | et
1 1 <o of A Replies/forwards: | (none) »
er name for your signature, click
Advance( Delete -usw J save
New Signature ? x Es.
Ok. Customiz  Eait signature
Quickad  |CalbriBedy)  [v][11[¢]| B 1 | RPe@nemeforthis signature: Business Card ‘
fts.
Add-ins C D) o 2
Trust Cer| = he
v
oK Cancel
I [¥[ Uisplay  Uesktop Alert
[ Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up
oK Cancel
7. Make sure to choose your new | sssuesmasuioney r X
M t IIN n E-mail Signature  Personal Stationery
Slgna ure On eW messages Select signature to edit Choose default signature
E-mail account: | mejody brooks@geccks. edu ~

(should show up in the drop- i :
d OWﬂ). Replies/forwards:  wyel Braoks yo! -
Optional - you may also put your Bt ] [ ] [T [Mpemene a

signature on Replies/forwards, butitis — wemes S s 1w s e puanes oo (s

not required. :
8. Next, you will set your email sig-
nature image. Click on the picture
button and a window will open i

where you can choose your image
you saved from your email attach-
ment (from step 1).



9. Navigate to where you saved
your email signature and click on
the file. Then click insert (or you
can double click on the file).

Your new signature will appear in
your email (shown below).

[ Incert Picture

GCCC will be the premier educational nexus of progress
i cla ing in @ dynamic enui

From here, you can go anywhere.

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

Ael E-mail account:

Mew messages:

Replies/forwards:
Delete New Save Rename
Edit signature
Calibri (Body) ~ (1 v| B I U Automatic vi=E = =

Choaose default signature

Office | 620-276-0470

MELODY BROOKS
: melody.brooks@gcecks.edu

Coordinator of Creative Services

M ADMYERT CTTR

10. If everything looks good, click
“OK” It will then take you back

to the previous screen. Click “OK”
again to set your signature.
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MELODY BROOKS Office | 620-276-0470

Coordinator of Creative Services : melody.brooks@gcecks.edu
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GARDEN CITY

COMMUNITY COLLEGE
801 Campus Drive + Garden City, KS + 67846 + www.goccks.edu

GCCC will be the premier educational nexus of progress
providing world class learning in a dynamic environment.

From here, you can go anywhere.
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If your signature does not attach properly, go back and make sure you
followed each step. If you still cannot figure it out, contact Melody
Brooks at ext. 470 or melody.brooks@gcccks.edu.



