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How to set up an email signature in Outlook
Step 1: Open the Outlook App from your start menu.

All Apps Documents Web More ¥

Best match

o™ Outlook

App
Settings
[2 Change braille output language
[2 Change braille output table type
4) Choose your sound output device
Search the web
,o out - See web results
£ outlook
£ outlook email login
Folders
B Nights out in UK
B Outin Welling
Documents

H NzZma Group - How do | create and
edit an email signature in Outlook

Inbox - grant.falcon p.education - Outlook

Account Information

grant.falconer@up.education
Microsoft Exchange

- . Windows 10)
Save Attachments

Print

Account Settings

Change settings for this account or set up more
connections.

this account on the

Automatic Replies (Out of Office)
Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted Items and archiving

= 77.2 GB free of 99 GB
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Step 3: Select Mail and then Signatures

Outlook Options

Calendar Compose messages

8 Change the settings for messages you create and receive.

Groups r“/ Change the editing settings for messages. | Editor Options...
£eople Compose messages in this format: | HTML ¥

Tasks

Search Eil}: O Always check spelling before sending Spelling and Autocorrect...
Language Ignore original message text in reply or forward

Accessibility

Create or modify signatures for messages.
Advanced <

Customize Ribbon a —
A Use stationery to change default fonts and styles, colors, and backgrounds. ‘ Stationery and Fonts...
Quick Access Toolbar — —

Add-ins Outlook panes

Trust Center Customize how items are marked as read when using the Reading Pane.

| Reading Pane...

Message arrival
When new messages arrive:
Play a sound
H| Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact performance)

Step 4: Click New and give your signature an appropriate name and then click OK

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
NZMA E-mail account: oy @up edlucation v
NZST
UP Education New messages:  |yp Education 3
Replies/forwards: (none) >

Delete 1 New ) Save Rename

Edit signature

New Signature 2 X

Calibri (Body)

= | [&BusinessCard | [ich

it

-| Type a name for this signature: i

( New Signature|

e, Ponsonby | PO Box 78-359, Grey Lynn, Auckland 1245

NOLLYONa3 [<]

Get signature templates

OK Cancel
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Step 5: You can now create your signature in the edit section below. You can add text and paste in
images. Click Save when finished.

If you have multiple email aliases, (addresses) you can create multiple signatures to be able to use
when sending email from a different alias. Click on the New button again to create more.

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
[T | cmeilaccount | g education <
NZMA
NZST New messages: |yp Education 2

UP Education

Replies/forwards: | (none) i

Delete New Save Rename

Edit signature

Calibri (Body) MiniM| B I U Automatic VI[|=E = = |Esusinesscard | B
A
v
Get signature templates
OK Cancel

Step 6: You can use a default signature every time you create a new email. Click on New messages
and select the signature you want to use each time you create a new mail message.

Signatures and Stationery ? X

E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: R ©up cducation v

New messages: UP Education v

Replies/forwards:

UP Education
(none) b

Delete New Save Rename
Edit signature
Calibri (Body) M1 x| B I U Automatic v % % % [==] Business Card B %_,
~
v
Get signature templates
OK Cancel
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Step 7: If you haven’t set a default email signature when creating new mail messages, you can select
what signature you want to use by clicking Insert and then Signature. From the list of set up
signatures, select the signature you want, and it will appear in the message area.

Untitled - Message (HTML)

File Message Options ~ Format Text Review  Help
I S5 B[ H O NDY OBl p. ©

Attach Outlook Poll Business Calenda Table Reuse | Pictures Shapes Icons 3D  SmartArt Chart Screenshot Link Bo
Filev  Item Card v ¥ Files K w2 Models ¥ & o

1

Include New Signature Reuse Files lllustrations Link

NZMA
NZST

UP Education

Signatures...

Subject
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How to switch between email aliases when sending emails

If you have multiple email addresses e.g. firstname.lastname@nzma.ac.nz &

firstname.lastname@nzis.ac.nz you can choose which email to use as your senders address when

sending an email.

Step 1: After you create a new mail message click on the Options tab. Under Show Fields click on

From to make the From box appear.

/O Search

File Message Format Text Review  Help

A v 5}
I B Colors — [P o sy R [ V] 5 o
Themes font Encrypt | Use Voting Save Sent Delay  Direct

[] Request a Read Receipt

Buttons v Item To v Delivery Replies To

Tracking More Options ]

¥ Effects v Color v

Untitled - Message (HTML) O Search
File Message Insert ions  Format Text Review  Help
v D
l K. colors @ ﬁ E] [] Request a Delivery Receipt E @ Q_)
Themes Fonls X Page Save Sent Delay  Direct

Bcc Encrypt | Use Voting "
v Buttons v L] Request a Read Receipt Item To v Delivery Replies To

5]

4 Effects v Color v

Themes Show Fields| Encrypt Tracking [ More Options

.@up.education

Manage List...
SRR 2 7 Ma.acNZ
"W & peducation.acnz
I 1125 chooloftourism.co.nz
O & education X
Other Email Address...
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mailto:firstname.lastname@nzma.ac.nz
mailto:firstname.lastname@nzis.ac.nz

Step 3: Select the addresses that you regularly use and click OK

File Message  Insertt  Options ~ FormatText  Review  Help

B oo 4 S e U Reaugy
Themes L% /Fonts ¥ Bcc | Enaypt | UseVoting
v @m- Color ¥ v lunnns«D 9

Manage List
Show Fields | Encrypt

Themes b
Choose the addresses you would like to see in the From menu:
sed o | @myacg mailonmicrosoft com

@myacg.onmicrosoft.com
@upeducation.acnz
Subject @nzschooloftourism.co.nz

@sirgeorge.ac.nz

@nzmaacnz
@attg.co.nz

@attg.conz

HEENE <N < EmN

@sirgeorge.acnz

Step 4: If you want to change your senders address, click on the down arrow and select the address
you want to use.

2 &l gp b Untitled - Message (HTML) £ Search

File Message Insert Options Format Text Review Help

B colors v @ ﬁ E] [ Request a Delivery Receipt Ebl @ %

Themes Fc‘mts - Page Bcc Encrypt | Use Voting Save Sent Delay  Direct
¥ Effects v Color v ¥ Buttons v Item To v Delivery Replies To

Show Fields| Encrypt Tracking N More Options

[] Request a Read Receipt

Themes ~

‘@up.education

g 2> U p.education

Manage List...
R, ©nzma.acnz

o @ peducation.acnz
R @ 1125chooloftourism.co.nz
S U p.education X

Other Email Address...
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