2.

Creating an Outlook Signature Manual

You must have 4 different email signatures in Outlook
Create a new signature:

1. Open Outlook

2. Click File

3. Click Options

' Home Send / Receive Falder View

@ Save As

}_gé Save Attachments

Account Information

admind@paninternational.corm.au
Microsoft Exchange

Inbox - admind@paninternational.com.au - Microsoft Outlook

g Add Account
Open —
krint Account Settings
Meodify settings for this account, and configure
Help additional connections.
Acc.ount Access this account on the web. y 1
,:_a_o;::ltions | ﬂ https://mail. paninternational.com.au/owa/ I'\) J;"I

4. Click Mail
5. Click Signature

Cutlook Options -

General

Q Change the settings for messages you create and receive.

Calendar Compose messages
oA
Contacts -* (Change the editing settings for messages.
Tasks Compose messages in this format: | TML [EI

»

Editor Options...

m

Motes and Journal
AB D Always check spelling before sending

[ Spelling and Autocorrect... ]

Search
Ignare original message text in reply or forward
Mabile
Language /Z Create or modify signatures for messages. 5. ‘
Advanced

Customize Ribbon }i?: Use stationery to change default fonts and styles, colors, and backgrounds.

Quick Access Toolbar
Outlook panes

Add-Ins
= Customize how items are marked as read when using the Reading Pane.
Trust Center I%

Message arrival

When new messages arrive:
4| Play a sound

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

Display a Desktop Alert
D Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

Stationery and Fonts...

Reading Pane... |

Desktop Alert Settings...

b —  Cleaned-up items will go to this folder: i

i [ EBrowse... l b

[ ok | [ cancel




6. Click New to create a new signature

7. name it and save it

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

CI REPLY MESSAGES
missed call

PAN

Choose default signature

E-mail account:

|admin9 @paninternational.com.au

Mew messages:

|PAN REPLY MESSAGES

PAN REPLY MESSAGES

New Signature

—

: |PAN REPLY MESSAGES

EEIE]

Type a name for this. signature:

Edit signature
Emcicl (e
Regards =

E= |iEB_usiness Card |E -8

Marie Ferrarini

Cultural Infusion Ltd

l] Like us [3 Follow us

CIHITIRAI

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford VIC 3067
p: +61 39412 6666 f: +61 3 9412 6667 e: admind@culturalinfusion.org.au w: www.culturalinfusion.org.au

¥

2

J [ conce




8. Copy, paste and edit your signature in the edit bow (see following templates for email
signatures, make sure you wrote your name and email address)

9. Save changes
Signatures and Stationery M

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

- E-mail account: éadming@paninternaﬁonal.com.au B
CI REPLY MESSAGES = =
missed call New messages:  paN REPLY MESSAGES E]
PAN ) c =
PAN REPLY MESSAGES Replies/forwards: |pay REPLY MESSAGES E[

[ome [ mow ]| = (awem ]

Edit signature

ooty [5][ 11 ]| () v [ ] (€] = = | sdosencod | @ @)

Marie Ferrarini

Cultural Infusion Ltd

138 Cromwell Street, Collingwood Vic J088gastal: PO Box 218 Abbotsford VIC 3067
p: +61 3 9412 6666 f: +61 3 9412 6667 e Bculturalinfusion.org.au w: www.culturalinfusion.org.au

ﬂ Like us i"ﬂ Follow us

TEMPLATES FOR EMAIL SIGNATURES
PAN GENERAL SIGNATURE

Regards
Your Name

PAN International (Australia) Pty Ltd

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford 3067
p: +61 39412 6600 f: +61 3 9412 6699 e: xxxxxxxxx@paninternational.com.au
w: www.paninternational.com.au

ﬂ Like us (\’ Follow us

i creating the experience

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If
you have received this email in error please notify the system manager. This message contains confidential information and is intended only for the
individual named. If you are not the named addressee you should not disseminate, distribute or copy this e-mail. Please notify the sender immediately
by e-mail if you have received this e-mail by mistake and delete this e-mail from your system. If you are not the intended recipient you are notified
that disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited.



mailto:xxxxxxxxx@paninternational.com.au
http://www.paninternational.com.au/
https://www.facebook.com/culturalinfusion#!/paninternational
https://www.facebook.com/culturalinfusion#!/paninternational
https://twitter.com/paninternat
https://twitter.com/paninternat
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
paninternational.com.au

PAN REPLY MESSAGES

Regards
Your Name

PAN International (Australia) Pty Ltd

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford 3067
p: +61 39412 6600 f: +61 3 9412 6699 e: xxxxxx@ paninternational.com.au w:
WWww.paninternational.com.au

n Like us Cj Follow us

Cl GENERAL SIGNATURE

Regards
Your Name

Cultural Infusion Ltd

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford VIC 3067
p: +61 3 9412 6666 f: +61 3 9412 6667 e: xxxxxxx@culturalinfusion.org.au w: www.culturalinfusion.org.au

'] Like us Cj Follow us

' - .

bullding cultural harmony and wellbeing

a social enterprise - please visit culturalinfusion.org.au for more information regarding how we can assist
your organisation in building cultural harmony and well-being

Please consider the environment before printing this email, or when using technology.
Check your settings and switch off when you can.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to whom they are addressed. If
you have received this email in error please notify the system manager. This message contains confidential information and is intended only for the
individual named. If you are not the named addressee you should not disseminate, distribute or copy this e-mail. Please notify the sender
immediately by e-mail if you have received this e-mail by mistake and delete this e-mail from your system. If you are not the intended recipient you
are notified that disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited.



mailto:xxxxxx@paninternational.com.au
http://www.paninternational.com.au/
https://www.facebook.com/culturalinfusion#!/paninternational
https://www.facebook.com/culturalinfusion#!/paninternational
https://twitter.com/paninternat
https://twitter.com/paninternat
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
mailto:xxxxxxx@culturalinfusion.org.au
http://www.culturalinfusion.org.au/
https://www.facebook.com/culturalinfusion
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
https://twitter.com/culturalinf
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
www.culturalinfusion.org.au

Cl REPLY MESSAGES

Regards
Your Name

Cultural Infusion Ltd

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford VIC 3067
p: +61 3 9412 6666 f: +61 3 9412 6667 e: xxxxxxx@culturalinfusion.org.au w: www.culturalinfusion.org.au

n Like us (“i Follow us



mailto:xxxxxxx@culturalinfusion.org.au
http://www.culturalinfusion.org.au/
https://www.facebook.com/culturalinfusion
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
https://twitter.com/culturalinf
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf

To change your Outlook Signatures

1. Open Outlook
2. Click File
3. Click Options

-] Inbox - admind@paninternational.com.au - Microsoft Outlook

Home Send / Receive Falder View

@ Save As 2 W . Y i
Account Information :

@é Save Attachments

admind@paninternational.corm.au - 2 = —— -
Info % m Microsoft Exchange : =
g Add Account __' e 1_ i
Open ——
Print s Account Settings
|@L| Meodify settings for this account, and configure
Help o additional connections. —

Account Access this account on the web, /

N i ] Settings = . . ) 1 ]
'ﬁ_o?tmns ] 79 https://mail.paninternational.com.au/owa/ \) &r'

o r

4. Click Mail
5. Click Signature

Cutloock Optiens - p— m

General . : o
Q Change the settings for messages you create and receive.
4.
Calendar Compose messages
Fo
Contacts @ Change the editing settings for messages. Editor Options.., =
Tasks i Compose messages in this format: TML_E]
Motes and Journal
AB D Always check spelling before sending [ Spelling and Autocorrect... ]
Search
Ignare original message text in reply or forward .
Mabile
Language z Create or modify signatures for messages. 5. ‘
Advanced
Customize Ribbon }i?: Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Quick Access Toolbar
Outlook panes
Add-Ins T
Customize how items are marked as read when using the Reading Pane. -
Trust Center I% Reading Pane... |
Message arrival
ﬂ When new messages arrive:
4| Play a sound
/| Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert Desktop Alert Settings...
|Z| Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up
x: — Cleaned-up items will go to this folder: i [ Browse... l X
[ ok | [ cancel




6. Select or PAN or Cl signature: It depends of how you called it, have a look on the edit
box to find out which one is it.

Qutlook Options L2 % |

General 3 3 =

Change the settings for messages you create and receive. \J

Compose messages = .
Catendar Signatures and Stationery
=
Contacts £ ﬂ Change the edi
s E-mail Signature | Personal Stationery

Tasks Compose messal

MNotes and Journal
Search

Mobile

Language

Advanced

Custamize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[ |

N

"‘y Ij Always checl

[¥] 1gnore origi

@ Create or modify

A% Use stationery t

Outlook panes

Customize how il |

Message arrival

When new mess
V| Play a sound

EBriefly chang
Show an eny

Display a Det

|:| Enable pff

Conversation Clean Up

# - Cleaned-up items will go to this folder

Select signature to edit Choose default signature

E-mail account:

‘adming@panintematiunal .com.au

New messages: |PAN

Replies/forwards: [pan

Delete

Edit signature
[caibri@ody)  [+][1L[x]| B 7 © [ Automatc | BlBusiness card | [ B,
i
Regards, (3

Marie Ferrarini

PAN International (Australia) Pty Lid |

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford 3067
p: +61 3 9412 6600 f: +61 3 3412 6699 e: admind@paninternational.com.au w:
www.paninternational.com.au
EDIT BOX .

l] Like us {‘i Follow us

By 11:42 AM 31/01/2013

ay. 11:42 AM 31/01/2013

T e — [

Qutlook Options L2 % |
General 1 E
Q Change the settings for messages you create and receive. (Tl T [ =
IS i
Compose messages = .
Calendar Signatures and Stationery m
P
Contacts - ﬂ Change the edif
s E-mail Signature | Personal Stationery
Tasks Lompose messag
Select signature to edit Choose default signature
Not dl) | >
glesiand Jeuma CI - E-mail account: ‘adming@paninbernaﬁanal.com.au

Search

Mobile

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

AB D Always chedl
Ignore origil

@ Create or modify

A% Use stationery t

Outlook panes

Customize how i

Message arrival

When new mess
V| Play a sound

Eriefly chang
Show an eny

Display a Des

[T Enable pf

Conversation Clean Up

x!—| Cleaned-up items will go to this folder:

missed call

[=]
New messages: |PAN |z|
[=]

Replies/forwards: [pay
|

|
Edit signature
iCaIibri (Body) B|£[3| B I U | Automatic [z” = = |iﬁ§usﬁness Card | e

[

Regards,
Marie Ferrarini

PAN International (Australia) Pty Ltd

138 Cromwell Street, Collingwood Vic 3066 postal: PO Box 218 Abbotsford 3067
p:+61 39412 6600 f: +61 3 9412 6639 e: admind@paninternational.com.au w:

www.paninternational.com.au
EDIT BOX g

| [ Browse.. | - || o 11:42 AM 31/01/2013

ay. 11:42 AM 31/01/2013




7. Copy and paste the right links and icons related to Pan or Cl in the edit box after your
details.

‘] Likeus ' Follow us

FoR PAN SIGNATURE: B Like us 13 Follow us
Do the same operation for your reply messages (same signature but without the logo)
» So basically you have to do the same manipulation 4 times!

8. Don’t forget to save your modification!

Don’t hesitate to contact me if you need to clarify anything.


https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
https://www.facebook.com/culturalinfusion#!/paninternational
https://twitter.com/paninternat
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf
https://www.facebook.com/culturalinfusion
https://twitter.com/culturalinf

