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Guide to install the new signature in Outlook
2007

Open the file containing the new signature (located on the same page as this guide) and press ctrl+a
followed by ctrl+c.

In Outlook, open the menu 7oo/s, and choose Options.

Tools i&dions Help

Send/Receive »

Instant Search »

4} Address Book.. Ctrl=Shift-B
%4 Organize
[Z1 Rules and Alerts...
Out of Office Assistant...
Mailbox Cleanup...
5) Empty “Slettet post” Folder

{5) Recover Deleted Items...

Account Settings...
Trust Center...
Customize...

Options...

The dialogue box Options opens. Choose the third tab Mai/ Format
Mail Format

Click the button Signatures..

Signatures

‘/ Create and edit signatures for outgoing messages, replies and forwards.

Signatures... ]
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Click the button New

Give your signature a name, e.q. BS new logo:

New Signature @
Type a name for this signature:
ASE new logo|

Click in the empty editing field, and paste the signature (Ctr/+V)
Type in your details in the different categories.

Now you need to make your e-mail address an active link.

To do so, click on your e-mail address

Then, click on this little button up to the right: .5‘-’)

Now, a new dialogue box opens. Here you write your own e-mail address in both “E-mail address”

(after the mailto.) and “Text to display”:

E-mail Signature | Personal Stationery

< pa—— o

Eit Hyperiink

Link to: Text to display: mailadresse

-.é] E-mail address:
| Existing File or | | mailto:mail @adresse.dk
Web Page =
Subject:
=) =
$3
Place in This | Recently used e-mail addresses:
Document ‘

Click on OK and do the same for website link if you wish to include your website/staff-page at AU.dk.

If not, delete the line containing website-information.

Make your new signature your default signature for new messages:

Side 2 af 3



/ AARHUS Advanced Multimedia Group ‘
N UNIVERSITET July 2011 m
BUSINESS AND SOCIAL SCIENCES

You do this by choosing the BS new /ogo’in the menu New messages. This setting you find in the

upper right corner of the window in which you are right now.

You can also choose the signature to Replies/forwards (this is your own choice, and you can always

go back and to this later).

Choose default signature

E-mail account: | micrasoft Exchange v
New messages:  FEryEEs v
Repliesjforwards: [(none) v

Click on OK twice - and congratulations! You are now ready to use your new signature in new e-mails.
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