Adding a Signature to your Email

1. In Outlook, go to File>Options

ARCHIVE - Kyle.Davies@swansea.gov.uk - Outlook

Account Information

/7 KyleDavies@swanses.gov.uk

Save As

Save as Al

PDF

[

Account
Settings ~

LA Microsoft Exchange

= Add Account

Account Settings

Change settings far this account or set up more
coannections.
Access this account on the web.

Print.

Office Account
Options

Exit

2. Click on Mail>Signatures
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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 e-mail messages.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted ltems and archiving.
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Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and receive
updates when items are added, changed, or removed,

Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.
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Manage and acquire Web Add-ins for Outlook.
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@ Change the settings for messages you create and receive.

Compose messages

gj Change the editing settings for messages,
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ABC

Always check spelling before sending

Ignore original message text in reply or forward
?‘ Create or modify signatures for messages.

“% Use stationery to change default fonts and styles, colors, and backgrounds.

Outlook panes

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

Message arrival

‘When new messages arrive:
O Play a sound

[T] Briefly change the mouse pointer

Show an envelope icon in the taskbar
Display a Desktop Alert
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Click New

Name the Signature

Copy and Paste the Signature below (including the logo) and amend with your
details

Click Save

Select the signature you have created in the New Messages and
Replies/Forwards drop down

Click OK
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Signature:
Cofion / Regards,

Your Name
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Cyngor Abertawe  __
Swansea Council ‘@& 01792 000000 | 07000 000000

[ your.name@abertawe.gov.uk
>4 your.name@swansea.gov.uk

Your Name

Your Job Title in Welsh

Your Job Title in English

Gwasanaethau Diwylliannol - Cultural Services

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un
safonau ac amserlenni.

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the
same standards and timescales.

NOTES:

e Don’t change any of the fonts or colours. You should use black text and size
12 Arial font in your emails.

e Don’t change, stretch, resize or alter the council logo in any way.

e There’s no need to add any postal address information to the email signature.
As we become more agile as a workforce, we are not as fixed to specific
locations. If you need someone to post correspondence to us, add the
appropriate address within the body of your message.
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