CHANGING YOUR EMAIL SIGNATURE

Customize the signature that appears automatically at the bottom of every email you send.
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Signatures

Email signature

These settings are applied

braunschneider2534@truett.edu
at the account level: g @ pi

Ensure that you have
You can add and medify signatures that can be added to your emails. selected your work

You can also choose which signature to add by default to your new

account.

emails and replies.

Create and edit signatures
+ PMawsicnature Title the signature

TMU Signature TMU Signature

»

Brandi M. Wood

Advancement Department

Truett McConnell University

100 Alumni Drive
Cleveland, GA 30528
{0) 706-865-2134, Ext. 4401 Ensure that your entry

() TG St e v perfectly replicates
“ — the example to the
left, replacing
personal information
. with your own.
Brandi M. Wood
A ' You can copy and
paste the exact format
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Advancement Department
Truett McConnell University
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Cleveland, GA 30528 signature, and replace
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Launch the Microsoft
Outlook mail app.

Hover your mouse
over the Outlook bar
on the top lefthand
corner.

Select the “Settings”

option.
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Signatures
Edit signature:

Signature name Signature Preview

The “Edit Signature”

screen will appear.

.+.
Select the “+” button.

Choose default signature:

Account: TMU Marketing and Communications (marcom@truett.edu) -
New messages: None <

Replies/fforwards: Mone 2

The following screen will appear.

Signatures
Edit signature:

Signature name

Untitled Title your new
signature, “TMU
Signature.”

Save “> Undo ¢ Redo

Signature Name'( Untitled

C
(g}
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Signatures

Edit signature:

Signature name Signature Pr

Untitled Grace Braunschneider (

TMU Signature

Save “) Undo ' Redo

Signature Name  TMU Signature

Aptas i Av B 7 U S v X oo 8 (marcc

Gracie Braunschneider

Marketing and Communications Student Worker

School of Business Social Media Intern

Advancement Department r_
Hans Hut School of Business

Truett McConnell University

100 Alumni Drive
Cleveland, GA 30528

Brandi M. Wood

Advancement Department
Truett McConnell University

100 Alumni Drive
Cleveland, GA 30528

(o) 706-865-2134, Ext. 4401
(m) 706-968-0989
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Awarded #1 Christian College in Georgia 2024 by Best Value
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Truett McConnell

@UNIVERSITY.

Copy the following
format EXACTLY.

Replace with your
applicable
information.

Ensure that your entry
perfectly replicates
the example to the

left.

You can copy and
paste the exact format
from another email
with the proper
signature, and replace
your personal
information from
there.



[ ] Signatures

Edit signature:

Signature name

TMU Signature

+ |-

Choose default signature:

Signature Name

Aptos 21111

Signature name =

Untitled

Grace Braunschn

TMU Signature

/‘ Save | 9 Undo < Redo Click “Save.”

TMU Signature
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You will be brought to the following screen.

Show All C

Signature Preview

Truett McConnell On the next screen,
U N IV E R S I T Y
select the account
Awarded #1 Christian College in Georgia .
2004 by Best Vilue Schools, © that you are setting a

Edit signature for.

Accour « TMU Markatina and Communications (marcom@truett.edu)

New message

Replies/forward

[ ] Signatures

Edit signature:

Signature name

TMU Signature

.+._

Choose default signature:

Grace ider [3W) (gbrav hneid truett.edu)
Grace M Braunschneider (GBRAUNSCHMEIDER2534) (gbraunschneider25

Show All [Q| rct ]]
- Select “TMU

Signature” for the

Signature Preview ”NeW Messages” and
Gracie Braunschneider [ “« H T
Marketing and Communications Rep“es/forwa I’dS
Student Worker 1
School of Business Social Media Intern o ptl ons.

Advancement Department
Hans Hut School of Business

Truett McConnell University |
Edit

You may now close

Account: Grace Braunschni der (SW) (gbraunschneider@truett.edu) a t h e a p p | | Ca t | O n.
New messages: TMU Signature a
teplies/forwards: TMU Signature 2]
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