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Procedure: Outlook 365 — set up/update email signature
Date/Time: 6/19/2023 2:55 PM
Author: Bernard Jin

Please follow the guideline below to create your own Logos email signature in
Outlook 365:

Font: Arial
Size: 11 or 12 pt.
Color: Black (other colors such as blue do not print well when making a copy)
Footer:
[Your full name]
[Title/Department]
Logos Evangelical Seminary
AETE AR A B
Phone # [including your extension]
Fax #
www.les.edu

Sample Logos Email Signature:

Bernard Jin

HR Assistant

Finance and Administration Dept.
Logos Evangelical Seminary
IEEfEE T

Phone: (626) 571-5110 ext. 141
Fax: (626)571-5119
www.les.edu

Open Outlook 365 ﬂ

Click on File from top menu:


http://www.logos-seminary.edu/
http://www.logos-seminary.edu/
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New  MNew i ? Delete Archive Reply |
Email Items ~ %J“"k v

RQ‘ New Delete

« Favorites

Inbax 8644

Sent [tems.

Drafts [638]
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At the lower left corner (%= T 1) Click on options
L

Office Account

Feedback

Options

Outlook Options ? X
General
Change the settings for messages you create and receive,
Mail
EefrydEr Compose messages
Ganps I?"/ Change the editing settings for messages. Editor Options...
People Compase messages in this format: | HTML -
Tasks B2 Show text predictions while typing O]
Search
y ib/C O Always check spelling before sending Spelling and Autocorrect...
anguage

4 Ignore original message text in reply or forward
Accessibility
aarces D Create or modify signatures for messages,
Customize Ribbon

Quick Access Toolbar Aa Use stationery ta change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
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Create a New signature or Update your current signature, Save. You are
encouraged to rename the signature name if applicable by click on the Rename

button.
Signatures and Stationery ? ht

E-mail Signature  Personal Stationery

E-mail account: | parnardjin@les.edu |

Select signature to edit

HR Specialist

MNew
HR Specialist Internal
Logos - HR
Logos - HR Specialist EEE
Cutlook Web Signature T
| Rename

Edit signature

(Galioriody) ][]l B 7 U | || = | EpusinessCard | [3 B

Regards, ”
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Bernard Jin
Finance and Administration Dept. -
[ Save Get signature templates
Choose default signature
Mew messages:  |4p specialist ¢ v
Repliesforwards: |jp specialist Internal @ [~

Make sure this one is used by New messages (a must!) and Replies/forwards
(optional)

[ End of Document ]



