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How to update your Outlook signature.
If you use Outlook to access your email on a University Windows computer then you should now be able to include

the new signature that will update the banner on your signature automatically and apply by default the University’s
recommended signature
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1. Updating signature in Outlook 2013:
Once you opened Outlook:
1. Click on “File” and click “Options”

2. Click on “Mail” and Then Signatures

| S
[ General N i . ~ |
B Change the settings for messages you create and receive. |
( Mail ’
Calendar Compose messages |
People /ﬁﬂ Change the editing settings for messages. Editor Options...
[| Tasks Compose messages in this format: | HTML |«
Search
Language ABC [ Always check spelling before sending Spelling and Autocorrect...
|| Advanced Ignore original message text in reply or forward

Customize Ribbon

_‘3‘ Create or modify signatures for messages.
Quick Access Toolbar

Add-Ins Y
AddHn AIE‘ Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Trust Center

Outlook panes

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

| Message arrival
When new messages arrive:
Play a sound
[] Eriefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up w

oK Cancel

3. Select “UniversitySignature” and in the box below update the details as necessary and select to use as your
default signature for “New messages” and “Replies/forwards” as required before clicking OK twice to confirm.

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

— — E-mail account: | . e veter.ac.uk w
‘ UniversitySignature

Mew messages:

Delete HNew SHVE Eename

Edit signature

w|3 I U |- s = = IzlﬁusinessCard“__'g%
|

/Eob Title

University of Exeter
Ext: I
www.exeter.ac.uk
Building name, Address li

\
BUEFER v

1, Address line 2, City, County, Postcode
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4. The new signature should then be applied to your emails and the banner highlighted will then be updated
centrally when it changes.

BEH® 6+ 4 = Untitled - Message (HTML) 7 ®H - 0O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
= [ Calibri v CA A @R 8% [ AttachFile ﬂ I* Follow Up - a
= — R == =1
[y B I U :=-~ = . == ‘/@ U5 Attach ltem - - ! High Importance
Paste < ab -, Address Check ) Assign Zoom  Apps for
. A EEE N Book Mames [ Signature - Palicy - ¥ Low Importance Office
Clipboard = Basic Text P MNames Include Tags rm Zoom Apps ~
From = Example @exeter.ac.uk
e | |
Send
= | |
Subject | |
(]
Example Name
Example Job title
University of Exeter
Ext: 0000
www.exeter.ac.uk
Example Building, Example Address Line 1, Example City, Example Postcode|
—— o ——
» E umE%Eor \\~
~\ //—
T —
This email and any attachment may contain information that is confidential, privileged, or subject to copyright, and which may be exempt from disclosure
under applicable legislation. It is intended for the addressee only. IF you received this message in error, please let me know and delete the email and any
attachments immediately. The University will not accept responsibility for the accuracy/completeness of this email and its attachments.
-

If you need any further assistance with this then please contact the SID
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