SOP: How to Add a Signature in Outlook

Objective: Personalize your email signature

Department: Technology & Innovation

&% How to Add a Signature in Outlook

Outlook Desktop App
1. Open Outlook.
2. Click File » Options > Mail.
3. Click Signatures...
4. Inthe E-mail Signature tab:
o Click New, name your signature (e.g., “Standard RHSD?”).
o Paste or type your signature content in the editor box.
5. Use the drop-downs to:
o Setit as the default for new messages and replies/forwards.

6. Click OK to save.

Outlook Web (Office 365)
1. Go to Outlook Online.
2. Clickthe gearicon (top right) > Search “Email signature”.
3. Inthe Email signature section:
o Paste or type your signature.

o Check:

. Automatically include my signature on new messages |
compose

. Automatically include on messages | forward or reply to (if
desired)

4. Click Save.



/ Standardized Signature

NAME
TITLE

Location/School

Street Address

Rock Hill, SC 29730

Phone: optional (803) 981-1000

ROCK HILL
.)i\ olg—

www.RockHillSchools.com
 {HCN v Rin|

All email correspondence to and from this address is subject to public disclosure under
the South Carolina Freedom of Information Act. This correspondence is intended
exclusively for the individual to whom it is addressed and may contain information that is
privileged, confidential, or otherwise legally exempt from disclosure. If you have received
this message in error, please inform the sender immediately and delete the e-mail and any

attachments.
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftwitter.com%2FRockHillSchools&data=05%7C02%7CLSagona%40rhmail.org%7C7f656437679a4192527c08ddb3f8341d%7C57b835c11a6c40088e2fb2a16e5f738a%7C0%7C0%7C638864600806973520%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=auwr6uFr1MtHE4ZkdaHnybtpsF8x7nTChRGI0UEejkY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Frockhillschools%2F&data=05%7C02%7CLSagona%40rhmail.org%7C7f656437679a4192527c08ddb3f8341d%7C57b835c11a6c40088e2fb2a16e5f738a%7C0%7C0%7C638864600806989536%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=XHMBl1CcVfrNxncVI1%2FVNjmLeyKf0Ko9jy3IB9fukX0%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fc%2FRockHillSchools&data=05%7C02%7CLSagona%40rhmail.org%7C7f656437679a4192527c08ddb3f8341d%7C57b835c11a6c40088e2fb2a16e5f738a%7C0%7C0%7C638864600807005291%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=qvbPNunmV1HOFCzgwe5mUla606BhMjwGrYca%2FGALQbg%3D&reserved=0

