ST. CATHERINE
UNIVERSITY

How to Add a Signature to Your Outgoing E-mail Messages

These instructions illustrate how to add a signature to your outgoing e-mail. Please make sure
that the phrase “Soon to be St. Catherine University, as of June 2009” is added to your e-mail
signature.

Use the first set of instructions if you are connected to the St. Kate’s network and using
Lotus™ Notes™ client software. Use the second set of instructions if you are using Webmail
through your Internet browser.

If you have questions, contact the Help Desk at 651.690.6402 or helpdesk@stkate.edu.

Instructions if you are connected to the St. Kate’s network
d Start your Notes software

/ l Calendar & To Do ] Access & Delegation ]

° Open your inbox 3
Basics ] Letterhead ] Signature ] Follow Up ] Colars ]
° Click on

Actions > Tools > Preferences > Signature (tab)

“four signature can be a piece of text, an image or an HThL file

= CheCk AUtomaticaIIy append a Signature e W automatically append a signature to the botiorn of my outgoing mail messages
= Click Use: Text ,
. . . . Use: ™ Text " HTML or Image File
= Type in your signature as illustrated, using
your personal information. Signature:
° Cllck OK Firstname Lastname A

Title
The College of St. Catherine f v sthate edu
Office: 651.690.1234 / Cell: 651.926.1234

Soonto be 5t Catherine University, as of June 1, 2008
v

Instructions if you are using Webmail through your Internet browser

° Connect to the Internet and start your browser
° Log on to your webmail account Logout | Preferences |Help
. Click Preferences at the top right of o  E——— e
our window ;
y EE This mail file belongs to: |Firstname Lastname/St. Catherine
. .| Calendar
L Check Append a signature ... =5 sending |
I Save sent mail Default Editor
() Always keep a copy O Plain text & HTML
L Type in your Signature as i"ustrated, Delegation O Don't keep a copy Send message in this format:
using your personal information. seauy i”’“wa*‘s prompt HTL -
Other Append a signature to the bottom of my outgoing mail messages
i C“Ck on Save & Close' ) Advanced Firstname Lastname 2
Title
The College of St. Catherine / www_stkate edu
Office: 651.690.1234 / Cell- 651.926.1234
Soon to be St. Catherine University. as of June 1. 2009
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