Updating your email message signature
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This document provides a template for you to adapt for your email signature.
Please follow the steps outline below.

1. To add your signature to your Outlook, open up Outlook, click on the ‘File’
tab on the menu bar, and select ‘Options’.
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2. Then select ‘Mail’
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4. Select your current signature and delete what is currently in the box.
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5. Select the example email signature below, including the logos, and copy.
This is the template you will customise with your details.:
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Marketing and Communications Officer
0191 208 1554
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Newcastle University Business School
5 Barrack Road, Newcastle upon Tyne, NE1 4SE
Tel: +44 (0) 191 208 1500

www.ncl.ac.uk/business
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6. The items highlighted in yellow are what you will amend to make your
signature personalised to you.
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Marketing and Communications Officer
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Newcastle University Business School
5 Barrack Road, Newcastle upon Tyne, NE1 4SE
Tel: +44 (0) 191 208 1500
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7. The table below provides guidance on changing the fields:

Field Example Guidance

Your name | Rosie Wowk This should be your full name and the
text should be in bold.

Your (she/her) Support the normalising of pronouns by
pronouns adding them to your email signature. A
few examples are:

e He/him
e She/her
e They/them

Further guidance on the Staff Blog:
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Communications Officer should be in title case and words should

be spelt in full eg ‘and’ instead of ‘&'

Direct 0191 208 1554 This is your direct telephone number. If
phone you do not have a direct line, you can
number remove this line as the School's phone

number is included at the bottom of the
signature, along with the address.

Direct rosie wowk@newcastle.ac.uk | This should be your direct email
email address. It should not include capitals
address unless full stops are not used to

separate words. You should spell
Newcastle in full instead of using
‘nclac.uk’.

Your signature font should be Derailed and it should be no larger than size 12.
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8. Copy the example signature and paste it into the box. You can do this by
right-clicking and selecting ‘Paste’.
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9. Amend the fields to customise to your own personal information, using the
table earlier in the document for guidance.

10.Click ‘Save’ and then click ‘OK’

~ =

(3] < Current Mailb)

File Home Send / Receive

5 open @3 QuickPrint X
v Favorites

Inbox

Sent Items

Drafts

Deleted Items 103:

 Rosie. Wowk@newcastle.ac.uk
> Deleted Items 103
v Inbox
Canvas updates
Handbooks
Drafts
Sent Items
Outbox
Junk Email
> Conversation History
Archive
RSS Feeds
Admin
Alumni

Anna
=

Items: 23

8 een

General
Mail S
Calendar
Groups
People
Tasks
Search
Language
Accessibil
Advanced
Customizf
Quick Ac
Add-ins

Trust Cen|

(nr rnaceamac Al crasta and racaiua

E-mail Signature

Personal Stationery

Select signature to edit Choose default signature

E-mail account:  osie Wowk@newcastle.acuk
Rosie (NUBS inbox) N
ew messages: | osie

Replies/forwards: |gosie

Delete Rename

Edit signature

Derailed M B 1 U I = = |Elpusinesscard | [ &
Rosie Wowk (she/her)

Marketing and Communications Officer

0191 208 1554

rosie.wowk@newcastle.ac.uk

Newecastle University Business School

5 Barrack Road, Newcastle upon Tyne, NE1 4SE
Tel: +44 (0) 191 208 1500
www.ncl.ac.uk/business

Get signature templates

[ Enable preview for Rights Protected messages (May impact performance)

Cancel

BT B

T ETH

]

OK Cancel

= = (] X
Fopy ('z Show Message
v
O 6|
Tue 13/09
original flagged message.

easier. Please let me know

ached onidance ic what new

-

&

+ 100%

11. Your new signature should now be in place. Thank you.
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