Instructions to Set-up Email Signature

Step 1: Configure Outlook

A. Create a New Signature
e File > Options > Mail > Signatures > New

B. Enter a Signature Name

Type a name for this signature:

My New Signature

oK Cancel

C. Assign Your Default Signature

Choose default signature
E-mail account: Galipo@goldensierra.com

New messages: | pjy New Signature

Replies/forwards: My New Signature

Editor Options...

Spelling and Autocorrect...

G I N . .
enera —] Change the settings for messages you create and receive.
-
Calendar Compose messages
People ;]‘_'J Change the editing settings for messages.
Tasks Compose messages in this format: | HTML
Search
ABC Always check spelling before sending
Language
¥| Ignore original message text in reply or forward
Advanced
Customize Ribbon Q‘ Create or modify signatures for messages.
Quick Access Toolbar

Signatures...
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Step 2: Generate Email Signature Code

Visit http://goldensierra.com/email-signature-generator/ > Complete Form > Generate Signature

Name*

Darlene Galipo

First & last name.

Title*

Deputy Director

Your official Golden Sierra job title.

Office* Desk Phone Number

Roseville Job Center v (916) 773-8552
Your office location. Enter your direct line - no extension necessary.
Mobile Phone Number Fax

(916) 771-2144

Email*

galipo@goldensierra.com

Email address to receive generated signature code
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Step 3: Configure Signature Code

A. Open your inbox and locate the message from Golden Sierra

| Search Current Mailbox (Ctrl+E) p | Current Mailbox ~ |
All  Unread By Date »  MNewest !
4 Today

Golden Sierra Job Training Agency
Golden Sierra Email Signature 4:35 PM

B. Highlight the code and press Ctrl + C on the keyboard

This Is your new emaill
signature.

Instructions for setting up the signature can be found in the attached PDF.
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C. Navigate to the Signatures folder on the C: Drive
e (C:>Users>YOUR NAME > AppData > Roaming > Microsoft > Signatures
o View Settings: Check “Hidden items” to view AppData folder

File Home Share View

[. I Preview pane [ Extra large icons B Large icons
ii List

e
B= Content

g Small icons

Navigation I Details pane B e
pane - - Tiles

Pa

« v 1+ B > ThisPC » 0S(C)

OneDrive - Personal
W Documents

W Pictures

W This PC
Y 3D Objects
il Desktop
E Documents
Downloads
Music
B= Pictures
.! Shared Folders
Videos
4 OS (C)
= Program (P)
2 Scans (Q))
& GS Shared (S3)

& Network

20 items |

m Medium icons .

E Details
Sort

by~
L

Users » dgalipo

Name

B .ms-ad

W 3D Objects
AppData

Contacts
Creative Cloud Files galipo@goldensierra...

A Desktop

E Documents
Downloads

.r Favorites

F Links
MicrosoftEdgeBackups
Music

r OneDrive

B Pictures

I Saved Games

P Searches

B TOsHIBA

. Tracing

& Videos

2 NTUSER

W] Group by ~
I Add columns ~

Size all columns to fit

Date modified

1/13/2023 10:04 AM
1/13/2023 9:47 AM
1/13/2023 9:46 AM
1/13/2023 12:12 PM
1/13/2023 12:12 PM
1/4/2024 2:10 PM
1/13/2023 12:12 PM
11/1/2023 8:44 AM
1/13/2023 12:12 PM
1/13/2023 9:47 AM
1/13/2023 12:12 PM
1/13/2023 12:12 PM
12/20/2023 11:51 AM
1/13/2023 12:12 PM
1/13/2023 9:47 AM
1/13/2023 9:47 AM
1/13/2023 12:12 PM
1/13/2023 1:55 PM
1/13/2023 12:12 PM
12/19/2023 5:13 PM

D. Locate the HTML document (the one with the name you used in Step 2)
e C(Click once on the file name to highlight it

e Right click on the file and select Open With > Notepad (a new window will open)

E. Replace the HTML contents

e Delete the existing HTML code from this file (yes, all of it)
e Press Ctrl + V to paste your new code into this file

e Select File > Save

e When done, close the window

Item check boxes

File name extensions

¥| Hidden items

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
DAT

Options

6,144 KB



kspindola
Rectangle

kspindola
Rectangle

kspindola
Rectangle


