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Signatures

With the Signatures feature available in Shared Email Templates, you can easily create
professionally styled signatures both for yourself and for the teams you're part of.

And it won't take long ;)

Let's start exploring the functionality by going to the

Set up a signature

Signatures tab on the Shared Email Templates pane in your Step 1
Outlook: For a personal signature, select My Signatures —
click the More menu — opt for New Signature:
Shared Email Templates %
o Shared Email Templates %
Search Aa v O IE
Search Aa v O IE
Al Ty R O # =
- Al R R # = 4
~ My Signatures
Signatures folders are all here and ready to use. Each team ;
g ‘ y + Sales Team Sigrl g. MNew Signature
has its own folder.
o ¢) Refresh Data
~ tgs Support Teatn signawanes
Shared Email Templates %
Search Aa v O IE
For a team signature (editor or admin rights are needed), select
Al Y R O # = 4 a team signatures folder — click the More menu — opt for
= : New Signature:
~ My Signatures
~ Sales Team Signatures €«
B Shared Email Templates = X
~ 5. Support Team Signatures
Search Aa v O IE
Al Y R & # = 4
~ My Signatures
~ Sales Team Signatures
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% Support Teall £ New Signature

() Refresh Data

Alternatively, select a signatures folder you want to add
asignature to — click the New Signature button:

MNew Signature




ﬁ’ Shared Email Templates for Outlook — Reply to emails faster than ever

Step 2
Chlas Taah Sianaturas New Signature
In the Shared Email Templates S e gt J
web app, pick the signature h g |
template you like best — click SHeOEE g I tamp] ats X
Next: X
L]

Template 1 Template 2 Template 3 Template 4

Template 5 Template & Template T Template 8
Tip. You can use your own HTML
code when creating a signature.

Step 3 \atures
; Sales Team Signatures New Signature
It's time to answer two : . J
questions: . .
Signature preview X
+ Willit be a default signature? . ~ -
) Default signature for
* What sections are needed? _ 1
New messages c
On making your mind up, keep Replies/forwards '
the necessary checkboxes
selected — click Finish: Sections George Vardenberger
Marketing specialist, Company name
Photo
* 1-123-456-7831
Full name - 1-987-654-3210
— Job title * georgevardenberger@company-name.com
* WWW.COmMpany-name.com
Company name ] pany
* 500 Build Parkway, M/S 5op7, Redwood Shores, CA 94065
B3 Phonet mOOBo o
Phonez
Email
@ Website Place for your banner / button / promo
- Company address M M

Tip. You can retrieve Azure AD
properties from your Microsoft USE Azure AD properties
account.
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Step 4 Note. When in the Shared Email Templates web app, use
Tailor the signature template to suit your own or your team's the New Signature option or the New Signature icon
needs: to arrange a signature:

save X Cancel ? Help S®

Search LTV © Nt

My Signatures > .
My Signatures 2

New Signature [ Signature 1 & New Signature
<% Signature 2 Refresh Data
£ 8| (fort) v (size) v 2 v A VB ‘ o
T u = === @ & ® & 0D Sales Team Signatures
o8 S3les Team signature 1
c

‘X Support Team Signatures

t= kg B8 ba pr

VIATRE Ty specranst o Mpany name

* 1-123-456-7891
*1-8987-654-3210

* georgevardenberger@company-name.com

% Remove link

. _ : _— . .
[ Open link : Edit a signature

Step 1

To modify any of your signatures, select it in the list on the
COMNFIDENTIALITY NOTICE: The contents of this email message and any Signatures tat? on the Shared _Er_nall Templates Pane n .your
attachments are intended solely for the addressee(s) and may contain Outlook and either use the Edit in Browser option or click
confidential and/or privileged information and may be legally protected the action button of the same name:

from disclosure.

~ My Signatures

e Signature 2 g8 New Signature

3 Default for new message

~ Sales Team Signi

@ Sales Team si¢ <% Default for replies/forwards

. e Default for zll emails
Step 5 ~ 2 Support Tean

Name and save your signature. 0O copy
@1 Move

| £& Edit in Browser

Delete
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Step 2 Step 3
Change your signature the way you need in your default When editing is over, click Save.
browser:
Note. When in the Shared Email Templates web app,
. use either the Edit icon or the Edit option:
Signature 1

(font) v (size) v # v A v B

£y A
I @&@(&?<>[) earc opy

i

[
&
I
i
ihl

e ~ My Signatures My Signatures >
. % ignaur 1 0
L SIEEETE Signature 1
T ! £ New Signature
|. J 3 Default for new message - :
L <% Default for replies/forwards '.
George Vardenberger . J e Default for zll emails | -—
O copy
George Vardenberger
B Move Marketing specialist. Company
E[ Delete * 1-987-654-3210

georgevardenberger@compan

Www.company-name.com

@) Tip. The Signature options icon is always here to 500 Build Parkway, M/S 50p7, ¢

facilitate ...
Q.(m, v Gz v 2 vAvB Arrange a default signature
I U =S =S ==@® %R |9 To set up a default signature automatically pasted into your email

messages along with your templates, select a signatures folder
N and choose the desired signature either for your new messages
or for replies and forwarding emails (or both):

Al Yy / &2 # = 4

.. click it to clear or select the necessary checkboxes:

> My Signatures

. . ~ Sales Team Signatures 1
Signature options X i
Sales Team signature 1
~ > ‘g Support Team Signatures
Default signature for
] 7 Help L7

Mew messages

l:‘ Replies/forwards .
Sales Team Signatures

Sections

Photo
Full name
Job title

Company name

Close
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Set default signature

For new messages:

(none) v

For replies/forwards:

‘ (none) v

(none)

Sales Team signature 1
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Default signatures look like this on the pane: Step 3
Choose a signature that will replace a default one for this template.
Click OK:
Shared Email Templates %
Search XTI © Ja—
Select signature X
Al RO # = 4
—_ ‘ Sales Team signature 2 ~ ‘

~ My Signatures 2

% Signature 2

~ Sales Team Signatures

P 99

®» Sales Team signature 1 Don't forget to save the changes you've made to the template

B with the Save button.
~ 5. Support Team Signatures

1. For new email messages Find more information

2. For replies and forwarding emails )
« How to set signatures

. ablebits.com/docs/outlook-shared-templates-signatures
3. For all email messages

Replace a default signature

To replace a default signature with some other one for any
of your templates, use a macro.

@ Need more details?

Shared Email Templates for Outlook documentation
Step 1 ablebits.com/docs/#shared-email-templates-outlook
Start editing your template, put the cursor after the text you
have there, and click the Insert macro icon:

More Shared Email Templates features and benefits
ablebits.com/outlook-shared-email-templates

Shared Email Templates tips and tricks
= v (size) v ablebits.com/office-addins-blog/tag/shared-email
-templates

vﬁvB Iuabgg
Hy X @

All Shared Email Templates cheat sheets
ablebits.com/docs/outlook-shared-templates-cheat
-sheets

NI

viE v =

N
[iil

& <« {}|© ¢

B

Step 2
Find and select Insert Signature in the list:

& Select macro

signature

Add information to message or
appeintment body

Insert Signature

Insert signature.
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