HOW TO CHANGE YOUR EMAIL SIGNATURE

1. Click on the drop-down arrow of the new signature attachment and click on “Copy”.
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Elp Select All 3, this will enable clients to view our video and brochure,
Let me know if you have any questions.
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Warm Regards,

Jessica Kong
Administration Assistant
Tomax Transport Pty Ltd

2. Onthe top left corner of the screen, click on “File”.
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3. Onthe left-hand side, click on “Options”.
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Get the Qutlook app for i0S or Android.
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CHANGING YOUR EMAIL SIGNATURE | © Tomax 2020



Outlook Options [

4. On the left-hand side, click on “Mail”, then click on “Signatures”.
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General
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8 Change the settings for messages you create and receive.

People ¢ the editing settings for messages. Editor Options..
Tasks B oML -
Search

v : | Speling and Autocerrect. |
Language Always check spelling before sending Spelling and Autocorrect...

| lgnore original message text in reply or forward
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Advanced
Create or modify signatures for messages.

Quick Access Toolbar

Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Add-ins
Trust Center Outlook panes
Customize how items are marked as read when using the Reading Pane. -
I% Reading Pane...
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Conversation Clean Up
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Customize Ribbon

Under “Choose default signature”, ensure the “E-mail account:”

OK Cancel

’, “New messages:”

and “Replies/forwards:” are filled in according to your account and name.

You may click on the drop-down arrow to make changes to mult

that you manage.
Signatures and Stationery
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Warm Regards,

Jessica Kong
Administration Assistant
Tomax Transport Pty Ltd

19/202 Ferntree Gully Road
Clayton VIC 3168

Tel: 1300 186 628/ 03 3544 4227 TOMAY

Mobile; 0470 5316 917
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CHANGIN

oK | Cancel

G YOUR EMAIL SIGNATURE | © Tomax 2020



6. Under “Select signature to edit”, ensure your name is selected (highlighted in blue).

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Choose default signature
ljessicakong E-mail account: | jeggica@toman.com.au ~
New messages: jessica Kang ~
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Warm Regards,

Jessica Kong
Administration Assistant
Tomax Transport Pty Ltd

19/202 Ferntree Gully Road
Clayton VIC 3168

Tel: 1300 186 629/ 03 9544 4227 TOMAN

Mobile: 0470 516 917

Get signature templates
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7. Inthe “Edit signature” section on the bottom, delete the old signature.

You can do this by using your mouse to click, hold and drag so that all is highlighted, then

press the backspace key on your keyboard.

Signatures and Stationery ? X
E-mail signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: | jeccica@tomax com.au ~
New messages: Jessica Kong ~
Repliesforwards: | jacsica Keng v

Delete New Save Rename

Edit signature,
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‘Warm Regards,

Jessica Kong

Administration Assistant

Tomax Transport Pty Ltd
19/202 Ferntree Gully Road

Clayton VIC 3168

Tel: 1300 186 629 03 9544 4227 TOMAX

Maobile: 0470 516 917

Get signature templates
OK Cancel
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Select signature to edit Choose default signature

E-mail gecount: | jesica@tomax.com.au ~

essica Kong
New messages: Jessica Kong ~

Replies/forwards: [jessica Kang >
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Then press enter twice on your keyboard.
Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit
E-mail account: | jessica@tomax.com.au

Mew messages: | jessica Kong

Choose default signature

Replies/forwards: [Jagsica Kong
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Warm Regards,

Get signature templates
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Optional: type “Kind regards” or “Warm regards” into the “Edit Signature” section box.

9. Paste the new signature by right clicking with your mouse and pressing the Paste icon OR

by holding down the keys ctrl and V on your keyboard.

You should be able to see your new signature.
Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

Jessica kong E-mail gccount: | jessica@tomax. com.au
New messages:  [jessica kong

Replies/forwards: |jessica kong

Delete New Save Rename
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Warm Regards,

Jessica Kong
Administration Assistant
Tomax Transport Pty Ltd

19/202 Ferntree Gully Road
Clayton VIC 3168

TOMAX

Tel: 1300 186 629/ 03 9544 4227
Maobile; 0470 516 917

Get signature templates
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10. Press “Save” and then “OK”.
Signatures and Stationery
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
Jessica kong E-mail gccount: | jessica@tomax.com.au

New messages: | jessica kong

Replies/forwards: [jessica kong

Delete MNew { Save ? Rename

Edit signature
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Administration Assistant
Tomax Transport Pty Ltd

18/202 Ferntree Gully Road
Clayton VIC 3168

Tel: 1300 186 629/ 03 9544 4227
Mabile; 0470 516 917

TOMAX

jessica@tomax.com.au A member of the Tomaz Logistics Group.
www.tomax.com.au WWW.tomaxgroup.com

FREIGHT | CUSTOMS | WAREHOUSING | TRANSPORT | DISTRIBUTION

Get signature templates \
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11. Go back into the email and copy the Hyperlink. You can do this by clicking, holding and

12.

13.

dragging over the text with your mouse, then pressing ctrl and c on your keyboard.
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Jessica Kong Mary Whitson

New Email Signature
gp Mary_Email_Signaturejpg
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Hello Mary,
Hope you're having a great week so far!

Please find attached your new email signature which has an added tagline describing our services,
If you could also copy and paste the below:

Find out more about Tomax here: VIDEO | BROCHURE

And add this under your signature, this will enable clients to view our video and brochure.
Let me know if you have any questions.

Follow steps 1 to 6 to access your email signature again.
Scroll down in the “Edit signature” section box and press the enter key after your signature.

Next paste (ctrl and v) the Hyperlink so that it is sitting below your signature.
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Delete New save Rename
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Tel: 1300 186 629/ 03 9544 4227 TOMAY,
Mobile: 0470 516 917
jessica@tomax.com.au A member of the Tomax Logistics Group
Wwww.tomax.com.au www.tomaxgroup.com
FREIGHT | CUSTOMS | WAREHOUSING | TRANSPORT | DISTRIBUTION
Find out more about Tomax here: VIDEQ | BROCHURE
Get signature templates
oK cancel

Press “Save” and “OK”. Your new signature and hyperlinks should now be updated!
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E-mail Signature  Personal Stationery
Selegt signature to edit Choose default signature
Uessica Kong E-mail gccount: |jessica@tomax.com.au ~
New messages: | jessica kong ~
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Clayton VIC 3168

Tel: 1300 186 629/ 03 9544 4227 TOM

Mobile; 0470 516 917

jessica@tomar.com.au A member of the Tomax Logistics Group
Www.tomax.com.au www.tomaxgroup.com
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Find out more about Tomax here: VIDEQ | BROCHURE

Get signature templates \

Cancel

NOTE: If you have any questions regarding the above process, please contact Jessica Kong
via email jessica@tomax.com.au or by phone 0470 516 917. Thank you @
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