/A
{ UMass Dartmouth

COMPUTING AND INFORMATION
TECHNOLOGY SERVICES— CITS IT Service Center

Creating an Email Signature in Office 365

It is helpful to your message recipients when you provide contact information. An easy
way to do this is to add a signature at the end of each message with your name,
department, telephone number and other relevant information.

For assistance with this procedure, Faculty and Staff should contact the IT Service
center at 508-999-8790 or email itscenter@umassd.edu, and Students should contact the
student Help Desk at 508-999-8884, email itstudentcenter@umassd.edu, or visit the
Library first floor Help Desk.

1. Open a web browser, and log into the myUMassD portal at
https://my.umassd.edu.

2. From the Quicklaunch menu, select Office 365, then log in again if necessary.
3. On the Office 365 page, click the Mail button.

4. The Mail window is displayed, as shown here.

Click the Settings button in the upper right corner.

5. The Settings pane opens on the I'ight. -—m
o
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Click the Mail link near the bottom.
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The Mail options are displayed.
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In this section, you can change your email account settings. Email options are organized into the following categories:

® Automatic processing — Control how incoming and outgoing email is handled. Automatic replies
Create an automatic reply (Out of office]
message.

@ Accounts — Choose how

® Layout — Customize the

Display settings

Choose how your Inbox should be organized

Offline settings
Use this computer when you're not connected
to a network

Manage integrations
Connect Outiook to your favorite apps and
services.

Theme

[l Defoutt theme

Notifications
on

Your app settings
Office 365

Mail

Calendar

People

6. Click to select Email signature in the left column.

The Email signature is displayed.

H Save X Discard
Email signature
V| Automatically include my signature on new messages | compose
Automatically include my signature on messages | forward or reply to
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Please don't print e-mail. It's a waste of paper, ink and energy. Thanks!

Rich Legault Senior Technical & Training Specialist

CITS - UMass Dartmouth

285 Old Westport Road, North Dartmouth, MA 02747-2300
508-999-8799

7. Enter your email signature into the field provided. Signatures can contain text,
small images, and hyperlinks. Use the toolbar buttons to apply formatting.

8. Click to select the checkboxes above the signature field to determine when your
signature will be included. You can add it to new messages, messages that you
forward or reply to, or both.
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9. When your signature is complete, click Save at the top of the page.

Your signature is automatically included in new messages, as shown in the
example below.

3 Send [l) Attach  Discard e+ L.D X

To Bec

Please don't print e-mail. It's a waste of paper, ink and energy. Thanks!

Rich Legault Senior Technical & Training Specialist

CITS - UMass Dartmouth

285 Old Westport Road, North Dartmouth, MA 02747-2300
508-999-8799

CITS will never ask you for your or other i lion via email. Beware of phishing scams where email and/or malicious web sites try to trick users into
entering their and For more i about p: security please visit: http:/www.umassd.edu/cits/security/
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If you did not select the automatic signature options, you can add a signature to
any outgoing message manually.

10. At the top of the message composition area, click the More
button (...), then select Insert signature from the menu. Save draft

Insert signature

Your signature is added to the message at the insertion point. =
Check names
Set importance >

Switch to plain text

Show message options.

Check for accessibility issues




