
HP Pres Staff Email Signature
Example:

Zack House
Director of Communications
Communications Ministry at HP Pres
o. 214-525-4129 | c. 214-263-3346
hppres.org

1.	 Go to hppres.org/staffresources.

2.	 Download HP Pres Email Logo.png under “Email Resources.”

3.	 Open your email client and go to your email signatures.

4.	 Create a new signature and make it your default.

5.	 Type your name. 

6.	 Select it all and make it Arial, size 12, bold, color: Black.

7.	 Hit return.

8.	 Type your title. 

9.	 Select it all and make it Arial, size 11, bold italic, color: Black.

10.	Hit return.

11.	Type:  
[Department] at HP Pres 
o. [Office Number] | c. [Cell Number] 
hppres.org

12.	Select it all and make it Arial, size 10, color: Black.

13.	Return twice.

14.	Drag HP Pres Email Logo.png into the text box.

15.	Exit out of the menu.

16.	You’re ready to use your new signature!
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HP Pres branded email address, First.Last @ hppres.org, is in process of rolling out.   

 

Your new credentials/ID will use hppres.org at the end and you current password.  
todd.rutenbar @ hppc.org     becomes    todd.rutenbar @ hppres.org  

 

You current emails will follow you to your new credentials.  Emails sent to your old email address will be appear in your new email address.  When your 

email address is changed, all new emails be from you will be the newly branded email address.  We will get the “best of both worlds” in the transition. The 

old email address will “never” be deleted. Please note, if you use your old email address as a credential for various online sites and services, your legacy 

email account will continue to receive notices, etc. with your new email address.    

 

You must change your ID on all devices that are currently receiving your HP Pres email: Outlook, iPhone, home computer, tablet, other mobile 

devices, the Hub, etc. Below are three examples of the set up screens from different email clients.  Your screens may look similar to this when activating your 

rebranded email address. Below are examples of changing four email platforms, and the corresponding screen shots:  

 2016 Outlook for Windows 7 

 2016 Outlook for Mac OS  

 IOS Email (iPhone, iPad) 

 Exchange 365 in the Cloud 

 

 As a bonus, screen shots are included for changing your email address in the Hub 
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Outlook 2016 for Windows 7:  
Set up a new User ID for your email. The screens below are for Windows 7 using Office 2016.  

For Windows computers, it may work best to set up a new ID, versus trying to change the old user name.     

Navigate to the Control Panel (Win 7 screen below). (Outlook 2010 is very similar to 2016) 
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Click on the “Mail (32 bit) Icon to start setup.  

 



Page 4 
 

The Mail Setup box will show.  

Click on the “Show Profiles” icon to continue.   
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Remove the current profile by selecting it and clicking the “Remove” button.  

Next, click “Add”. 
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Name the New Profile: “Todd Rutenbar – HP Pres” 
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Enter “Your Name:” and new “E-mail Address:” in the dialogue box and click “Next”.  
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Outlook will attempt to authenticate your credentials.  
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An email “Windows Security” confirmation box may appear. (If not, that is OK too.)   

If it does, make sure the email says “@hppres.org” at the end.   

Click on the “check box” for “Remember my credentials” after you enter your password.   
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A “Congratulations!” page should appear.   

If not, retry your credentials.  If all else fails, call Todd or Will for assistance.   

Click “Finish”. 
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At the end of “add your email address” process, the new email address should show in the “General” dialogue box.   

Click “OK” to exit.  
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Start Outlook and verify it is working. 
Your email will open.  Since this is the “first time” the new credentials have been used, it may take a few minutes for Outlook to open and download all your 

email from the Exchange 365 email server.  The screen shots are for Office 2016.  Office 2010 will have a yellow-ish box.  
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Outlook is now connecting to Exchange 365 in the Cloud and starting to download you emails.   
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After a few minutes, Outlook will complete downloading copies of all emails and folders from Exchange 365.  
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Outlook 2016 for Mac OS:  

Update Outlook to work with your new Email Address:  

Open Outlook and Select “Tools” – then “Accounts” 

Change the “hppc.org” at the end of your “E-mail address” and “User name”  to “hppres.org”  

All other values will remain the same.  
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Before View:  
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After View:  

 

Close the Accounts dialogue box & reopen it.   

The “dot” in front of your account name in the upper left column should be green.   
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iPhone Email:  
When transitioning an IOS device to your new email address, it is easy and probably best to just change the email ID in your 

Setup - Mail screen.   Below are screen shots for IOS 10.3.3. Your IOS version may vary and look a little different.  Follow the 

example of these screen shots to navigate the change process.  Get back to Todd or Will for assistance.  

 

In Settings, select “Mail”  
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Select “Accounts”  
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Select your “HPPC” email.  Mine below was “Todd 365” 
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Select the “Exchange Account” first.last @ hppc.org to type in the new domain extension hppres.org.   
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Change the “Email” and the “User Name” lines to reflect your new email address.  Both fields containing the email address must be changed to your new 

address.   

Before View:  
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After View:  
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Confirmation Screen 
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Exit Mail Settings 
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Verify the Email Address is working  
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Email Online:  Microsoftonline.com 
Enter your new email address as your credential.  Your password will remain the same.  
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Office 365 Online Main Menu – select “Mail” to show email.  
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Change Hub email Address  

Sign-on to the Hub 
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Select the “Persons” Icon on the left and search for your record.   
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Type in the first name and last name.  Note that you may only need to type in part of the first and part of the last names for the search capacity to effective.   
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Click on “Edit profile” in the right column under “Profile Settings”  
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While editing, under the “Basic” tab at the top, find the Contact section and enter your new email address.   

After updating the information, click on “Save”.  
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