HP PRES STAFF EMAIL SIGNATURE

Example:

Zack House

Director of Communications
Communications Ministry at HP Pres
0. 214-525-4129 | c. 214-263-3346
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Go to hppres.org/staffresources.

Download HP Pres Email Logo.png under “Email Resources.”
Open your email client and go to your email signatures.

Create a new signature and make it your default.

Type your name.

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

Hit return.

Type your title.

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

. Hit return.

. Type:

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

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

Drag HP Pres Email Logo.png into the text box.
Exit out of the menu.

You're ready to use your new signature!



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

® |0S Email (iPhone, iPad)

® Exchange 365 in the Cloud

® As a bonus, screen shots are included for changing your email address in the Hub

Page 1



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.
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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.

Inbox - todd rutenbar@hppres.org - Outlook

Home Send / Receive Folder Q Tell me what you want to do...
(9 .ﬁ? D Show as Conversations FG Date & From I'L s E DE rr"a
- | == Add Columns
Change View Reset T T Sl s Message ﬁ To ==| Categories =] . Folder Reading To-Do People Reminders Open in New Close
View - Settings View review ~ - Expand/Collapse ™ pane~ Pane~ Bar~ Pane - Window  Window  All ltems
Current View IMessages Arrangement Layout People Pane Window P
4 Favorites ¢ All Unread | search Current Mailbox (Ctri+E) £ | current Mailbox_~|
Inbox 4841 25| D@ |FrROM SUBJECT |RECEVED ¥ INFOLD...|SZE | CATE..|¥ H
Clutter 4 Date: Today
Sent Items E‘;‘_ Jay W Lee FW: Email Change Mext Steps - Staff Meeting Mon 11/6/2017 5:12 FM 27 KB |“
Deleted fterms Teresa 5 Murray Re: CDC copy code MMon 11/6/2017 4:53 FM 61 KB |“
Kewin at Cima Solutions Group  Come shoot with us at Frisco Gun Club? Mon 11/6/2017 4:41 PM 98 KB >
HP CLJ 3700 9(_ Zack House RE: Staff meeting tomorrow morning Mon 11/6/2017 4:29 FM 42 KB |"
F_}(_ Zack House Staff meeting tomorrow morning Mon 11/6/2017 4:27 PM 24 KB |"
A todd.rutenbar@hppres.org Ginny Frye FW: Schedule for Tuesday, Movember 7th Mon 11/6/2017 4:25 PM 31 KB |"
Shannon Von Strohe Re: Thank you! Mon 11/6/2017 4:22 PM 34KB >
b Inbox 4841 Ginny Frye Schedule for Tuesday, November 7th Mon 11/6/2017 4:20 PM A0 KB >
Drafts Metwork World Online Resources Making the Move to Public Cloud Mon 11/6/2017 4:02 PM 49 KB |b
Sent Items billing@protectmyministry.com  Protect My Ministry Transaction Receipt Mon 11/6/2017 4:01 PM 46 KB |’
9(_ Indigo Kretzschmar RE: CDC copy code Mon 11/6/2017 3:53 PM 82 KB |"
I Deleted Items Jillian Smith Register now for our Supply Chain Webinar Mon 11/6/2017 3:38 PM 43KB >
Archive Stu from KnowBed4 KnowBe4 Fresh Content Update Mon 11/6/2017 3:20 PM 63 KB |"
Firiren £ Shannon Von Strohe Thank you! Man 11/6/2017 3:20 PM 35 KB >
Stu from KnowBed KnowBe4 Fresh Content Update Mon 11/6/2017 3:18 PM 63 KB >
I Canversation Histary Stu from KnowBed KnowBe4 Fresh Content Update Mon 11/6/2017 3:13 PM 63 KB ™
Junk Ernail online@infoworldmedia.com Planning a UCE&C Migration Strategy Mon 11/6/2017 2:19 PM 49 KB |"
Bl £ Indigo Kretzschmar CDC copy code Man 11/6,/2017 2:13 PM 57 KB >
Laura Murray Focusing Our Prayers — Worship Mon 11/6/2017 2:02 PM 91 KB |'
RSS Feeds Amazon.com Can’t wait for great deals? Countdown to Black Friday Deals W... Mon 11/6/2017 1:58 PM 146 KB >
Scheduled Sheryl Massey [Church Community Builder User Group] Children's Check-in Mon 11/6/2017 1:24 PM 45 KB |b
Search Folders Melanie Robinson Re: Another set of tests - RE: How Phish-prone are your users?  Mon 11/6/2017 12:258 PM 110 KB |’
Laurie Moore Attendance with ipad Mon 11/6/2017 12:25 PM 28 KB . Te... |'
I Groups ! Josh Peck Re: Adapters - RE: AV Bag Adapters Mon 11/6,/2017 12:22 PM 51 KB |"
Scott McElroy Z - Possible SPAM :-{ Get a jump-start on 2018 Mon 11/6/2017 12:01 PM 58 KB |"
Barbara Stovall Free lunch in the Welcome Center Mon 11/6/2017 12:00 PM 25 KB g
Holly Mdnturff Missing Volunteer Shirts Mon 11/6/2017 11:41 AM 43 KB |“
SoupMobile Christmas SoupMobile Volunteer Sign Up is Open!!! Mon 11/6/2017 11:21 AM 60 KB |“
Office 365 Message Center ‘Weekly digest: Office 365 changes Mon 11/6/2017 11:09 AM 53 KB |"
Office 365 Message Center ‘Weekly digest: Office 365 changes Mon 11/6/2017 11:09 AM 52 KB |"
= as see 1 F_}(_ Zack House Giving Link for Shooting Victims Mon 11/6/2017 11:04 AM 36 KB |"
Connie Knauss [Church Community Builder User Group] Membership Type Ch... Mon 11/6/2017 10:46 AM 45 KB L e
Items: 7,324  Unread: 4,831 2 Reminders: 2 Updating this folder.  Connected to: Microsoft Exchange 0 EBE - +
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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 10S 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 10S 10.3.3. Your 10S 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”.

Personal

Photo

Family Position

Gender
Date of Birth
Marital Status

Anniversary
Any Allergies?

Allergies/
Special Instructions

Giving Number

Limited Access User

Contact

Email

Mobile Phone

Mobile Carrier

Home Phone

| Choose File  No file chosen

Primary Contact

Male

Manth v || Day v | | Year
Married

Manth v || Day v | | Year
Yes Mo Mot specified '®

MiA Why can't | change this? &

new.email@hppres.org

Turned off. .

Mars contact fields..

Delete Photo

¥ | Why the year?

Cancel or| Save |

Page 35



	HP Pres Staff Email Signature Instructions
	2017-11-08 steps to setup new email address on various devices

