


Purpose:

This guide is designed to help you change your email signature to one that was designed and approved
by Encore Electric. Encore Electric’s Information Technology and Marketing teams have rolled out new
email signatures to all email users. This is being undertaken in order to ensure continued correct and
consistent communication standards as our company continues to add new members of the team.

The new signatures are part of an effort to maintain brand standards, especially as the Encore Electric
logo is concerned. You may remember a change to the new logo during 2017, where the staff added a
registered trademark symbol (®) to the logo and icon. That change, and this one, are both designed to
reduce any remaining confusion regarding the Encore Electric name, logo and brand.

Help:

If you need help using this guide or you are running into trouble installing the new signature, please
open a ticket by emailing IT.Support@EncoreElectric.com.

Example of a new signature:

This is an example of the new signature. This is the one you should be installing on your machine. If you
cannot find this version of the signature, please email the help desk at IT.Support@EncoreElectric.com.

Your Name
Your Title

ENCOREelectric.

L

7125 W, Jefierson Ave , Suite 400 | Lakewood, CO 80235
303-934-1234 | direct x00-000-2000

v EncoreElectric.com

(Instructions for installation start on next page)


mailto:IT.Support@EncoreElectric.com
mailto:IT.Support@EncoreElectric.com

Step 1:

Open your version of Microsoft Outlook. You can do this by clicking on the ‘Start’ button in the bottom
left hand of your screen and selecting “Outlook” to launch the application.

Step 2:

After the application has loaded, click on “File” in the top left corner of the Outlook window.
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Step 3:

On the next screen, select “options” on the left side of the window.
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Account Information

Open & Export
cﬂ KevinVillegas@EncoreElectric.com

U) Microsoft Exchange

Save As

4 Add Account
Save as Adobe

PDF F‘ Account and Social Network Settings
" CEe ] Change settings for this account or set up more
Save Attachments Account connections.

Settings ~ Access this account on the web.

Print https://eemailll.encoreelectric.local/owa/

Connect to social networks.

irzfiezmn Automatic Replies (Out of Office)
Onti €< Use automatic replies to notify others that you are out of office, on vacation, or
prions Automatic not available to respond to e-mail messages.
Replies
Exit
PR ' Mailbox Cleanup
=4 Manage the size of your mailbox by emptying Deleted Iterns and archiving.
Cleanup
Tools ~
a Rules and Alerts
(=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when iterns are added, changed, or removed.

& Alerts




Step 4:

A new window opens called “Outlook Options”. Click on “Mail” from the list on the left side of the
window.

Outlook Options ? X

General options for working with Outlook.

Calendar User Interface options

People Show Mini Toolbar on selection ()

Tasks Enable Live Preview

Search reenTip style: |5how feature descriptions in ScreenTips
Language Personalize your copy of Microsoft Office

Advanced User name: Kevin Villegas

Customize Ribbon Initials:

Quick Access Toolbar [J Always use these values regardless of sign in to Office.

Add-Ins Office Background:  No Background
Office Theme:

Start up options

Make Qutlook the default pregram for E-mail, Contacts, and Calendar Default Programs...

Trust Center




Step 5:

Select “Signatures” from the right side of the window.

Qutlook Options 7
General N . .
B Change the settings for messages you create and receive.
Mail
Calendar Compose messages
People /ﬁj Change the editing settings for messages, Editor Options...
Tasks Compose messages in this format | HTML |~
Search
Language ? Always check spelling before sending Spelling and Autocorrect...
v ; -
Advanced Ignore original message text in reply or forward
Customize Ribbon .
_.3 Create or modify signatures for messages, Signatures...
Quick Access Toolbar
Add-Ins N . .
A « Use stationery to change default fonts and styles, colors, and backgrounds, Stationery and Fonts..,
Trust Center
Outlook panes

Customize how items are marked as read when using the Reading Pane.
IE Reading Pane...

Message arrival

!I] When new messages arrive:

[] Play asound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

P

Cleaned-up items will go to this folder Browse...
Messages moved by Clean Up will go to their account's Deleted Items.

[ When cleaning sub-folders, recreate the folder hierarchy in the destination folder
[ Den't move unread Messages

Don't move categorized messages

Don't move flagged messages

= . . " .




Step 6:

A new window opens, called “Signatures and Stationary”. Click on “ email signature”, where
the is the city where your office is located. For example, if you are in the Lakewood office,
this will say “Lakewood email signature”. If you are in the Colorado Springs office, it will say “Colorado
Springs email signature” and so on. (Note: The image will appear very small in this view — however, it
will appear the correct size when in an email.) If you do not see the new email signatures deployed to
your machine, connect to the VPN or the Encore network and they will automatically download to your
machine (a restart may be required).

Signatures and Stationery ? it

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

Kevin Main E-mail account: | yayin,villegas @EncoreElectric.com v

l Lakewood email sinalure .

Mew messages: Lakewood email signature ~

Replies/forwards: || akewood email signature ~

Delete Mew Save Bename

Edit signature

Calibri (Body) |+~|11 |« B I U Automatic = | [&]Business Card | [0 &)
Your Name ”~
Your Title
T125 W Jefferson Ave , Suite 400  Lakewood, CO 80235
303-934-1234  direct 303-00-000x
wwnw. Encore Blectric.com
W

OK Cancel




Step 7:

Edit the Name, Job Title and direct phone number in the email signature by selecting them and replacing
them with your name, title and phone number. If you would like, you may add your mobile phone
number on the same line as the other phone numbers. Do not change the font, weight or color of any of
the text on the signature. If you have any designations or certifications that you would like to include in
your email signature, feel free to put those next to your name (Example: David Scott, SHRM). Do not put
them on a separate line.

5 gna es and Sta ne 7 X |
| |
E-mail 5ignature  Personal Stationery
Select signature to edit Choose default signature
[ Kevin Main E-mail account: | yayin villegas@EncoreElectric.com w
| Kevin main 2 |
Lakewood email signature Mew messages: Lakewood email signature w
Replies/forwards: || agewood email signature w
| Delete MNew Save Rename
Edit signature
| [aia e Fle 1 u (]| = = = | Epusnescad |3 & |
Kevin Villegas A
[ Digital Marketing Manager
| .
1
| T125'W. Jefferson Ave., Suite 400 | Lakewood, CO 80235 |
303-934-1234  direct 303-763-4077
[ wwnw. EncoreElectric.com
W




Step 8:

When you are happy with your changes, click on the dropdown box next to “New Messages” and
“Replies/Forwards” and change them to “ email signature”, where is the
name of the city where your office is located. You do not have display a signature in “Replies/Forwards”
if you do not want your signature to be included in those types of emails.
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| |
l E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
| Kevin Main E-mail account:

| KevinVillegas@EncoreElectric.com o
| Kevin main 2

Lakewood email signature

Mew messages: Lakewood email signature

Replies/forwards:

U =S ==

Lakewood email signature

| Delete Save Rename

Edit signature

| Arial [£=] Business Card | L—||;| % |

Kevin Villegas A
| Digital Marketing Manager |

«“|9 I~ B T

A

|
T125 W Jefferson Ave , Suite 400  Lakewood, CO 80235 |
| 303-934-1234 | direct 203-763-4077

| www.EncoreElectric.com |

Cancel



Step 9:

When you are happy with the changes you have made, and you have ensured that you have followed all
the directions above, click on “OK” in the bottom right corner of the “Signatures and Stationary”

window.
Signatures and Stationery ? x
E-mail 5ignature  Personal Stationery
Select signature to edit Choose default signature
Kevin Main E-mail account: | peyin Villegas @EncoreElectric.com ~
Kevin main 2
Lakewood email signature Mew messages: Lakewood email signature w
Replies/forwards: || apewood email signature ~
Delete Mew Save Rename

Edit signature

Arial Ve Fle r u [ l]|= = = | Esusinescard | [3 &
Kevin Villegas ~
Digital Marketing Manager
&
T125'W. Jefferson Ave., Suite 400 ' Lakewood, CO 80235
303-934-1234 direc‘tBUS—?EB-dU?ﬂ
www. Encore Blectric.com
W




Step 10:

Click on “OK” on the “Outlook Options” window.

Ou 5 %
G I N ) . ~
Enere B Change the settings for messages you create and receive.
Mail
Calendar Compose messages
People /ﬁﬂ Change the editing settings for messages, Editer Options...
Tasks Compose messages in this format: |HTML ~
Search
ABC Always check spelling before sendin Spelli d Aut ot
Language ./ Alway: pelling g Spelling and Autocorrect...
v - -
Advanced lgnore original message text in reply or forward

Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

'

W
A?

Create or modify signatures for messages.

Use stationery to change default fonts and styles, colors, and backgrounds.

Outlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:
[] Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

<

Cleaned-up items will go te this folder: Browse...

Messages moved by Clean Up will go to their account's Deleted [tems.

[ When cleaning sub-folders, recreate the folder hierarchy in the destination folder
[ Don't move unread Messages

Don't mowve categorized messages

Don't move flagged messages

[ BN R .

Signatures...

Stationery and Eonts..

Reading Pane...

0K Cancel




Step 11:

Ensure that you edited and saved your new signature correctly by opening a new email and checking to
see your new signature is displaying correctly. Pat yourself on the back.

Bec..

Subject

Kevin Villegas
Digital Marketing Manager

! ENCOREelectric.

7125 W. Jefferson Ave., Suite 400 ' Lakewood, CO 80235
303-934-1234 | direct 303-763-4077

www.EncoreElectric.com

GOOD JOB!



