Create Your Outlook Signature
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Improving the health of our community in all we do.



1. Click the START icon then select All Programs

ﬂ Motepad
ServiceMow

JAMNUS VIZA CLIENT

| | |Search programs and files
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2. Select the Microsoft Office 2013 folder

&8 Windows Fax and Scan
 Windows Media Center
@ Windows Media Player
@ Windows Update

i ¥PS Viewer Eric Echevarria
1. Accessories

L Citrix

1. CT¥-Paragon

1. CT¥-Paragen Train
. DeskAlerts
|
|
|
|

Documents

Computer

| Google Chrome Control Panel

. I0bit Uninstaller
 JANUS DISPLAYS

, Maintenance

evices and Printers
Default Programs

Run...

1. Startup
. Symantec
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3. Click on the Outlook 2013 icon

, Google Chrome
, I0bit Uninstaller
, JAMUS DISPLAYS
, Maintenance
| MchAfee Eric Echevarria
. Microsoft Office 2013
Access 2013
Excel 2013
uﬂ InfoPath Designer 2013
¥ InfoPath Filler 2013

® Lync2013
f& OneDrive for Business 2013

Documents
Computer

Control Panel
Devices and Printers
Default Programs

[ Publisher 2013 Run..
@ Send to OneMote 2013
@ Skype for Business 2015
B word 2013

1. Office 2013 Tools

Back

| Search programs and files
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4. Once inside the Outlook environment,
Select FILE from the menu

B S -
FILE HOME SEMD / RECEIVE FOLDER VIEW McAfee E-mail Scan
(=1 [l_ Ignore x _ f_ _ - - ¥ October 30 (=]
IEI ﬁ % CleanUp~ Delete Ftplel ”F;|e| Fl_rw?:d et ?Team Email v
Email Items~ &5 Junk - o xJ-iwlFIlI-r EE More E< Reply & Delete 4
Mew Delete Respond Cluick 5te|
4 Favorites ‘ All Unread
Inbox 3 12| [0 | FROM
Sent Items I+ Date: Today
Drafts [1] 4  Date: Yesterday

Deleted Items
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5. Select OPTIONS

©

Account Information

Open & Export

A

U) Microsoft Exchange

| & Add Account |

F‘ Account Settings
a3

Change settings for this account or set up mare
Account connections,
Settings ~

B Access this account on the web.
Office Account https://webmail.nghs.com/owa/

Options

Exit

Automatic Replies (Out of Office)

<« Use automatic replies to notify others that you are out of «
Automatic not available to respond to e-mail messages.
Replies
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6. Select MAIL then Signatures

G | . . i

e Change the settings for messages you create and receive, M
g g gesy

Mail

Calendar oy, COMpose messages

People iting settings for messages. Editor Options... 3

Tasks Compose messages in

Search

Language ABC Always check spelling before sending [ Spelling and Autocorrect... ] =

Advanced Ignore original message text in reply or forward

Customize Ribbon . o -
_# Create or modify signatures for messages.

Quick Access Toolbar

Add-I
e ‘% Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Trust Center

Outlock panes
Customize how itemns are marked as read when using the Reading Pane. -
I% 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 Desktop Alert Settings...

Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up -

[ ok ][ canca ]
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/. Select NEW, name your signature then click OK

IS o)

Outlock Options @

General

9 Change the settings for messages you create and receive.
Mail

r ~

Calen] Signatures and Stationery @

Peapld | E-mail Signature | Personal Stationery ]

Tasks Select signature to edit Choose default signature

Search - E-mail account: |Eric.Echevarria@nghs. com IZ| —

Langu MNew messages: |[none} IZ| ]
Replies/forwards: |[none} IZ|

Advan| -

Custol [ Delete ] l New l [ Save ] [ Rename ] ]

Quick Edit signature

agg | [Cbigod [-ufc]j e 7 u [ auomaf . e i
Trust iMy email kignature I |i| :
| ox | cance |
[ 0K ] [ Cancel ]
== =T T = proeTTE
Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up -
ok | [ cancel
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8. This is Your Emall Sighature Box

IS =

Outlook Options 7=

General

9 Change the settings for messages you create and receive,

m

Peoply | E-mail Signature | Personal Stationery j

Tasks Select signature to edit Choose default signature
Searc My email signature - E-mail account: |Eric.Echevarria@nghs.com

[=]
. New messages: |[r10r|e] IZ| j M
[=]

Replies/forwards: |[r10r|e]

Custo ’ Delete ]’

Quick Edit signature

L.,
=
I=
=
H
3
g
g
1]
1]
il

| [£5] Business Card |

\v; o’ Cancel
— e o

Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up -
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9. Find Your Email Signature on the link below and
select from the available templates

http://www.nghs.com/email-signatures

Careers  Employes Services  DAISY Award  Espafiol  FastCommand  Connect E u Online Bill Pay

’ URGENT CARE | Phone Directory | call 770-219-9000
=2\

s Northeast Georgia Health System

—

N
N\

Find A Physician Services

Email Signatures

Using the table provided below, please locate your organizational designation and click corresponding the ‘Template Link' to view the email signature template. The template link will send you to
a page with a default email signature that you can copy and paste into your email signature options within Qutlook.

Organizational Designation Template Link
NGHS Click Here
NGMC Click Here
NGPG Click Here
The Heart Center Click Here
The Foundation Click Here
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http://www.nghs.com/email-signatures

10. Copy Your Email Signature Template

Home  Careers  Employes Services  DAISY Award  Espafiol  FastCommand  Connect

fjojy Online Bill Pay

URGENT CARE | Phone Directory  call 770-219-9000

W j#t= Northeast Georgia Health System

Find A Physician Services Leocations Patient Resources About Careers Volunteer Give

home = emall signatures T

1. Click, Hold and Drag to highlight all of
S the text and logo

Street Address, City, State Zip
770-215-0000 (office)
770-215-0000 (mobile}
770-219-0000 (fax) 2
www.nghs.com

Press “Ctrl + C” on your keyboard, or
¥ Northeast Georgia Health System right-click and select “Copy”

Copyright ©2015 Northeast Georgia Health System, Inc. 743 Spring Street Gainesville, GA 30501 (770) 219-9000

Privacy Policy Terms of Use Sitemap Caontact Us
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11. Paste Your Emall Signature Template

Outlook Options [71=]

General

9 Change the settings for messages you create and receive.

Peopl E-mail Signature ‘ Personal Stationery | j i
Tasks Select signature to edit Choose default signature

Searc - E-mail account: |Eric.Echevarria@nghs.com |Z|

Lang New messages: |[none] |Z| j
advar] i Replies/forwards: |[nnne] Izl

Custo j
Quick| i

Trust //I'itle, Department B‘
/ Street Address, City, State Zip \

770-219-0000 (office)
770-219-0000 (mobile)
770-219-0000 (fax)
\ www.nghs.com /

NG M e s A~ e wr 44

e L~

\_.,_ ——
— —

Enable preview for Rights Protected messages (May impact performance)

N

Conversation Clean Up -

1. Put your cursor in the “email signature” box
2. Press “Ctrl + V” on your keyboard, or right-click and select “Paste”
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- S
Outlook Options [® =]

L]
I 2 O C u : ;to I I l I 2 ‘ ! Gaferal @ Change the settings for messages you create and receive,
L gnatures and Statione I |
YO' | r E I I I al I Peopl E-mail Signature | Personal Stati j 3

Tasks Select signature to edit Choose default signature
= Seard| - E-mail account: |Eric.Eche\rarria@nghs.(om IZ|
Signature then e e ol e
Advart i Replies/forwards: ‘[none] IZ|
n Custo [ Delete ] [ Mew ] I Save II[ Bename ] :]
‘ I I ‘ k S ave Quick Edit signature
pddf | (e B[ B 1y | L[S = = | Esusines Card | [ & 0
Trast ’/ﬁhn Doe -
My position title, Department \:‘
T43 Spring St NE, Gainesville, GA 30501
770-219-0000 (office)
770-215-0000 (mobile)| j
770-213-0000 (fax)
www.nghs.com
N .
™| w7 Northeast Georgia Health System
=z -
e e
T — ——

0T T Lo = prreTT T

Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up -

 Change the name, title, dept., address, and phone number fields to fit your info
e Do NOT change the web address or add additional info (i.e. quotes, etc.)
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