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How to change my Email Signature to mu.ie

1. Change in Outlook
From your Outlook, click to Account Information from the “file” tab

Then click on the “Options” tab from the left hand column

©

Account Information

Open & Export »
(/‘) Peter.Martin@nuim.ie

Save As U) Microsoft Exchange

o= Add Account
Save as Adobe “ ‘

[ﬁ | Account Settings
Cre

Change settings for this account or set up more
Account connections.

Settings ~ Access this account on the web.

https://outlook.office365.com/owa/nuim.ie/

Office Atcount

Options - - -
Automatic Replies (Out of Office)
Exit € Use automatic replies to notify others that you are
Automatic not available to respond to e-mail messages.
Replies
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Outlook Options
General . . []
enere @ Change the settings for messages you create and receive.
Mail
Calendar Compose messages
Groups 2 Change the editing settings for messages. Editor Options...
People Compose messages in this format: | HTML b
Tasks
ABC M Al . . .
Search Always check spelling before sending Spelling and Autocorrect... .
Language Ignore original message text in reply or forward
Advanced

" Create or modify signatures for messages.
Customize Ribbon

Quick Access Toolbar

’ }r{tionery and Fonts... ‘

l% Use stationery to change default fonts and styles, colors, and backgrounds.
Add-ins

Trust Center Oytlook panes

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

[] Bxiefly change the mouse pointer
Shaw an envelope icon in the taskbar

Reading Pane...

Displgy a Desktop Alert ’ Desktop Alert Settings... ‘
[] Enable preview for Rights Protected shessages (May impact performance)
Conversation Clean v
oK || Concel |

\ |

From the Outlook Options, click on “Mail”, shich is the second option from the left

“Signature”, located third from the bottom

Signatures and Stationery

E-mail Signature | Personal Stationery

column and find

Select signature to edit Choose default signature

Edit signature

b e s 1 (0 e— ) = = | s |2 S

e . | E-mail account: IPeter.Martin@nuim.ie [ﬂ
New messages: ’Standard [EI
Replies/forwards: ‘Standard El
’ Delete ] [ New l[ Save l’ Rename ]
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Make sure that your default email account has been selected, i.e. your work nuim.ie address

Once you have clicked on signature, you will be presented with your current email signature. Scroll
to find the email address in your signature and manually type in mu.ie, to replace the former nuim.ie

Note: If you do not already have an email signature saved in this box, you can simply copy the below
Email template or consult our Maynooth University Identity Applications document for the exact
logo and text dimensions (outlined on page 29 of the below PDF hyperlinked document):

https://www.maynoothuniversity.ie/sites/default/files/assets/document/Maynooth%20University%
20ldentity%20Applications_1.pdf:

Your Name Here D’ainm

Your Position Here (e.g. Executive Assistant or Senior Lecturer) An 1ol ata agat (m.sh. Cantair Feidhmitichain no

Maynooth University Department/Office Name Here Léachtdir Sinsearach)

Ainm na Roinne/ Ainm na hOQifige

Ollscoil
Maynooth Mha Nuad
UnlverSIty Cliscoll na hEreann

National University
of Ireland Maynooth

Ollscoil Mha Nuad, Maigh Nuad, Co. Chill Dara, Eire.
Maynooth University, Maynooth, Co. Kildare, Ireland
T: +353 1 000 0000 M: +353 00 000 0000 T: +353 1 000 0000 FP: +353 00 000 0000

R: dosheoladhriomhphoist@mu.ie S:
www.maynoothuniversity.ie

E: YourEmailHere@mu.ie W: www.maynoothuniversity.ie
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2. Change Email Signature in Office 365

1
03 Peter Martin

Email s

Email signature

Include a signature on messages you send.

Once logged into your Office 365 Mail account, simply click on the setting’s wheel located at the top
right hand corner and type “Email signature” in the search box

v OK X Cancel Settings X
Email signature
Email signature X
[ Automatical y include my signature on new messages | compose
Automatically include my signature on messages | forward or reply to Email signature

: Include a signature on messages you send.
W B 1 U A A A& A==V
Forwarding

Forward email to another email address.

Junk email reporting
Report junk email to help improve the accuracy
of the junk email filter.

Connected accounts
Connect to other email accounts.

You will be presented with the above email signature text area for you to fill in with your new email
signature

Note: you can paste the text title and contact details into this text area, however all images you
want to include on your signature such as logos (MU logo, THE rank logo, Athena SWAN logo or

social media icons) must be imported from your PC by clicking on the image icon @
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v OK X Cancel

Email signature
v/| Automatically include my signature on new messages | compose

Automatically include my signature on messages | forward or reply to

@BIL_JAAA'&aA::l:v

Ollscoil
Mha Nuad

Ollscoil na hEireann
M4 Nuad

Ollscoil Mha Nuad, Maigh Nuad, Co. Chill Dara, Eire
T: +353 1708 6244
E: peter.martin@mu.ie W: www.maynoothuniversity.ie

You can then decide whether you want to automatically include your signature on all new messages
and/or for forwarded or replied messages by checking the respective boxes above.

Once completed, click ok to save your new or updated email signature.
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To change your signature on your mobile, click on your Outlook mail and then on the “Settings” tab
and scroll to “Signature” (highlighted in yellow below).

@O

é

@

3. Mobile

2 R

Settings

Help & feedback

Accounts

J

Mail

peter.martin@nuim.ie
Office 365

Peter.Martin@nuim.ie
OneDrive for Business

ADD ACCOUNT

Notifications

Signature
Peter Martin

Swipe options

94% M 18:14
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Y o I-CE=Ne) 3 % .494%M18:15

< Signature v

Maynooth University, Maynooth, Co.
Kildare, Ireland.

T:+353 1708 6244
E: peter.martin@mu.ie W:
www.maynoothuniversity.ie

, W | E >
112134151617 )8]19]0

gwe rr ty ui op
ajsjdjfjolhjijkjl
g zixjcjvjbjnjmps
sym @ English(UK) !

You can modify the email address from this tab, the process is similar to desktop whereby you are
replacing the old “nuim.ie” to the new mu.ie email address.

Note: Some Android mobiles will have restrictions on uploading images such as logos.

If you are using other Operating System smartphones, such as Apple or Windows, the above steps
will be the same from the Outlook app if you have downoaded it or simply from your smartphone
settings menu.
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