Outlook eSignature for The Red Shield Appeal

BE THE HOPE
PEOPLE NEED

DONATE TODAY

Please follow these steps to add a new signature to your Outlook for the Red Shield Appeal with
the correct format.

1. Open the Outlook Application

2. Click on new Email
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3. Please click on ‘Signature’ tab
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Once you click on ‘Signatures’, the Signatures and Stationery box opens. Copy all the text up
until your name (exclude the red shield logo), as highlighted below.

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: | gystin widrose@salvationarmy.org.au |~
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[~ Want to know more about our local activities?

% v

0K Cancel

Once you have copied the text, click on ‘New’

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit
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Information Technology

The Salvation Army Australia Territory
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Address: 95-99 Railway Rd Blackburn, VIC 3130
Phone: (03) 8878 4564 Extension: 34564
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6. Once you click on New, it will ask you to name the signature. Please name it as Red Shield

Appeal 2025

E-mail Signature  Personal Stationery

Select signature to edit

Dustin Widrose

Choose default signature
E-mail account:

dustin,

org.au

New messages:

Dustin Widrose v }

Delete New
: : ~| New Signature
Edit signature
; e r D::: ::m:::h“ :’;:;;uu [25] Busingss Card _1—“ ’%
e iel ea g
IT Service Desk Analyst
MSeoice Dkt o] o
The Salvation Army Australia
salvationarmy.org.au
Emait AR T
Address: 95-99 Railway Rd Blackbumn, VIC 3130
Phone: (03) 8878 4564 Extension: 34564
Want to know more about our local activities?
Click here to find out! v
o



7. Once you name it will show up as empty in the ‘Edit signature’ field. Please paste the text
that you just copied into the text field.

9.

Signatures and Stationery
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Copy the text Here.

Once that is copied please copy and paste the Red Shield Appeal banner above the email line

and below the website address line. Add some space below the website address and above

the email address by adding a few return carriages. See large circle below.

Then click on the ‘Insert picture’ icon which is located to the right of ‘Business Card’. See

small circle below.
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Insert the Red Shield Appeal eSignature banner (you need to save the file to your folders

first). See below.




10. To hyperlink the Red Shield Appeal eSignature banner, click on the banner first to select it,
then click on the ‘Link’ icon to the far right. See small circle below.
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11. The ‘Insert Hyperlink’ box appears. In the ‘Address’ field, paste in this URL then click ‘OK’.
https://www.salvationarmy.org.au/
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12. Open a new email and go to the Signatures and Stationery box again. You will see that you
now have two eSignatures to choose from (see circle on the left). To set the Red Shield
Appeal signature as default, go to the ‘New messages’ field, click the drop-down menu and
choose ‘Red Shield Appeal 2025 (see circle on the right). Then click ‘OK’.
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13. Now, when you open a new email, the Red Shield Appeal signature is now default.
Your new eSignature should look like this:

> To
Send Ce
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Internal Communications Advisor
Internal Communications Department
The Salvation Army Australia Territory salvationarmy.org.au
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