Rhodes University email signature instructions

Below is an example of the new RU120 signature:

@ Name Surmame
Position Held

RHODES UNIVERSITY Faculty/Department

Rhodes University

E+27 (0) 46 603 *** f. +27 (0) 46 603 **=**
Building, Street Address, Makhanda, 6139

Iﬂ'l ™
, A PR
s PO Box 94, Makhanda, 6140, South Africa
RU WWW.Iu.ac.za
19043034 - VEARR

You will need to edit some information to use successfully.
Please see instructions on page 2.

Please visit the following link to find the new RU120 signature:

https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignatur
el

Below is a video tutorial URL for inserting your signature into your Google Mail and
Outlook alternatively follow instructions provided in page 2 of this document.

https://youtu.be/QqNn6fF9ba8

Below is an example of the new RU120 signature with marketing:

@ Name Surname
Position Held

RHODES UNIVERSITY Faculty/Department
Where leaders Lar Rhodes University

t+27 (0) 46 603 *™ f: +27 (0) 46 603 ™
" Al Building, Street Address, Makhanda, 6139
s PO Box 94, Makhanda, 6140, South Africa
RU 9b WWW.ru.ac.za
1804-2024 [N (N Y¢S

APPLICATIONS
ARE NOW OPEN

Visit www.ru.ac.za
for more information

Please see refer to the above video tutorial for this set up.


https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/
https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/
https://youtu.be/QqNn6fF9ba8

Instructions

Set up your email signature once, and every time you send a message, people will know the
best way to contact you. You can also add other critical information in your email signature,
such as your website address and disclaimers you're required to send.

Here's how to create your email signature in Outlook and Gmail so you don't have to keep
typing the same information over and over again.

Create a New Email Signature on Gmail.

You can create multiple email signatures in Outlook - one for each email account or a
different signature for different canned replies.

1. Log into your Gmail using your Rhodes University email credentials. Click on the
“Settings icon” as indicated below.

® Active ¥ @ HH - o

1of 315 > E

2. Click on “See all settings”.

oriver @ @ i ¥ @

>
See all settings
E g
. Apps in Gmail 9
Chat and Meet .
Customise »
[ ]



3. Click on the “General” tab.

Settings

abels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP  Add-on:

Language:

Phone numbers:

Maximum page size:

Undo Send:

Rhodes University Mail display language: | English (UK)

Show all language options

Default country code: | South Africa V|

Show conversations per page
Send cancellation period: seconds

4. Scroll down to find the “Signature” section and click on the “Create new” button as

indicated below.

My picture:
Learn more

Create contacts for auto-complete:

Your Google profile picture is visible across Go
. You can change your picture in About me.

@ When | send a message to a new person, add them
3 I'll add contacts myself

ignature:
appended at the end of all outgoing messages)

earn more

No signatures

+ Create new

Personal level indicators:

Snippets:

@ No indicators
) Show indicators - Display an arrow ( » } by messages ¢

@ Show snippets - Show snippets of the message (like G

5. Give your signature a name and click on the “Create” button as indicated below.



Name new signature

|F!U Signature]| |

6. Visit the URL provided below (Same one as on Page 1 of this document), then using your
keyboard Press CTRL + A to select all the content (Please note: this process is preferable
because once you highlight using your mouse some html elements get left out) the RU
Signature and Copy ( By pressing “CTRL+C”, please do not right click and copy as this will
cause issues).

https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignatur
e/

(& 8@ ru.acza/communications: ancement/communications,/w ols/rusignature/

! Gmaill + YouTube & Maps JJj RU

+27 (0) 46 603 =** £ +27 (0) 46 603 ==
Building, Street Address, Makhanda, 6139
PO Box 94, Makhanda, 6140, South Africa
.MU.ac.Z8

7. Navigate back to Gmail Signature field and Paste (By Pressing “CTRL + V” from your
keyboard. Please do not use your mouse to right click and Paste) on the signature area as
demonstrated below. Remember to edit the current signature details to match your


https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/
https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/

Mame Sumame
Position Held
Faculty/Departiment

RU Signature g M @

RHDDES UNI\"'ERSI'I"\"

27 (M 48 A0A **=* £ +27 () 4R /N3 ==*=*

SansSerif ~ 7T~ B I U A~ & [L =
+ Create new

Cimnatira Adafanlie

8. Remember to set your “Signature Defaults” as shown below.

Alumni House, Lucas Avenue, Makhanda, 6139
AR

AL
RU Signature Z W RL'],b PO Box 94, Makhanda, 6140, Sauth Africa

WWW.ril.ac.za Iﬂ

Serif T~ B I U A~ & @ =~ =
-+ Create new
Signature defaults
FOR NEW EMAILS USE ON REPLY/FORWARD USE
| RU Signature V| | No signature V|
. Mo signature . )
Insert signature before the (g Signature phove the *--' line that precedes it.

9. Save changes and you are done!.



AL g e 'R [

« Plain Text

[J Only send a response to people in my Contacts

[J only send a response to people in Rhodes University

Save Changes | Cancel |

Create a New Email Signature on Outlook.
You can create multiple email signatures in Outlook - one for each email account or a

different signature for different canned replies.

1. Click New Email from the Home tab.

£y ") v £ Search

Ly

File Home  Send /Receive Folder View Help  Acrobat

IS Ignore )
] O 28 & S

IEZ Clean Up ~ -
New J| New Delete Archive Reply Reply Forward B4 More v
Email frems~ | $&Junk > Al U

Delete Respond
<
«Favorites All Unread ByDatev T
Inbox v Today

2. Click Signature > Signatures... on the Message tab.



Message Insert

1

? B T U & i

] Basic Text
To
Cc

Options

Format Text

Review Help

5

Address Check
Book Mames

Mames

Acrobat @ Tell me w

!

| S

Attactl |Signature Request Al
File ~ = Signatures
I gl
Signgures..,

3. Click the New button in the Signatures and Stationery window.




signatures and Stationery

r Ea
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
B E-mail account:  ghama antoni@ru.ac.za v
New messages: (nang) )
Replies/forwards: p— j
v
Delete Mew Save Rename
Edit signature
Calibri (Body) i | [0 V_: B I U Automatic 2 & Business Card -1y
|
ignatyr mpk

Cancel

4. Type in a name for the signature and click OK. For example, "Work Signature".

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

Choose default signature

& E-mail account:

ghama.antoni@ru.ac.za
New messages: (none)
Replies/forwards: thone]
v
Delete Save Rename
Edit signature MNew Signature [4 *
S [EOd)f] bl | (L1 v:l B 1 |& = Business Card =i8
oK [ Cancel
ignatur mpl

oK Cancel




5. Visit the URL provided below (Same one as on Page 1 of this document), then using your
keyboard Press CTRL + A to select all the content (Please note: this process is preferable
because once you highlight using your mouse some html elements get left out) the RU
Signature and Copy ( By pressing “CTRL+C”, please do not right click and copy as this will
cause issues).

https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignatur

el

! Gmail +» YouTube (4 Maps

+27 (0) 46 603 *** . +27 (0) 46 603 ==*
Building, Street Address, Makhanda, 6139
PO Box 94, Makhanda, 6140, South Africa

6. Navigate back to Outlook and Paste (By Pressing “CTRL + V” from your keyboard.
Please do not use your mouse to right click and Paste) on the signature area as
demonstrated below.

Signatures and Stationery 4 *

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
a| E-mail account: ghamaantoni@ruacza
New messages:  none

Replies/forwards: (none)

Delete Mew Save Eename
Edit signature
Calibri (Body) vlin B I U Automatic “|II=| = = |[Edpusinesscard | (13 &,
s Name Surname l
k\// Position Held
Faculty/Depariment

Rhodes University
L+27 (0) 46 603 *==* f. +27 (0) 46 603 *==
\ Building, Street Address, Makhanda, 6139
.,"E PO Box 94, Makhanda, 6140, South Africa

RU - Www.ru.ac.za

RHODES UNIVERSITY
Where leaders bam

oK Cancel


https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/
https://www.ru.ac.za/communicationsandadvancement/communications/webtools/rusignature/

7. Change the details to match yours.

Edit signature

Arial ~“o ~|e r u N - = = = |Elpuwinesscard |2 &

S —— £+27 (0) 46 603 *** f- +27 (0) 46 603 ==

PO Box 94, Makhanda, 6140, South Africa

200
RU b WWW.Iu.ac.za

oK Cancel

8. Click on the “Save” button and remember to select your signature name for “New
messages” and “Replies/forwards”.

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account:  ohama antoni@ru.ac.za v
New messages: fl gy signature G
Replies/forwards: § py) signature F
- (none a
Delete Mew Save Eename
Edit signature v
Calibri (Body) “inivl|lB I U Automatic vEl = = !l_-gnmm—ﬁ-g_
Name Surname I
Position Held
8 Faculty/Depariment
QS BYISTY | o ey
t+27 (0) 46 603 *=** f. +27 (0) 46 603 *™**
\l Building, Street Address, Makhanda, 6139
[/ % | PO Box 94, Makhanda, 6140, South Africa
RU] N Www.ru.ac.za

Get signature templates

8. Click on the “Ok” button and you done!
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