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The standard Webcertain signature design

We have listed two ways to activate the signature in your email account -
quick and detailed so you can use the method that is best for you. Also
listed are links to videos and guides and if you need further help, please
contact IT support or the design team.

Kind regards,

Your name here

Your job titlefrole here
@ +44 (0) 330 330 95000 @ Webcertain Group Limited

+44 7123 456 789 or LI address Northminster Business Park,
www.webcertain.com York, YO26 6QW
ATRANSPERFECT

Company No. 06721395 v B in

Contents
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https://webcertain.com/brand-tools/asset-library/emails/webcertain-email-signature-2018.msg

Quick activation

This method just lists the actions simply.

a)
b)

Open downloaded signature ‘msg’ file

Select and copy the signature
c) Open ‘Signatures and Stationery’ in Outlook
d) Create ‘New' signature
e) Paste copied signature in the ‘Edit Signature’ panel
f) Edit the following:
1. Your name
2. Job title/role
3. Mobile number OR LinkedIn address URL
g) Save signature
h) Add saved signature to ‘New messages’ and ‘Replies/Forwards’
i) ‘OK'’to close the panel and the signature will be activated for your next email
Please Note!

Arial (Helvetica / sans serif on Macs) fonts only in the signature.

Detailed activation

Explains in greater detail how to add/activate a signature:
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https://webcertain.com/brand-tools/asset-library/emails/webcertain-email-signature-2018.msg
https://webcertain.com/brand-tools/asset-library/emails/webcertain-email-signature-2018.msg

[a] Open downloaded signature ‘msg’ file
The opened file will look like this (depending on which version you choose):

signature-with-linkedin-and-working-hours-only - Message (HTML)

IS Help  Acrobat @ Tell me what you want to do

D :ﬁ (,-\ ﬁ:ﬁ 2 Meeting | ¥ (1] |} ¥ P Find A)) Q
ﬁ(_ E(_ S e i ax
M~ 3] OneNote [ Related ~
- rchive | Reply Reply Forwar ove ategorize Follow | Translate 23 oom
& Junk Arch Reply Reply Forward - 1 > Cat Foll Translat Resd | Z
Al T More ~ - Actions ~ z Up - o Ik seleat - Aloud
Delete Respond Move Tags 51 Editing Immersive  Zoom ~
Tue 14/12/2021 09:43
signature-with-linkedi d king-hours-only

To ~

Kind regards, I

Your name here

Your job title here

Hours: Monday-Wednesday 5:00am-4:45pm

+44 (0) 330 330 9000 Webcertain Group Limited
Connect on Linkedin Northminster Business Park,
Www_webcertain.com York, YO26 6QW
A TRANSPERFECT
Company No. 06721395 v B in
=

[b] Select and copy the signature
Select only the signature area and copy - [Ctrl]+[C]

signature-with-linkedin-and-working-hours-only - Message (HTML)

Message Help Acrobat Q Tell me what you want t"ﬂ"o

F 3 B
Y N ~, [ Meeting ; II x 2 Find ) q
73
QR m > 2 A
_ CEIM ~ ﬂDneNote X [ Related ~
zglunk - Archive Reply Reply Forward o Mave - Categorize Follow | Translate Read Zoom
Al <[l More ~ - Actians = Up ~ . [ Select ~ Aloud
Delete Respond Move Tags N Editing Immersive | Zoom o~
Tue 14/12/2021 0%:43
signature-with-linkedin-and-working-hours-only

To ”~

Kind regards, i

Your name here

Your job title here

Hours: Monday-Wednesday 8:00am-4:45pm

+44 (0) 330 330 9000 Webcertain Group Limited
Connect on LinkedIn Northminster Business Park,
www.webcertain.com York, YO26 6QW
A TRANSPERFECT
COMPANY
companyNo.05721335 | W (@ in
(-]
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[c] Open ‘Signatures and Stationery’ in Outlook
Click the signature button

Untitled - Message (HTML)

Insert Options Format Text Review Help ADOBE PDF  Tell me what you want to do

|™ Follow Up~

' High Importance

X
Exy
~

Paste B I U === == Address Check  Attach Attafh Signature Attach File via
= - - Book Mames File~ ltel Hobe Send & Track ¥ LowImportance o plates
Clipboard Basic Text Mames pbe Send & Track Tags o My Templates A

This will open the ‘Signatures and Stationary’ panel:

Signatures and Stationery

E-mail ignature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: | |
Mew messages: | (none) iv
Replies/forwards: |[r1c|r|e] iv
| Delete || New || Save || Rename |
Edit signature
|EETI—EFI_[E‘£H 9|-1_1-i:” B I U i_}t:tomat.i_c }\f“ = = = |§usiness Card ||__'|;| ‘%
| ~
W
.ok Cancel
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[d] Create ‘New’ signature

Give it a new reference name

[e] Paste copied signature in the ‘Edit Signature’ Panel

Signatures and Sationery

E-mail Sigmatuia  Personal Sationery

Salept signature 1o edit Choose defautt signakure

E-mail gicounk:

|C<]Led

Hew peszages: [nans]

Repliexforwards | pang

L4

[elete | | Hes Lawe | | Berama
Edit signabure
Al 2 I M E = = | Eeversccan | &,
Your Mame Here s
Job Ehlerale here
wdld (0] 330 330 000 Weboeriain Grouap Limged
&44 TIE3 456 T80 or LI address MROENminsher Business Park,
Wi B DS AR COMm York, YOos GO
A TRANEPERFECT
COMPEST W
0K Cancel
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[f] Edit the following:
1. Your name

2. Job title/role
3. Mobile number OR LinkedIn address URL

Kind regards,

Your name here
Your job fitle/role here

; +44 (0) 330 330 9000 Webcertain Group Limited
+44 7123 456 789 or LI address Northminster Business Park,
www.webcertain.com York, YO26 6QW

A TRANSPERFECT
COMPANY

Company No. 06721395 v @ in

[g] Save signature

Gignatures and Stationery

E-mail 5ignature  Parsonal Stabionerny

Selegt signature to edit CRoas
Chosen name E-ma
e News

Repli

Delete | New | Save Rename

Felit sinnatire
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[h] Add saved signature to ‘New messages’
and ‘Replies/Forwards’

Skgnabures amd S1ationeny

E-maail Sgraiure  Parsona) Saticorsery
Sl sigaiura 10 #dit Chaonia dalaul dyraiuid
E-mail grocant | pob-gresveshostain com w |

Mew menssges | Choen pare “*"
ReEpibes Tormerds: I o T — ,_._

Reize Hew Sane Berame

[i] Click ‘OK’
This will close the panel and the signature will be activated.

TOUr Name Here
Jof tifkeroe here

walld (0 350 3 S0 Webceriain Houp Limied
44 7123 456 TED or LI acdress Mthminsier Business Parik,
WA W BT COm York, WiOE SO ﬁ
A TRANIFERFECT
COMPENYT

oK | ancel

Please Note!
Arial (Helvetica / sans serif on Macs) fonts only in the signature.
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Useful Links

Extra resources to help with adding the signature to outlook.

e Microsoft:

e WikiHow:
e WindowsCentral

e Videos

Problem solving:

If the signature has a link colour or is underlined
After editing your LinkedIn URL, it shows blue with an underline:

Kind regards,

Your name here
Your job tiflefrole here

+44 (0) 330 330 9000 Webceriain Group Limited
Connect on Linkedin Northminster Business Park,
www webcertain. com York, YO26 6QW
3

A TRANSPERFECT
c

Company No. 06721395 v B in
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https://support.office.com/en-gb/article/create-and-add-a-signature-to-messages-8ee5d4f4-68fd-464a-a1c1-0e1c80bb27f2
https://support.office.com/en-gb/article/create-and-add-a-signature-to-messages-8ee5d4f4-68fd-464a-a1c1-0e1c80bb27f2
https://www.wikihow.com/Add-a-Signature-in-Microsoft-Outlook
https://www.windowscentral.com/how-create-add-outlook-email-signature
https://www.bing.com/videos/search?q=add+signature+to+outlook&qpvt=add+signature+to+outlook&FORM=VDRE
https://www.bing.com/videos/search?q=add+signature+to+outlook&qpvt=add+signature+to+outlook&FORM=VDRE

Follow these steps to correct

1 Select the whole LinkedIn copy
2 Click on the Underline icon to remove the underline

Delete | Hew Sawe | | Rename

Edlif signabura

=1

= Business Card | 2 B

Y Fll e 1 [u /|

Your Mame Hera A
Job tiie/rale fere

el () 330 330 FO00 Vichoeriain Geoup Limied

Carmect on Linkedin NNl Buseess Par

W wehoetan oom Yok, WORE GO

A TRaNER R
[ S W
DE Can<el
Delete | S | Barzma e
Edif signaturs @

' ) 8 7 u I = | E=Business Card | [ 8,
Your Mame Here B Automatic #
Job tite/rale nere meme-:um

w44 (0 330 3309 IIII IIIII in roug Limited
Cornect on Link/ wm:s.-uiapam

www webcertan | Standard Colors 6 Bow
EN IEEEEN Y
- -
ey Moie Colods.,,

DE Cancel

3 - Open the ‘Font Color’ panel

4 - Choose black

5 - Save changes

6 - Click ‘OK’ to close window panel
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