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Setting a Signature in the Outlook app
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Overview

Microsoft Outlook is the email platform used by the District. In order to adhere to the Brand Guide
for the Sioux City Community School District, you will need to set a signature in your account
settings. The entire Brand Guide can be found on the district website under Departments:
Communications & Community Engagement.

Quick Start

Open the Outlook desktop app and opening settings to set your signature.
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Name | Position Title

Sioux City Community School District
Department Name or School Name

Ph: (712) XXX-XXXX | Cell: (712) XXX-XXXX
www.siouxcityschools.org

CONFIDENTIALITY NOTICE: This e-mail message is intended only for the use of the individual or entity to which it is addressed
and may contain information that is privileged, confidential and exempt from disclosure under applicable law. If you are not the
intended recipient, any dissemination, distribution or copying of this communication is strictly prohibited. If you have received
this communication in error, please do not distribute it. Please notify the sender by e-mail at the address shown and delete or
destroy the original message and any attachments.


http://www.siouxcityschools.org/
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Creating your signature in Outlook

Creating a signature in Outlook is required by the district and it must be in a certain format. The
format is shown in the Brand Guide on the district website. To create your signature, open the
Outlook desktop app.

Click on File and then Options.

I's) s P Search
File Home Send / Receive Folder View Help Acrobat ACCOUnt {nform atlon

M

e E IFZ Clean Up =l 1 &1 &

%
Email ltemsv | SO Junk~ m

siouxctysehools.com

J chang

Hew Delete Respond Account Settings
< o Change setings forthis account o set up more
3 Aceount ctons.
vFavorites Al Unecad ByDate~ 1 s | e iscsun o the e
Inbox We didn't find anything to show here. M« T fh : «M e
® Getthe Outiook app foe 05 or Andeoid,
Sent ltems —_—
Change
Deleted ltems
Iml Automatic Replies (Out of Office)
New Accounts el Use sutomatic replies 1o notify others that you are out of olfice, on vacation, of
Automatic | ot avallable o respend o emall messages.
Replies
v blums@live.siouxcitysch...
@ ity = Mailbox Settings
» Inbax Cy b i s i 1y i Dot e it
Tools
Drafts s
= 28GBhecot 968
Sent tems
Rules and Alerts
> Deleted ltems al e R it i d
; MansgeReks | s wheniims s ke changed, removed
Cashouts 57
B Slow and Disabled COM Add-ins
Clutter ) & .,
Manage COM
3 Conversation History A,
e Manage Add-ins
Junk Email [170] 5 Manage s acaiee Web Adek-in for Gutlook
Mansge Add-
> Outbox e
RSS Subscriptions
Snoozed
Undeliverable
» Search Folders
7 w0
Change the setimgn for mesage pou Teate and e,
L immgenr v g
£




n Sioux City Community School District November 21, 2022

In the Signatures and Stationary window, click on New. In the New Signature form, fill in your
signature using the Brand Guide format. You can insert the template below and modify it to your
name, title and phone number. Then click OK.
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Name | Position Title

Sioux City Community School District
Department Name or School Name

Ph: (712) XXX-XXXX | Cell: (712) XXX-XXXX
www.siouxcityschools.org

CONFIDENTIALITY NOTICE: This e-mail message is intended only for the use of the individual or entity to which it is addressed
and may contain information that is privileged, confidential and exempt from disclosure under applicable law. If you are not the
intended recipient, any dissemination, distribution or copying of this communication is strictly prohibited. If you have received
this communication in error, please do not distribute it. Please notify the sender by e-mail at the address shown and delete or
destroy the original message and any attachments.

Select this new signature for both new message and replies/forwards. Confirm that your signature
is saved by composing a new message. Your signature should be displayed.

Assistance

If at any time you experience issues, please enter a help desk ticket at this link.


http://www.siouxcityschools.org/
https://sccsd.freshdesk.com/support/tickets/new
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