CARA MEMBUAT SIGNATURE

Microsoft Outlook Versi 2003

1. Klik Menu Tools

B 7 - oot Otk

DB B Ve G Db e e Toeanisinfnhep »

lew v 4 X Regly | Re tunll 1 deecewev
JJ it

é} ‘M Tpzamtathlid « J!
Qg I

Wl ‘ Lkf: + ey Fodhow (e (ptrs™ ¥

2. Setelah itu klik Option

Tools | Actions  Help

] Send/Receive 2

Find 3

Lt Address Book...  Ctel+sShift+B
%;ﬁi Organize
lﬁ Rules and alerts. ..

Mailbox Cleanup...

{a] | Empty "Deleted Itemns" Folder

Forms [

Macro »

E-rail Accounts...

Cuskomize. .,

Options. ..




3. Maka akan muncul tampilan sebagai berikut, lalu klik Signature

jAPreFerences ‘iirMaiI Setup> Mail Farmat |VS|:|e||ingv\ﬂASecurityvjj Otherv]

Message Format

;‘;] Zhoose a Format For ouktgoing mail and change advanced settings.

Campase in this message Format:

Use Microsoft OFfice Word 2003 ko edit e-mail messages
[ use Microsoft OFfice Word 2003 ko read Rich Text e-mail messages

[ Internek Formak, .. ] [ International &ptions.. . ]

Stationery and Fonks

'-‘B Usze skationery ko change wour default Font and stvle, change colors,
AC and add backgrounds ko wour messages.

Usze this stationery by default; | <Mone = s |
[ Fonks... ] [ Stationery Picker. .. ]
Signatures
."'-
'f?i Select signatures For accountk: |mai|s.rpxh0|ding.c0m il |
Signakture For new messages: I =Mone > b |
Signakture For replies and Forwards: | =Mane = L |

[ Signatures. .. ]

[ Ok ] [ Cancel ]

4. Setelah itu Klik Tombol New

Create Signature E

Signakture:

Prewview:

Unable to preview selected signature, or no signature selected.

[ Ik, ] [ Cancel




5. Ketik atau isi pada field Signature Text

Edit Signature - [Unises Marvita Totimage (VITA)]

Signature kext

"¢ This text will be included in outgaing mail messages:
4

[

Irises kAoruito Totmoge CWITAD

ITDr - Custormer Technolooy ond Support
PT. Repex Wahono

AP ¥ Center, 7th Floor

II. Ciptort Royo Mo, 39

£ | >

[£

[ Faont. .. ] ’ Paragraph. .. ] ’ Clear ] I Advanced Edit. .. ]

w_ard options

Attach this business card (wCard) to this signature:

| =<Mone = W |

[ Mew vCard from Contact. .. ]

[ oK ] [ Cancel ]

6. lalu Klik Advanced Edit

Edit Signature - [Unises Marvita Totimage (VITA)]

Signature texk

s This kext will be included in outgoing mail messages:
4

| >

|Jnizes bdoruita Totmage AATAD
ITD - Custormer Techrnology cnd Support =
PT. Repex Wahono

RE¥ Center, 7th Floor

Il Ciputot Roywa Mo, 29 w

< | >

[ Fark,.. ] [ Paragraph... ] [ Clear ] [ Advanced Edit... ]

wCard options

Attach this business card (wCard) ta this signature:

| =Mone > w |

[ Mew wCard From Contact. .. ]

[ Ok ” Cancel ]




7. Klik tombol Yes untuk melanjutkan proses

Microsoft Office Outlook

! ": This will launch an editor that is nok park of Microsoft Office Qutlook, Do wou wank to conkinue?

[ Yes ] Mo

8. Klik tombol Insert

5 Urises Harvita Totimage (VITA).htm - Microsoft Word
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9. Klik tombol Picture

Inserk I Formak Tools Tat

Break...

Page Mumbers. ..

Date and Time...
AukoTexk »
Eield...

Symbal...

_Jd Comment

Reference 3

Pickure 3

i,4 | Diagram...

r"*_.—;[ Texk Box

File. ..

Objeck. ..
Bookmark. ..

%! Hyperlink. .. Zhrl+k




10. Klik tombol From File, untuk mencari atau mengambil gambar atau tanda tangan
yang akan digunakan dalam Signature
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11. Setelah data gambar diambil maka akan kembali ke display Create Signature,
seperti dibawah ini, lalu Klik OK

Create Signature E|
Signature:
@ Unises Marvita Totimage (WITA) Edit...
Mew
Preview:
nises Many mage J =
ITD - Custarner Technolooy ond Support i
PT. Repex Wohono
RPE ¥ Center, 7th Floor
. Ciputat Royo Mo, 99
lekorto Seloton 12310 i
< | >
[ (0] 4 l [ Cancel




12. Tampilan akan kembali ke menu utama, lalu Klik OK, maka proses pembuatan
Signature telah selesai.

?)X]

Options

Preferences | Mai Setup| Mail Farmat ISpeIIing Security || Other

Message format
_;] Choose a format For oukgaoing mail and change advanced settings,

Compose in this message Format: |HTML b |

Use Microsoft Office Word 2003 to edit e-mail messages
[[] Use Microsoft OFfice Word 2003 to read Rich Text e-mail messages

[ Inkernet Format. .. J [Internatiu:unal Cpkions. .. ]

Stationetry and Fonks

f Ise skationery to change wour defaulk Fonk and skyle, change colors,
A(* and add backgrounds to your messages,
—

Ilse this stationery by default: | <Mone = w |
[ Fonks., .. ] [ Skationery Picker. .. ]
Signakures
\
5._{; Select signatures for account: |mai|s.rpxhn|ding.|:|:|m w |
Signature for new messages: IUnises Matwita Tokirmar |

Signature For replies and Farwards: |Unises Marvita Tokimag |

[ Signatures. .. ]

I ] Cancel




Microsoft Outlook Versi 2007

Dari menu pilih Options — Mail Format - Signature

F r— I |
Cptions - - -&Igw

| Preferences I Mail Setup | Mail Format | Spelling I Other |

Message format

Choose a format for outgeing mail and change advanced settings.
- ;] Compose in this message format: [HTML v]

Intermet Format. .. ] [ International Options... ]

HTML format

Reduce the file size of the message by removing formatting information
that is not necessary to display the e-mail message N

Rely on CSS for font formatting
[] Save smart tags in e-mail

Stationery and Fonts

Use stationery to change your default font and style, change colors, and
AL add backgrounds to your messages. Ll

[ Stationery and Fonts... ]

Signatures L|

;:f’ Create and edit signatures for outgoing messages, replies and forwards

H [ Signatures... ]

Editor options
;:] Change the editing settings for e-mail messages.

[ Editor Options. .. ]

L (0] J [ Cancel ] Apply

Di jendela Signatures and Stationary — buat baru signature dengan mengklik New
Lakukan editing. Untuk menambahkan logo Hari Pelanggan klik logo Picture di bagian
tengah kanan

Signatures and Stationery M
E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
HSB RPX Hari Pelanggan F E-mail account:  |ppy

Mew messages: HSE RPY Hari Pelanggan El

Replies/forwards: s RPX Hari Pelanggan

Delete ] [ Mew ] Save ] [ Rename ] I
Edit signature
Calibri Body)  [+][11[+]| B 7 © aomate [+]|[E] = = | Gdvusinesscard || &

Hasto S. Baskoro W
Senior Manager [
Information Technology Development

www.rpxholding.com
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Pilih file yang telah di save dari lokasi folder kemudian Klik insert.

) Insert Picture B
(Ll g=[l « HsB#2E) + Documensz » RPXPDA + [ 42 W[ Search REx PO o
Digarze « Fleve Folder =l - I;u ‘ﬁ'
[~ Microsoft Office Outle ©F E = = &y = = =
Hari Pedanggan Hari P=langgan Hari Pelanggan Heri Pelanggan
r Eqvorites Airlires. gif Clzzrence.gif Cramestic.gif Freight.gif
S =3 r -y .
- Libraries Hari Pd'ang_;an Hari Feengg{n
- Mewving & Warshouse.gif
Packing.gif
#% Hemegroup
‘B Computer
*‘H Mebwork
File parrie: w _AII Pictures (*.emf;*.wmf; " jpg;’ 'r;

Togls - Inge=rt |T Cancel |

Pilih Choose Default Signature, buat agar New dan Reply/Forward menggunakan
Signature yang telah dibuat.

Setelah itu klik OK untuk merekam semua hal yang sudah dilakukan.
Kembali ke menu utama dan siap untuk digunakan baik untuk membuat email baru dan
reply / forward, signature footer automatis tercantum logo Hari Pelanggan



