MEMBUAT STATIONERY & SIGNATURE DI OUTLOOK EXPRESS

1. Buka Program Outlook Express atau klik ISI di desktop
2. Klik Tools seperti tampilan dibawah ini :

Fil= F

Fil= Edit Wiew Help
-~ R = . .
|_-TJ . 8 av “8 b X == jAS) |J:l"| .
Create Mail Reply Reply Al Farward Print Delete SendfRecy Addresses Find
3. Pllih menu Options
I Message  Help
Send and Receive 3
Svnchronize All
Address Book... Ctrl+5ShiFt+B
Add Sender to Address Book
Message Rules r
Accounts. ..
Cpkions ...

4. Pilih menu Compose

#5 Options

| Spelling || Security || Cnnnectin_n,_.___.—u—.:gj.aint_enance |

| Gereral | Read | Receiptz: | Send €| Composs ignatures |
i —

Composze Font

% b ail: I 9 pt. Arial | Font Settings. .. J
s i 9 pt. Arial Font Settings...

Stationery

compozing new HT ML meszages. use the following Stationeny.
Stationery fonts will be used.

[ Mail: l Selact.

[ Mews: I Select..

[ Create Mew... ] [annlnadMnre...]

Business Cards

Include my buzsiness card when creating new messages.
] Mail: Edit..

[ Hews: Edit..

[ Ok ] [ Cancel ] [ Apply ]




i

Stationery

“When composing new HTML messages. use the following Stationeny,.
Stationery fontz will be used.

[Tt ail; I Select...

[ Mews: i Select...
—

(| Create Mew. . [ )| Download Mare.
Muncul tampilan menu Stationery Wizard , klik

= = —
Stationery Setup Wizard | > |
Y“Welcome to the stationery wizard.
Stationery is a ktemplakte For composing HTML messages.
You can include a background pickure and position,
background color, cusktomize the Fonk, and set the margins.
< Back L M ext > .] [ Cancel ]

-S.t_.i;.tin_r:e_ ry Setup Wizard

B ackground
Stationery can have a background picture and a background colar. Haote that the
picture might cower the entire page.

Prewview:
Pickure i

|aleabanr.giF b |

AT

Position: | Top ~ | |Left ~ |

Tile: | Do Mok Tile |
[1zalar

[ IDefault

[ < Back ][ M st - ] [ Cancel ]




8. Pilih Background picture dari file Hari Pelanggan yang sudah di save di computer
anda

Background Picture @
LDDkin:|f¢ﬂLogo V| o * o R3-

o Hari Pelanggan Airlines.gif
___J @Hari Pelanggan Clearence. gif
Recent @Hari Pelanggan Domestic. gif
Hari Pelanggan Freight.gif
Hari Pelanggan Moving & Packing. gif
@Hari Pelanggan Wwarehouse. gif

=

Deskiop

X2

My Docurnents

"

My Computer
‘g File narme: | bl | [ Open ]
by Webwork Filez of upe: | Irnage Files [ brp: ™ gif:" jpg:™ wmf:" sbr;™ art]  w | [ Cancel ]

Kemudian akan muncul tampilan seperti contoh ini

Stationery Setup Wizard

B ackground
Stationery can have a backaround picture and a background colar. Mate that the
picture might cover the entire page.
Presview:
Pickure
iHari Pelanggan airlines. gif b |
Positior: |Bottom  + | [Left v |
Tile: Do ot Tile w |
[ Jcalar
[ JDefault i:_-,f ST
¢ Back ][ Mext > ] [ Cancel




9. Klik sampai muncul complete, ketik nama stationery - Finish

Stationery Setup Wizard E|

Complete
Your Stationery iz complete. Enter a name and click finish to zave vour creation.

,‘,,,--—-'--..,\ Preview:

R Signature| A | ot

Mame:

. [y Skationery)

.'f._;' e
< Back ][ Finizh ][ Cancel

10. Kembali ke menu Compose — Stationery

Seting menu stationery dengan menggunakan dan ubah setingannya

agar menjadi seperti ini

Stationery

When composzsing new HTML meszages, uze the following Stationery.
Stationery fonts will be uszed.

b ail: l FF: Signature [ Select...

]
Mews: | RF Signature [ Select... ]
]

Create Mew. .. ] [Du:-wnlu:-au:l fare..




11. Klik , kemudian klik menu Signatures

&5 Options

Spelling

Security

Connection

General

Fead

|| Feceiptz

Send ||

Compoze

b sintes [
Signatures

Signature settings

S

Add zignatures to all outgoing meszzages

Don't add signatures to Repliez and Forwards

Signatures

M ew

Remowe

R enarne

E dit Signature

B

Text

File |

Set az Default

Advanced...

Browse. .

J [

[ ok

Cancel

J [

Apply

J

12. Klik , akan muncul nama signaturenya contoh :Signature #1

= Options

[ Speling { Security { Connection [

b aintenance

I General || Read " Receipts " Send "

Compose |

Signatures

Signature zettings
[] Add signatures to all outgoing meszages

Don't add signatures to Repliez and Forwards

""-._‘__l__‘__‘__

Signaturei_,_,...-——-"'__ __‘—____'"""'--..
( Signature #1 D efault signature -\l

__——“"/

Remowe

F ename

=
o
b3

E dit Signature

[% 0 Text

IFile |

Set az Default

Advanced...

Erowse. ..

Cancel

J

[ ok

J

Apply

]




13. Ketik di bagian Edit Signature —Text
Edit Signature

[ ® Test Cet az Default
g

o
! File

Menjadi seperti contoh berikut ini

E dit Signature

. & Text [ egarﬂs,
Meny Sutriana
Customer Technalogy & Support -ITD

) File

14. Seting bagian menu Signature Settings seperti dibawah ini

Signature settings

=3 Add gignatures to all outgoing meszages

[]Don't add signatures to Feplies and Forwards

15. Klik Apply dan OK

Selamat Mencoba ©



