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Personal Communication

EMAIL COMMUNICATIONS

Emails should utilize the font Arial with a plain, white Please use the provided
background. The email signature template should be Word Document found
used by all employees and should not be altered. on the employee portal
Individuals wishing to personalize their signature as a template for your

should do so in the text above their signature. email signature. WORD

LittleLeague.org/Employee

HOW TO SET UP YOUR EMAIL SIGNATURE

Open Outlook > Click File > Options > Mail > Signatures.

Click the signature you want to edit, copy and paste

the new email signature template into the Edit
signature box, then make your changes to the template
in the Edit signature box.

When you’re done, select OK > OK.
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@ Change the settings for messages you create and receive.

Compose messages

Change the editing settings for messages. Editor Optiens...

LCompose messages in this format: | HTML =

abc [] Always check spelling before sending Spelling and Autocorrect...

lgnore original message text in reply or forward

/ Create or modify signatures for messages.

%
A IC Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Outlook panes

E Customize how items are marked as read when using the Reading Pane. .
Reading Pane...

Message arrival
When new messages arrive:
Play a sound
[C] Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert
[_] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

0K Cancel

Signatures and Stationery

E-mail Signature

Select signature to edit

Personal Stationery

Choose default signature

Work Signature E-mail account:

Delete

Edit signature

Arial

Mew messages: (none)

Replies/forwards: none

Rename

Automatic = | [55)Business Card L_|l;| fl?:b

First Name Last Name

Title

Little League International

921 x1111 m. optional
a. 539 ighway 15, Williamsport, PA 17701
w: LittleLeague.org
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