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KNUST EMAIL
SIGNATURE TEMPLATE
SETUP DOCUMENT

Kindly note that the email signature template is to be set up on only official
university email Addresses.

No part of the template should be altered i.e. fonts, colours, images and icons
except for the text mentioned in this document.

Steps to follow

1. Log in to KNUST Mail https://mail.knust.edu.gh

2. Select the Preferences tab on the top navigation bar.

W STAFFM@IL
Contacts Calendar Tasks Briefcase

Reply || Replyto Al | Forward Delete || Spam che | F- Actions »

v Mail Folders
4, Inbox (1926) -
B sent
B3R Drafts (14)
g Junk
T Trash

D support tickets (104)

Searches
Tags

v Zimlets
¥ Emoticons
@ WebEx
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https://mail.knust.edu.gh/

3. Select the Signatures menu tab on the left side navigation.

AFFM@IL

ET] Contacts Calendar Tasks Briefcase Preferences

Save Cancel Undo Changes
v Preferences
G General
i Accounts Name:
=1 Mail enter name
R Filters
.7 Signatures
i Out of Office
@ Trusted Addresses
Contacts
Calendar
Sharing

Nofifications

o g O e

%_J‘m Attach Contact as vCard | ‘a

Import / Export

4. Give your signature a name e.g. KNUST Signature.

" ET Contacts Calendar Tasks Briefcase Preferences

Save Cancel Undo Changes
v Preferences

General

Accounts Mame:  KNUST Signature]
Mail KNUST Signature
Filters

Signatures

Bl <UEFS

QOut of Offiice

5. Switch from Format As Plain Text to Format as HTML.

M@IL

Mail  Contacts  Calendar  Tasks Briefcase Preferences

Save Cancel Undo Changes

v Preferences

% General

2 Accounts Name: KNUST Signature | Format 45 Piain Text + |
= Mail KNUST Signature Format As Plain Text
R Filters Format As HTML.

_p Signatures

i Out of Office

¥ Trusted Addresses
& Contacts

[ Calendar

& Sharing

i Notifications

[,

New Signature || Delete Attach Contact as vCard: HBrnwse || clear

6. Open the template file with any browser (Google chrome, Microsoft Edge, Firefox
etc.)
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@ knust_email_signature_70yrs_ter X +

c @ File | C:/Users/UITS/Documents/KNUST%20email%20Signature/knust_email_signature_70yrs_template_non_academic_staff_alt2.html

Starlight ° FMovies | Watch M... () Payoner Login (5| Squadhelp @ Gumroad g PageSpeed Insights n Only remote jobs TOTALSPORTEK - Ll...  ma Soccer

Full Name .
A Kwame Nkrumah
Position/Rank University of Science
o/

and Technology, Kumasi

7 KNUST 70 YEARS OF GLOBAL IMPACT
' A New Age For A Renewed Focus
1951 et

Full name of department, faculty,
college, unit etc

Mobile:
Office:
Alt. Email:

University Website: knust.edu.gh
Dept/College/Unit Website:

0000

7. Press Control + A to select all items and Press Control + C to copy

@ knust_email_signature_70yrs_ter X +

C @ File | C/Users/UITS/Documents/KNUST%20email%20Signature/knust_email_signature_70yrs_template_non_academic_staff_alt2.html

@ Starlight ° FMovies | Watch M... () Payoner Login (S Squadhelp @ Gumroad g#; PageSpeed Insights Only remote jobs TOTALSPORTEK - Ll..  ma Soccer Liv

& STAFFM@

Mail Contacts Calendar  Tasks Briefcase Preferences

Save | Cancel Undo Ghanges
v Preferences -
i General
¥ Accounts Name:  KNUST Signature ‘Formams HTML =
& Mai KNUST Signaturs [Mudem - ‘ 14pt - | Paragraph  ~ H B ‘ I ‘ U ‘5 ‘ I ‘[1 '|A "[ ‘
R Filters Office email template B 200
—[m-|[s]c]®] )
b Signatures -
£ Out of Office lfolil!ti;l'la'gﬁk é Kwame Nkrumah
! University of Science
@ Trusted Addresses NEZY and Technology, Kumasi
& Contacts Full name qf department, faculty,
college, unit etc
B Calendar
& Sharing . Hhahila- R
(4 Notifications NawS\gnature” Delete | Attach Contact as vCard HBruwss H Clear ‘
% Import/ Export
|4) Shortcuts
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9. Edit and add your details.

Example. For Academic Staff.

Add Full Name John Doe
5 Kwame Nkrumah
Associate Professor University of Science

and Technology, Kumasi

ot

Add Position if available or add

staff rank for non-position Professor of Epidemiology and Global
Health KNUST 70 YEARS OF GLOBAL IMPACT
holders ANew Age For A Renewed Focus
Mobile: +233 (0) 2004-44444
Add rank and full name of your Office: +233 (0) 3220-11111

Department, Faculty, College
Email: johndoe@knust.edu.gh

Contact number(s) Office Email: egh@knust.edu.gh
University Website: www.knust.edu.gh

Add alternate email address and S A
. : - -4232-4

website address of your coIIegg Biarchieats

or faculty or department or unit. Google Scholar

Add research affiliation links if
available e o O @

Add social media links if

available

Example. For Non-Academic Staff

Kwame Nkrumah
University of Science
and Technology, Kumasi

KNUST 70 YEARS OF GLOBAL IMPACT
{ ANew Age For A Renewed Focus
A9 aRat

Add Full Name Jane Doe g

o Senior Administrative Assistant
Add staff rank for non-position
holders Human Resource Division

Mobile: +233 (0) 24432-38457

Add full name of your CO”ege or Alt. Email: janedoe@gmail.com

faculty or department or unit.

University Website: knust.edu.gh
Add contact number (s) and Dept. Website: hrd.knust.edu.gh

alternate email address.

Add website address of your e o O @
college or faculty or department

or unit.

Add social media links if
available
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Example. KNUST Office

Add Full Name of office Secretariat, Office of the .9
' Registrar, KNUST ST,’E'SZS“&“ST.Z.’:Q
Do not Change the post office - : " and Technology, Kumasi
address Private Mail Bag (University Post
Office) KNUST, Kumasi - Ashanti e T N e eueACY
Add Contact number (s), email Region, Ghana T T

address and website address of :
Office Tel: +233 (0) 3224-99897

your college or faculty or Office Email: registrar@knust.edu.gh
department or unit. University Website: knust.edu.gh
Registrar Website: reg.knust.edu.gh
By default, the social media

icons have been linked to the

University's Social Media pages. 0 o @

You can replace social media
links if your college or faculty or
department or unit has active
social media pages.

10. To add social media links, select and highlight appropriate icon. Ensure it has a
blue highlight and select the insert/edit link icon. A quick way to do this is to put
the mouse caret (cursor line) on the left of the icon and press shift + arrow right
key.

Please note: The first icon is for your KNUST staff profile (visit
https://webapps.knust.edu.gh/staff), the second is for Facebook, the third is for
Twitter and the fourth is for Linked In. To remove any of them, kindly select and
highlight the icon and press the delete key.

¥ STATFM@IL

Mail  Contacts  Calendar  Tasks Briefcase Preferences

Save Cancel Undo Changes

v Preferences

§§§ General
£y Accounts Name KNUST Signature [Format As HTMIL ~
= b KNUST signature [sans st~ | apt ~|pecgen - B[ I |U[s|L|A-|A -[=[=[=-s-||= ===
;:““‘ wlelelal—|=- [« +]alo]
ignatures —
o Out of Office n “

@ Tiusted Addresses W
Contacts

B calendar ‘
& Sharing g 3
1 Nofifications New Signature || Delete Attach Contact as uCam‘ HBmwse || clear

& Imnart / Fxnort
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1. Copy and paste your links to the URL section and click Ok.

Calendar  Tasks Briefcase

[ Cancel ] = [ Undo Changes ]

v Preferences

Signatures
.ﬂ General

& Accounts Name: | KNUST Signature |
o ! B CICEEIRT - CEie

R Filters ’x—’JEl*l'l [ [ l [=[=]

| Sonatres

b Out of Office

@ Trusted Addresses

@ Contacts

Calendar

E Sharing E

 ror
% Import/ Export

|A] Shortcuts
— Using Signatures

Target

12. After all changes and edits are done, select your newly added signature for New

Messages and Replies & Forwards. For signature placement select Below
included messages.

STAFFM@IL

Mail Contacts Calendar Tasks Briefcase Preferences

Save || Cancel Undo Changes
v Preferences

Gk General

¥ Accounts MName: KNUST Signature

B Mail KNUST Signature

— =
g
3
2
T
El
2
=
4

[
| sans serit vlﬁpl v‘F’aragraDh - H B‘I ‘ U ‘-S-‘Ix”i "ﬁ '||§‘E = 'lE "“H::lgl::
T o [sea—m" (8o

#

o Out of Office

Y Trusted Addresses

g Coacs //“I e o o @

B3 calendar ‘

@ Sharing »

i = ew Signature || Delete ach Contact as vCard: rowse sar

4 Nofifications New Signat Delets Attach Contact as vCard B cl
& Import / Export

|£) Shortculs
“ 4 July 2022 s

- _ R _ . - New Messages Replies & Forwards

26 27 28 20 12 Primary Account | KNUST Signature  + | | No signature -

204 5 6 7 8 9 " No signature |

10 11 12 13 14 15 16 Signature Placement  [KNUST Signature | fsages @ Below included messages

17 18 [18] 20 21 22 2

13. Save your newly created signature. Your signature will appear beneath all new
messages.

TAFFM@IL,

Mail Contacts Calendar Tasks Briefcase Preferences

Save Cancel Undo Changes

v Preferences

&6y General

¥ Accounts Mame:  KNUST Signature
G Mail KNUST Signature

| sans Serif = | 8pt ~ | Paragraph '||B|I|Q|-5|Ix“ﬂ '|P‘
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