How To Include Email Signatures On All
Outgoing Messages

Team Role v Q

Name Email Phone
e A Test Demo test@thedemoaccount.com (234) 56
0 Another Test User

D Demo Tester thisisatest@demoaccount.com
e Demo Person teamdemoperson@demoaccount.com
@ Demo Account demo@thedemoaccount.com
@ Demo User demo+cancelled@thedemoaccount.com (234) 56

You can attach your email signature to all outgoing messages
as well as before the quoted text (previous emails in the chain)
in an email reply. This will show you how to select either or both
of those options.

Step 1: Navigate to Settings > My Staff > Team Management.
Step 2: Choose the User you wish to edit and click Edit.

Team Role v Q + Add Employee

Name Email Phone \
° A Test Demo test@thedemoaccoun t.com (234) 567-8910 Edit v

° Another Test Person demo@demoaccount.com Edit v
o Another Test User test@user.col m Edit v

Step 3: In the popup, expand the User Info tab.



Team Management

> User Info /

> User Permissions

> User Roles

> Call & Voicemail Settings
> User Availability

> User Calendar Configuration

Step 4: Scroll to Email Signature.

« Check the two boxes above the “Email Signature”, depending
on what your preferences are.
« Customize the email signature in the customization box.

Email Signature

/
/

Enable signature on all outgoing messages

Include this signature before quoted text in replies

« Save to confirm your changes.



