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Desktop/Laptop

1. Save the image of your choice by clicking ‘Download this image here’ as

well as right clicking the image and clicking ‘Save image as’.

Protect your people
while protecting

Protect your people

while protecting
your business. e

Contact me to find out how FlexSave can ) -
provide medical coverage for your employees. / ;

2. Open your Outlook Email and click on the ‘File’ Tab.

File Home Send / Receive Folder View Add-ins Help Mimecast
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2 To Manager = jr ~
New N g =1 Rules

Email ltems

£z~ .
Delete Archive Reply Reply Forward Share to
o~

I Team Email

New Delete Respond Teams Quick Steps ] Move

— Assign Unread/
v Follow Up ~
All E"|;| b7 Teams OneNote Policy ~  Read Ftl el

Tags



3. Click on ‘Options’.
HUB

© Account Information

{n) Info

Open & Export “ Microsoft Exchange

- Add Account

/O Account Settings
Sy e Change settings for this account or set up more
oo Account connections.

Settings ~ = Access this account on the web.

Save As

https://outlook.office365.com/owa/hubfinancial.com,
"  Get the Outlook app for i0S or Android.

Save Attachments

Print
Change
|] Automatic Replies (Out of Office)
= Use automatic replies to notify others that you are out of office, on vacation, or
Automatic net available to respond to email messages.
Replies

Mailbox Settings
Manage the size of your mailbox by emptying Deleted tems and archiving.

C3

Tools

=  96.2 GB free of 99 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive

inl

Manage Rules | updates when items are added, changed, or removed.
& Alerts
= Slow and Disabled COM Add-ins
=
=45 Manage COM add-ins that are affecting your Outlook experience.
Manage COM
Add-ins
frad Manage Add-ins
e Manage and acquire Web Add-ins for Outloak.
Manage Add-

Office Account :
ins

Feedback

Exit

HUB Security

4. A new window will pop up. Click on ‘Mail’.

Outlook Options ? X
General o— - - . =
ES_TIQ General options for working with Outlook.
Mail
Calenda Cloud storage options
Groups Store my Qutlook settings in the cloud ©
Peopl
sope User Interface options
Tasks
When using multiple displays: @
Search (® Optimize for best appearance
Language () Optimize for compatibility (application restart required)
Accessibility Show Mini Toolbar on selection (&
Enable Live Preview (&
Advanced

ScreenTip style: | Show feature descriptions in ScreenTips '|

Customize Ribbon

P li f Microsoft Offi
Quick Access Toolbar SR A s e

Add-ins User name: ‘Pequegnat,, Peter |

Initials:

Trust Center
[] Always use these values regardless of sign in to Office.

Office Background: | Circles and Stripes  ~
Office Theme: Colorful -

Privacy Settings




5. Click on ‘Signatures’.

Outlook Options

x HUB

Customize Ribbon
CQuick Access Toolbar
Add-ins Outlook panes

Trust Center

Message arrival

F ‘When new messages arrive:
'Dﬁ [ Play a sound

[] Briefly change the mouse pointer

Show an envelope icon in the taskbar

[] Display a Desktop Alert
[ Enable preview fo

Conversation Clean Up

G | - .
enere e Change the settings for messages you create and receive.
Mail
Calendar Compose messages
Groups Change the editing settings for messages.
Peaple Compose messages in this format: | HTML
Tasks
abc

Search [[] Always check spelling before sending

Ignore original message text in reply or forward
Language
Accessibility o

Create or medify signatures for messages.
Advanced

Aa Use stationery to change default fonts and styles, colors, and backgrounds,

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

Editor Options...

Spelling and Autocorrect...

‘ Signatures...

Stationery and Fonts...

Reading Pane...

6. Click on the ‘insert image icon’.

Signatures and Stationery

E-mail Signature  Personal Stationery

E-mail account: |

Select signature to edit

John Smith

Eename

Edit signature

calibri (Bady)

John Smith
123-456-7350
Jlohn.smith@email.com

| B I U |§ = = | [EdbusinessCard | [ &
W

Get signature templates

Choose default signature

Mew messages: |[none]

Replies/forwards: |[none]

ok || cancal




7. Select image and click ‘Insert’.

E nsert Picture

4~ &= %« OneDlrive - HUB International Limited » Pictures

Organize » New folder

3 Quick access
|§| Documents

o BT
Protect
Employees -
Email Banner
2.png

=/ Pictures
HubFinancial
Video Productions
Video Assets
Newsletter Videos
MIF
C&(C - April 26-27

[ Desktop

Investing in Your Business

LU S U U U O

PDF Guides

The Better Fit for Businesses

E Microsoft Qutlock v

. HUB

File name:

8. Click ‘OK’ to save your changes.

E-mail Signature  Personal Stationery
E-mail account:

Select signature to edit

v | & O Search Pictures
=~ [ @
~ | | All Pictures (*.emf;*wmf* jpg:”
Tools = Insert |v Cancel

T~

John Smith

Hew

Delete

Eename

Edit signature
Calibri (Body) w1 |w|| B T

=

Automatic

v

[=] Business Card ’__||;| %

John Smith
123-456-7850
John.smith@email.com

Protect your people
while protecting

your business.

Contact me to find out FlexSave can
provide medical e for your employees.

Save Get signature templates

Choose default signature

Mew messages: (none)

Replies/forwards: |inone)

~




