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Chapter 1

Getting Started




Exclaimer Signature Manager
Outlook Edition Overview

Exclaimer Signature Manager Outlook Edition allows you to create great looking, professional
signatures centrally (including company branding, legal disclaimers and promotional content) for use
in all email messages sent from Microsoft Outlook and Microsoft OWA [pg.101].

How does it work?

Within Exclaimer Signature Manager Outlook Edition, a signature is not just a block of contact
information for the message sender. In this context, a signature is comprised of three distinct parts:

e Signature (business card content)
e Campaign (sales / promotional content)

e Disclaimer (legal / corporate) content

These parts are defined in separate Outlook policies which are combined (when given criteria are met)
to form the final signature. An Outlook policy can be thought of as a set of rules which are used to
control how signatures are applied to email messages. It includes:

® The policy type - signature [pg.104], campaign [pg.108] or disclaimer [pg.110]

e The circumstances under which the policy should be triggered (using conditions [pg.124],
exceptions [pg.129], date range [pg.132] and next policy [pg.134] options)

e Signature content (using templates [pg.189])

® How the signature should be deployed [pg.343]

You can create as many policies as required - for example, you might choose to apply different
campaign content for each department within your organization. In this situation you could create
one signature and one disclaimer policy for all users, but a separate campaign policy for each
department.

Similarly, some users may not require any campaign material; therefore you would define a signature
where only signature and disclaimer content are applied.

When Exclaimer Signature Manager Outlook Edition is installed and appropriate deployment options
[pg.343] have been set, it is running in the background all of the time. Any new or updated signatures
are copied to a specified deployment folder (the network share) and then deployed to users

automatically.
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So, when a user chooses to create a new email message (or if they choose to reply to / forward a
message), they will see any applicable signatures in their message.

If more than one signature applies, the last one processed will be used but users can right-click (on
the signature) to view / select from a list of additional signatures. If required, users can amend the
content of a signature within their message.

But That's Not All...

Exclaimer Signature Manager Outlook Edition includes a library of professionally designed signature,
campaign and disclaimer templates which can be used as-is, or as a start point for creating your own
versions. Templates are created and edited using an intuitive template editor [pg.208], which will be

familiar to anyone who has worked with Microsoft Outlook.

Versions are created in HTVIL, RTF and Plain Text formats, with an instant preview [pg.197] feature so
you can see how your template will be displayed in email messages, at a glance. With the ability to
include tables, images, RSS feeds and dynamic Active Directory fields, you can be as creative as you
want to be.

And There's More...

A key benefit of using Exclaimer Signature Manager Outlook Edition is the ability to apply smart,
sophisticated signatures throughout your organization, helping to create a professional, consistent
brand image. But what happens if users define their own signatures locally, using standard options in
Microsoft Outlook?

Exclaimer Signature Manager Outlook Edition allows you to control Outlook mail format settings

[pg.112] for all users so that every new, replied or forwarded email complies with your organization's
house style. This is achieved with Outlook mail format policies; with this type of policy you can control:

e |Message format options [pg.113] - control the default format for message composition and
preferred editors to be used.

e Message font options [pg.114] - enforce your organization's house style by specifying default font
settings for new messages, together with replies, forwarded messages and plain text email.

e General Outlook options [pg.114] - choose whether any signatures or stationery that a user might
have set locally are retained or overwritten by Exclaimer Signature Manager Outlook Edition.

Having defined your templates and policies, there's no need to worry about complicated testing
processes, since Exclaimer Signature Manager Outlook Edition includes an intuitive policy tester
[pg.180]. This simulates the generation of signatures for given Outlook users, so you can quickly see if
policies are defined correctly.
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Closing Exclaimer Signature
Manager Outlook Edition

The Exclaimer Signature Manager Outlook Edition application does not need to be running for policies
to be processed. To close Exclaimer Signature Manager Outlook Edition, select exit from the file menu

at the top of the Exclaimer console [pg.66].
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Chapter 2

Installation &
Deployment




Installation Overview

The installation process for Exclaimer Signature Manager Outlook Edition is very straightforward,
using an installation wizard to copy required files and complete most setup behind the scenes.

Once the installation is complete, you may need to complete a few additional steps, depending upon
how you wish to deploy signatures from Exclaimer Signature Manager Outlook Edition to your Outlook
users. There are two possible scenarios to consider:

e  Within your organization most users log on to your domain via Microsoft Outlook but some
occasionally use OWA. In this situation, set deployment (via a .BAT or a \VBS file) as a logon script
[pg.29] or a Group Policy Object (GPO) [pg.31].

_or—

e  Within your organization most users typically use OWA and rarely log on to your domain via
Microsoft Outlook. In this situation, set deployment (via a .BAT or VBS file) as a logon script [pg.29]
or a Group Policy Object (GPO) [pg.31]. This sets ExSync for the relatively few users who log on to
your domain and you should then configure OWA settings to use server updates - see updating
OWA signatures from the server [pg.33].
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The Installation Process

With both deployment scenarios (described above) in mind, the following diagram summarizes the
installation and setup process for Exclaimer Signature Manager Outlook Edition:

(2)
Complete the setup
wizard

()

Check ExSync setup

4) 4)
Deploy via logon script - Deploy via GPO

Only required if most users
access email via OWA
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% If you have remote users (i.e. people who access your network using their own computers
i off site), you may also wish to configure signature deployment for remote users.

Here, steps 1 to 4 are mandatory, irrespective of how most users access their email. Then, step 5 is
only required if most people use OWA, or if you are using Exchange 2013 or Office 365. Step 6 is
entirely optional.
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Configuring OWA

If you wish to update O\WA signatures, the machine used for the Exclaimer Signature Manager Outlook
Edition installation should be one of the following:

A dedicated machine with Microsoft Outlook installed.
A machine with the Exchange Management Console installed.

An Exchange 2003 server.

An Exchange 2007 server with a MAPI Client (such as Microsoft Outlook) or the MAPI Collaboration

Data Objects installed.
An Exchange 2010 server.

An Exchange 2013 server.
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The Installation Wizard

The installation process for Exclaimer Signature Manager Outlook Edition is completed using a familiar
'wizard' approach to guide you through each process, step-by-step. This process includes the
Exclaimer license agreement and copies files to your preferred destination folder. Once complete, you
can use the application for five days, after which you must register for a 30 day trial [pg.73] to continue

using Exclaimer Signature Manager Outlook Edition.
To complete the installation wizard, follow the steps below:

1. Double click the setup file to start the installation process:

Pres the sp buton o sl Ecane Sgnae

Welcome to Exclaimer Signature Manager Outlook
Edition setup.

2. Click setup to display a welcome message:

Welcome to the Exclaimer Signature
Manager Outlook Edition Setup Wizard

The Setup Wizard will install Exclaimer Signature Manager
- Outlook Edition on your computer. Click Next to continue or
A Cancel to exit the Setup Wizard.
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3. Click the next button to view the end-user license agreement:

End-User License Agreement
Please read the following license agreement carefully

License agreement

BEFORE YOU PLACE A CHECK IN THE "I ACCEPT THE TERMS IN
THE LICENSE AGREEMENT" CHECKBOX AND INSTALL THE
SOFTWARE, CAREFULLY READ THE TERMS AND CONDITIONS OF
THIS LICENSE. BY PLACING A CHECK IN THE "I ACCEPT THE
TERMS IN THE LICENSE AGREEMENT" CHECKBOX AND BY
INSTALLING THE SOFTWARE YOU ARE CONSENTING TO BE
BOUND BY AND ARE BECOMING THE LICENSEE TO THIS
LICENSE. IF YOU DO NOT AGREE TO ALL OF THE TERMS OF THIS
LICENSE, CANCEL THE INSTALLATION AND DO NOT INSTALL OR

L e s —

["11accept the terms in the License Agreement

4. Having read the license agreement, check the | accept the terms in the license agreement box and click
next to specify a destination folder for installed files:

Destination Folder
Click Next to install to the defautt folder or click Change to choose ani

Install Exclaimer Signature Manager Outlook Edition to:

lC:\Program Files x86)\Exclaimer Ltd\Signature Manager\

From here you can accept the default folder, or click to specify a new location.
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5. Click next to review:

Ed

Click Install to begin the installation. Click Back to review or change any of your installation
settings. Click Cancel to exit the wizard.

6. Click the install button to perform the installation. Progress is displayed on screen and final
confirmation is shown upon completion:

Completed the Exclaimer Signature
Manager Outlook Edition Setup Wizard

Click the Finish button to exit the Setup Wizard.

-‘1 [ Launch Signature Manager Outlook Edition Console

7. Click finish to close the wizard. If you are installing Exclaimer Signature Manager Outlook Edition for the
first time, the setup wizard [pg.22]is launched. You should complete this wizard to create your first
policy and get started with Exclaimer Signature Manager Outlook Edition.
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The Setup Wizard

Having completed the installation wizard [pg.19] for the first time, the setup wizard is launched
automatically. This wizard takes you through the basic setup required to create your first signature
policy and get started with Exclaimer Signature Manager Outlook Edition. To complete this wizard,

follow the steps below:

1. The first stage of the setup wizard displays summary information about the process:

% Exclaimer Signature Manager Outlook Edition Setup Wizard

[ Welcome Welcome

& Deol e to the Exclaimer Sigr Manager Outlook Edition Setup Wizard

[l New Policy Setup

[ Conditions mmnmmwafmmwsmuwmwwmmmmmmﬂ
policy for creating signatures for your Outlook users

[ Select atemplate

3 Templat ; During this wizard you will set up:

[ Finished * A Signature Policy. This consists of a template of text and/or images that is used to generate Outlook Signatures for users that
meet one or more conditions.

+ A Deployment Folder. Signatures are created as zip files in a shared network folder. You can then quickly and easily configure
mmnmmmmmmmmmm

P e ] [ o |

2. Click next to move to the next stage and set a deployment share. This folder is primarily used to store
signatures (as generated by Exclaimer Signature Manager Outlook Edition) in the form of a zip file, and
for users to access the ExSync [pg.27] agent.

When choosing a deployment share you should ensure that the specified drive has enough disk
space to store signatures for all users in your organization. Signatures are generated according to
a specified update interval [pg.350] and stored in the deployment share.
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Therefore, if you have 1000 users, 1000 ZIP files will be created and stored:

\% Exclaimer Signature Manager Outlook Edition Setup Wizard

1 Welcome Deployment Share

B Depl Share Specify a deployment location for your signatures and settings.

[l New Policy Setup

[ Condiions mwhmwmmmmdeamm“mmmua
2 wmmmm)ummmmmmmmhm)mmwm

[ Select a template ExSync is usually called from the users' logon script and run from this same shared network-

[ Template preview

[ Finished All users requiing a signature should have access to the shared network folder.

Depl share:
I %)

Local paths (C:\, F:\, etc.) are not supported for deployment. You must
specify a UNC path - \\servername\networksharedfoldername).
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3. Click next to move to the next stage and review setup required for your first policy:

% Exclaimer Signature Manager Outlook Edition Setup Wizard
1 Welcome New Policy Setup
1 Degk Share Set up a policy to create Outlook Signatures
3 New Policy Setup
[ Conditions ‘You are now ready to set up a policy that creates Outlook Signatures for users that meet specific conditions.
I3 Select a template A policy consists of a set of conditions and a signature template.
[ Template preview Thesddcwxﬂlmsdowyoumq)edyvhd\mwlmvhdl&ﬂooksm
signature template is made up of text, images and/or Active Directory fields. This content is used to create a signature for users
[J Finished mamm;adm
The wizard will defautt to a condition that creates an Outlook Si for *Admir . fortesting You may change
this if desired.
’ | <tk [[Het> ]| Goredl |

4. Click next to set conditions [pg.124] for your first policy. You can update this policy at any time after
the installation, so if you are not sure what to set now, simply accept default conditions and continue:

% Exclaimer Signature Manager Outlook Edition Setup Wizard
1 Welcome Conditions : . .
B Dek s Specify the Outlook users that you wish to receive the signature.
Policy Setup
ekt o Select condition(s) ()
7 [ Outlook user is anyone
I Select atemplate [¥] Outlook user is a specific person
[ Template preview [ Outlook user is @ member of an Active Directory group
[ Finished [ Outlook user is @ member of a Domain or Organizational Unit
["] Outlook user has one or more specific Active Directory attributes
#f Edita condition by clicking an underlined value
Policy applies to Outlook Users that:
are in the following list: Administrator
" Apply policy when all conditions are met
‘@ Apply policy when any condition is met
. | <ok |[Chez ][ ool |
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5. Click next to move to the next stage and select a template [pg.189] to associate with your first policy.
A number of standard templates are provided but you can update your selection at any time after the
installation. If you are not sure what to select at this point, simply accept the default and continue:

% Exclaimer Signature Manager Outlook Edition Setup Wizard

Welcome Select a template
7D Share Choose a template for creating your signature.

B3I New Policy Setup
B Condtions |0 Sinatures

[ Select a template 5] Sample01

Il Template preview ] Sample002 Karen Green | Marketing Manager
(] Finished |1 Sample003

[-] Sample0o4

[ Sample005

D Sample006

D Sample007

[ Sample008

-] eSpiral

-] Orbitlilustration

] Tapestry

=] xChangeUK L
Iﬁl Campaigns |

|| RSSFeed

|21 Static Banner Ad
0] Disclaimess |

D imn Aot 100K

[ <Bock [[ Newt> || concel |

6. Click next to preview the selected template, to see how it would be shown in a signature:

PSS

Orbit illustration

% Exclaimer Signature Manager Outlook Edition Setup Wizard

1 Welcome qulae preview ) :
B Do foyment Shiars This is an example of how your signature will look.
B New Policy Setup If your signature template uses fields from the Active Directory you can enable the “Display Data from User” option below and select a
B Codiions user from your environment. This will replace the fields with the actual data from that user’s relevant Active Directory attributes. You
can modify the late by ing the Edit button.
[ Select a template
[ Template preview A
[ Finished )
Karen Green | Marketing Manager
kareng@greenocrg.net
waw“gléen;gine‘t )
v
" | Display Data from User E Apply &I Edit...
<tk |[ Nea> | [ Corcal |
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If the selected template contains Active Directory fields, the preview may vary depending on
which user is associated with the policy (as determined by conditions set in step 4). If required,
you can select a specific user via the display data from user option.

7. Click next to review key settings:

% Exclaimer Signature Manager Outlook Edition Setup Wizard

1 Welcome Finished

B Depl 5 C lations, you have leted the Signature Manager Outlook Edition Setup Wizard

B New Policy Setup Test with one user

1 Conditions To test your policy log on to a computer with Outlook installed and run this command:

[ Select a template \\HELPFILEMACHINE \signatures\exsync. exe

:T ‘I If you are logged on as a user that meets your policy’s conditions, you should see the signature when you compose an email.

Deploy to all users

IMPORTANT: To ensure that users get their signatures you must ensure that ExSync.exe runs automatically when they
log on to their computer.

‘We recommend that ExSync.exe is configured to run at logon either via group policy or a logon script.

Further information on si depl can be found in the Help file.

¥ Launch Exclaimer Console

e ] y [ <mook |[ g ][ coneer |

8. Click finish to exit and launch Exclaimer Signature Manager Outlook Edition. From here, you may wish
to check / set additional deployment options (see setting up ExSync [pg.27], deploying via a logon script
[pg.29], deploying via GPO [pg.31], configuring OWA updates from server [pg.33] and deploying
multiple user's signatures to one user [pg.43].

Once setup is completed, a signature deployment policy [pg.343] is automatically
created. This policy determines how signatures are updated, where they are
shared (the deployment folder specified in step 2 above) and for which users. By
default, this signature deployment policy applies to all users, but you can add
further policies [pg.360] if you have more complex requirements.

310N
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Setting up ExSync

To deploy signatures from Exclaimer Signature Manager Outlook Edition to each user's computer, an
agent named ExSync needs to be running on each client machine. ExSync is designed to update
Outlook signatures regularly, using minimal processing / memory resources.

You can automate the process of running ExSync on client machines using a Group Policy Object (GPO)
[pg.31] or a logon script [pg.29]. Users will not be aware of the agent running during the normal
operation of their machine.

For more information on creating or amending Group Policy Objects go to
the Microsoft Technet website and search for Group Policy Object.

P
o
ot
m

How Do | Obtain A Copy Of ExSync?

Having completed the installation process [pg.19] and the setup wizard [pg.22], the ExSync agent is
automatically copied to your specified deployment share, from where it is run. However, to use

ExSync, you need to:

e Set the update mode for ExSync [pg.28]

® Ensure that ExSync runs automatically on all client computers [pg.29]

USER MANUAL
Signature Manager Outlook Edition

Page | 27



http://technet.microsoft.com/

Setting the Update Mode for ExSync

Using Exclaimer Signature Manager Outlook Edition settings, you can set the mode in which Outlook
policies [pg.94] are applied to user computers via ExSync [pg.27]. To do this, follow the steps below:

1. Within the Exclaimer console, select the signature deployment policies [pg.343] branch of the console
tree.

2. From here, select the required deployment policy. A default deployment policy is created automatically
when Exclaimer Signature Manager Outlook Edition is installed and a deployment share is specified in
the setup wizard [pg.22], but additional deployment policies can also be added.

3. Select the settings tab to view settings for the selected deployment policy:

E New Emlae »ECIone
[ General | Signature Creation | ) Settings (@ Help
(&) Outlook Update Client (ExSync exe)
Check for new signatures: @
® Every 15[Z] minutes

' Once atruntime only
" Show Error Bubbles (1) Choose how
=y ExSync updates
" 'Pause @ are performed
@OWASigau:a_ @

'® Update OWA using ExSync on client
{Not avadable for Mailboxes on Office 365 or Exchange 2013)

= Update OWA from Server

4. Set the frequency with which ExSync should check for new signatures (in minutes) or choose to update
once at runtime only. Selecting once at runtime only sets ExSync to update immediately and then close
down, whilst defining a set frequency updates at continuous intervals.

5. Save changes.
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Ensuring that ExSync Runs Automatically

Once ExSync has been deployed to client machines, you need to ensure that it runs automatically. To
do this, you can use a logon script [pg.29] or GPO [pg.31].

Deploying Via a Logon Script

This method of deployment is useful if you already have a logon script, or if you wish to deploy
Exclaimer Signature Manager Outlook Edition signatures to a select number of users for test purposes.
For clarity, this process has been documented in three stages:

e Stage 1: Create new or update existing logon.bat [pg.29]

e Stage 2: Set login.bat as the login script for required users [pg.30]

® Stage 3: Ask users to log out and log back in [pg.30]

Stage 1: Create New or Update Existing Logon.Bat

If you do not already have a logon.bat file, you should create one now. To do this:
1. Open Windows Notepad.

2. Create a file named logon.bat.

3. Enter the full UNC path to ExSync, for example: \\Server\Share\exsync.exe.
4. Save the logon.bat file.

5. Copy the logon.bat file to your shared NETLOGON folder.

If you already have a logon.bat file, simply add the full UNC path to ExSync to it (for

=2
o
=, example: \\Server\Share\exsync.exe) and save it to your shared NETLOGON folder.
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Stage 2: Set Logon.Bat as the Logon Script for Required Users

If required, you can set logon.bat as the login script for each Active Directory user. To do this:
1. Open Microsoft's Active Directory management tool, Active Directory Users and Computers.
2. Locate the required user (in the directory structure).

3. Double-click the user name, or right-click and select properties:

o] oo | | W |

4. Select the appropriate tab, in this case profile.

5. Enterlogon.bat into the logon script attribute and click OK.

Stage 3: Ask Users to Log Out and Log Back In

Ensure that your users log off and log back on at least once to activate the new login script.
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Deploying via Group Policy Object (GPO)

This method of deployment allows you to deploy the login script using your default Group Policy
Object (GPO) or to a GPO that you have created. For clarity, this process has been documented in two

stages:

e Stage 1: Create new or update existing logon.bat / logon.vbs [pg.32]

e Stage 2: Propagate the new GPO [pg.32]
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Stage 1: Create New or Update Existing Logon.Bat / Logon.VBS

If you do not already have a logon.bat file, or a logon.vbs file you should create one now.

% The login script needs to be applied to the user configuration
i of a GPO and not the computer configuration.

1. Locate the logon scripts folder of the required GPO (in the Group Policy Object management console).
2. Open the logon.bat or logon.vbs file. If neither of these files is present, create one.

3. Add the script shown below into the BAT file:

* "I logon.bat - Notepad
File Edit Format View Help
\\[Full uNC path to ExSync]\exsync.exe -

_Or_

Add the script shown below into the VBS file:

rmat  View Help
set shell=Createobject("wscript.shell")
shell.run "\\[Full UNC path to ExSync]‘ExSync.exe",1 ,false

4. Save the logon.bat or logon.vbs file to the logon scripts folder of the GPO (as found in step 1).

Stage 2: Propagate the New GPO

The new GPO is updated for each user when they log off and back on. If you need to propagate the
change before this is possible, type gpupdate in the Windows run field on that user's computer.
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Configuring OWA Updates from
Server

As an alternative to using ExSync to update O\WA signatures, updates can be made to O\WA from the
server. This method of signature deployment should only be implemented if you have users who
access their email only by O\WA and rarely log on to your domain, or if you have mailboxes on Office
365 or Exchange 2013.

When this method is used, deployment of O\WA signatures is actioned by the server rather than the
ExSync client. As such it uses processing and memory resources on your server every time OWA
signatures are updated. If you are at all concerned about the impact of updating O\WA signatures from
the server (and you do not have mailboxes on Office 365 or Exchange 2013) you should consider the
ExSync deployment [pg.27] method instead. To ensure that OWA signatures are always up-to-date,

follow the steps below:

1. Within the Exclaimer console, select the signature deployment policies [pg.343] branch of the tree.

2. From here, select the required deployment policy. A default deployment policy is created automatically
when Exclaimer Signature Manager Outlook Edition is installed and a deployment share is specified in
the setup wizard [pg.22], but additional deployment policies can also be added.

3. Select the settings tab to view settings [pg.354] for the selected deployment policy:

- A k) save & Cancel

™ New gmlﬂe VgClone
% General | Signature Crestion | W Setings (@ Help
(@ Outiook Update Client (ExSync.exe)
Check for new signatures: (1)
'ivaery j@ minutes
' Once atruntime only
" Show Error Bubbles (1)
" Pause D
(0] OwiA Signatures @)
'® Update QWA using ExSync on client
(et = xes on Office 365 or Exchangs 2013)
' Update OWA from Server
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4. Inthe OWA signatures section (at the bottom of the tab), select the update OWA from server option
and then click the configure button to display configuration options:

a Specify an accountwith impersonation or full access rights to users' mailboxes

B Connectivity

| Test MAPI Connectivity | (Used for Exchange 2003 and 2007)
| Test EWS Connectivity | (Used for Office 365, Exchange 2010 and above)
EWS settings

_aAlnocisewermeEndulgeWebSethRL(Reowmetﬂed)
' Use this URL for Exchange \web Services

J @

IQK ”Cﬂiﬂd

5. Configure server updates using the table below as a guide:

Option ‘ Summary

Specify an account with impersonation or full access rights...

Account / Exclaimer Signature Manager Outlook Edition needs authority to access
Password Exchange mailboxes for all users - this is known as Exchange Impersonation.
The account configured here will be used to run the Exclaimer Signature
Manager Outlook Edition service which has impersonation rights for everyone
in the organization, so all mailboxes can be accessed.

CA Server This is the name of the mailbox server where the account mailbox is hosted. If
this field is left blank, Exclaimer Signature Manager Outlook Edition attempts
to detect the relevant server but this is not possible in certain environments -
for example, Exchange 2010 Database Availability Groups where you should
supply the name of the Client Access Server (CAS).

Connectivity

Test MAPI If you have chosen to update OWA signatures from the server, use the test
connectivity MAPI connectivity button to check account settings. This option attempts to
connect through MAPI using the details that you have specified and any errors
will be reported to you for further investigation. Note that this test is only
required for Exchange 2003 and Exchange 2007.

Test EWS If you have chosen to update OWA signatures from the server, use the test
connectivity EWS connectivity button to check account settings. This option attempts to
connect through EWS using the details that you have specified and any errors
will be reported to you for further investigation. Note that these settings are
only required for Office 365 and Exchange 2010 or above.

...Jcontinued
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Option

EWS settings

‘ Summary

Autodiscover the Exchange Web Services URL (recommended)

The Exchange Web Services URL tells the system where to find required
Exchange data. On a correctly configured system, this URL is easily found using
autodiscover (a Microsoft technology). However, for particularly complex or
incorrectly configured systems, autodiscover may not work and so details
must be entered manually.

Use this URL for Exchange Web Services

If the autodiscover option fails to detect the correct URL for Exchange Web
Services, select this radio button and enter the required URL in the associated
field.

Note that these settings are only required for Office 365 and Exchange 2010 or
above.

6. Click OK to confirm any changes and exit back to the settings tab.

7. Click save to save all changes.
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Configuring Permissions to
Update OWA Signatures and
Settings

By default, Exclaimer Signature Manager Outlook Edition updates OWA signatures and settings from
each client desktop computer using ExSync [pg.27]. However, if you have users who access their email
only by OWA and rarely log on to your domain, you can choose to update signatures and settings from
the server.

In this case, specific permissions are required for the user account used to update the signatures &
settings [pg.34]. Required permissions will vary depending on the version of Microsoft® Exchange your

mailbox server is using:

®  Microsoft® Exchange 2003 / Microsoft® Windows® Small Business Server 2003 [pg.37]

® Microsoft® Exchange 2007 / Microsoft® Windows® Small Business Server 2008 [pg.40]

® Microsoft® Exchange 2010 / Microsoft® Exchange 2013 / Microsoft® Windows® Small Business
Server 2011 [pg.41]

® Microsoft® Office 365 [pg.42]
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Microsoft® Exchange 2003 / Windows® Small
Business Server 2003

The user account used must have the Exchange Administrator role. To achieve this, please follow the
steps below on a Microsoft® Exchange server within your organization:

1. Click Start > All Programs > Microsoft Exchange > System Manager:

Adminisirator

g Manage Your Server
n Command Prompt @’ i Pt

@ Administrative Tools

% Printers and Faxes

[7) Y [ S R -
& Windows Catalog

" Windows Update

ey
.( 4 :‘ Windows Explorer

@ Accessaries 3
@ Administrative Tools

@ Microsoft Team Foundation Server 2010k @ Deployment
@ Microsoft Support Tools 3 ﬂ] Active Directory Users and Computers
@ Skartup 3 :
@ Windows Suppart Taals 3
,ﬁ Internet Explorer
Iﬁ Cutlook Express

§. Femobe Assistance

Log OFF E Shut Down

All Pragrams

[#/start
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2. Right-click the organization or the Administrative Group where you want to delegate administrative

permissions, and then click Delegate control:
*g Exchange System Manager
% File  Action  Yiew window  Help

= |mEFRER 2E

First Organization (Exghanoe H e p (Exchange)
-1 Global Settings Celegate contral, .,
--ﬁ Recipients Internet Mail Wizard. .,
-0 Servers _
: WiEw 3
#-4 Connectors )
--ﬁ Tools Mews Window From Here
B+ Folders Refresh

Expart Lisk. ..

Propetkies

Help

3. The Exchange Administration Delegation Wizard starts. Click Next.

4. Onthe Users or Groups page, click Add.

5. Inthe Delegate Control window, click Browse.

click the name of the user that you wish to use:

= Exchange Administration Delegation Wizard

Select Users, Computers or Groups

Select thiz object type:

ILIser ar Other object Object Types...

From this location:

IEntile Directony Locations. ..

Enter the object name to zelect [examples]:
Owid, Update [OWwWAL pdate@network 33 local] Check Mames

PG

Advanced... | (1] I Cancel |

A

< Back | et » | Cancel |

d4 Users or Groups %
L Select one or more ugers or groups to whom pou want bo delegate control, L
B =

E

E

£

E

£

In the Select Users, Computers, or Groups window, click the appropriate location in the Look in box and
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7. Inthe Delegate Control dialog box, choose Exchange Administrator as the Role and then click OK:

E egation Wizard
_‘ Uszers or Groups B
? Select one or more uzers or groups to whom pou want bo delegate contral. —
E Delegate Control !
E .
E Wesrss Group [recommended) or User: -
Mam
E -
d AN INETWDHKB\DW.-’-‘«Update Browse. . |
t Bole:
I E xchange Adminiztrator j

Excharige Full Adrinistrator
E xchange Yiew Only Administrator
information.

¢ Back | Hext > | Cancel |

8. The user that you added is displayed in the Users and Groups list.

9. Click Next.

10. Click Finish. The user account you wish to use now has the required permission.

If you have multiple Administrative Groups you will need to repeat the
steps above for each one.

310N

USER MANUAL
Signature Manager Outlook Edition

Page | 39




The specified user account must have the permission. To achieve this, please follow the
steps below.

Click > > >

@& Internet Explorer

;@ Internet Explorer (64-bit)

[E=] Windows Contacts

23 Windows Update
Accessories

=

Administrative Tools
Extras and Upgrades
Documents
Maintenance

Microsaft Exchange Server 2007

£3| Exchange Management Console

Computer

Metwark

E’Q Exchange Server Help

Control Panel

Administrative Tools 3

Help and Support

Run...

|f‘start

A black window is displayed. Type the following command and press

Get-MailboxDatabase | Add-ADPermission -User <Username here> -AccessRights
ExtendedRight -ExtendedRights ms-Exch-Store-Admin

(Replacing <Username here> with the user account that you wish to use.)

. -0l x|
[PS]1 C:sWindows tem32 >Get—MailboxDatabase | Add—-ADPerm i 3 filpdate —AccessRights ExtendedRight —ExtendedRigu
hts ms—Exch—Store—Admin

Deny Inherited

Datahasze Domain~oOWAUpdate Falze False

[PS]1 C:xWindows\system32>

The user account you wish to use now has the required permission.




The specified user account must have the permission and also the
role. To achieve this, please follow the steps below.

Click > > >

;@ Internet Explorer (64-bit)

& Internet Explorer

= Windows Update
Accessories
Administrative Tools

Micrasoft Exchange Server 2010
Exchange Management Console

Documents
E‘ Exchange Management Shell
Exchange Server Hel
@ g P Computer
MNetwork
Contral Panel

Devices and Printers
Administrative Tools 3
Help and Support

Ruri...

4 Back

I Search programs and files Lt] Shut down Dl

M

A black window is displayed. Type the following command and press
Get-MailboxDatabase | Add-ADPermission -User <Username here> -AccessRights
ExtendedRight -ExtendedRights ms-Exch-Store-Admin

(Replacing <Username here> with the user account you wish to use.)

de@32)Get—HailhoxDatahas OWAlUpdate —AccessRights ExtendedRight —ExtendedRigl’
min

» Deny

ain~ouWAUpdate

[PS]1 C:xWindows\system32>




Type the following command and press

SExchangeServer = Get-ExchangeServer | where {$ .IsClientAccessServer -eq
$true} | where {$ .IsValid -eq S$true} | where {$ .IsExchange20070rLater -eqg
Strue} | where { $7.AdminDisplayVersion.Major -ge 14 }

Type the following command and press

SExchangeServer | ForEach-Object { New-ManagementRoleAssignment -Role
ApplicationImpersonation -User (Get-User -Identity "<Username here>" | select-

object) .identity }
(Replacing <Username here> with the user account you wish to use.)

[PE]1 C:= UWindo sten32 >Get-ExchangeServer | where {5_ lientfAccessServer —egq Strue? | where {5_.IsUalid -eq Strue? I’
I where {5_ xchange2@@70rLater —eq %true’ | vhere { %_.AdminDisplaylersion.Major —ge 14 > | ForEach—Object { New-Manamm

gementRolefAssignment

—Role ApplicationImpersonation —User (Get-lUser —Identity “owaupdate" | select-obhject).identity >

Role RoleflssigneeMame RolefissigneeType MAssignmentMethod EffectivelzerMam

fipplicationImpersonation—0W... fApplicationImp... OWA Update ] Direct

[PE]1 C:vUWindowsssystem32>

Close the window.

The user account that you wish to use now has the required permission.

If your mailboxes are hosted on , you need to grant permissions to allow a user
to update the signature for everyone in your organization. To do this, follow the steps below on a

computer within your organization with

Open

Enter the following command to connect to

Import-PSSession (New-PSSession -ConfigurationName Microsoft.Exchange -
Credential $null -ConnectionURI https://ps.outlook.com/powershell -
Authentication Basic -AllowRedirection) -AllowClobber

When prompted to enter credentials, type the email address and password for your
account.

Enter the following command to setup the required credentials, replacing "Username here" with the
user account that you wish to use:

New-ManagementRoleAssignment -Role ApplicationImpersonation -User (Get-User -

Identity "Username here" | Select-Object) .Identity

If you receive an error reading: “New-ManagementRoleAssignment is not
recognized as the name of a cmdlet, function, script file, or operable
program” please contact Exclaimer Support for assistance.

Close the window. The user account you wish to use now has the required permission



Deploying Multiple Users’
Signatures to a Designated User

You may have users who send as, or send on behalf of, other email users - for example, a Personal
Assistant might send messages on behalf of a Company Director. Exclaimer Signature Manager
Outlook Edition can deploy multiple signatures to a single user with a simple change to the ExSync

configuration file.
In this example we will be deploying multiple signatures to a single user (karen.green):

1. Locate and open the required ExSync.cfg file. This file can be found in the relevant network share, as
specified on the settings [pg.354] tab for the specific signature deployment policy [pg.343] - for
example:

(2)
Select the
appropriate signature

File Action Window Help creation tab

@ o AE g
E}"@é"da‘"" = HELPFILEMACHINE®
= (2) “Signature Manager Outlook Edition | —
5@ Outlook SgnatrePolicies.  [jumieny St Dcicte Bl Cone :
i - Vizard Generated Signature P, | [ General | & Signature Creation | [ Settings® | @ Help
- &) Outlook Campaign Policies | S et Cradion
J Outlook Disclaimer Policies Gt
- 4 Outlook Mail Format Policies HELPFILEMACHINE
i~ &5 Policy Tester - -

- [ Template Library This server will create signatures for the members of the following OUs:
“Signature Deployment Policies E2RAdd X Delete
e | Organizational Unit

(1)
Select the
appropriate signature
deployment policy

(€)]

The network share is where
signatures are shared and
also where the ExSync.cfg file
can be found

Create new signatures every 15@111'“3 L
\\HELPFILEMACHINE \signatures

The number of signature deployment policies found will vary from one
organization to another. Many organizations will only ever need the one
signature deployment policy that is automatically created when Exclaimer
signature Manager Outlook Edition is installed.
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2. Add the following text to the ExSync.cfg file, making sure that there is a carriage return after the last
email address:

[karen.green]
SignatureList=john.smith@greenorg.net;joe.bloggs@greenorg.net;karen.green@greenorg.net

Here, you specify the user to whom you wish to deploy multiple users’ signatures using their
logon user name in square brackets - [karen.green]. This is followed by the email addresses of
users whose signatures are being deployed. So, the edited ExSync.cfg file looks like this:

~ = ==
) ExSync.cfg - Notepad
File Edit Format View Help
[Global] -
ErrorBubble=0
Pause=0

ServerOwAUpdate=0
continuousupdate=1
Signaturesource=\\N9-DC1\Exclaimer$\Signature Deployment'

[karen. green]
SignatureList=john. smith@greenorg. net; joe.bloggs@greenorg. net; karen. green@greenorg. net

% You must add the user’s own email address last in the list of email addresses so
i that their signature is applied as the default for their Outlook installation.

3. The next time ExSync runs, users specified in the ExSync.cfg file will receive their additional signatures.
For example, the user Karen Green will receive her own signature along with the signatures for
john.smith and joe.bloggs.

You can repeat the process if you have more users that require multiple
signatures from different users - simply add another section to the ExSync.cfg file.

Remember that if multiple signature deployment policies [pg.343] are defined,
you may need to update multiple ExSync.cfg files (each signature deployment
policy is associated with its own ExSync.cfg file).
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Deploying Signatures for
Remote Users

You can configure your system to deploy signatures to users who work remotely, or use computers
that are not joined to the Active Directory domain. To achieve this, you need to:

e Deploy signatures for remote users to a given directory [pg.45]

e Configure an Internet facing Virtual Directory in IIS [pg.50]

e Install a copy of the Exclaimer Outlook Settings Update Client on the remote computer [pg.58]

Define a Deployment Directory for Remote Users

There are two options for setting a deployment directory for remote users:

e Option 1 - configure each remote user separately [pg.46]

® Option 2 - have all users retrieve their signature from the same place [pg.48]

The deployment directory can be:

® A UNC path. For example \\DC1\Outlook Signatures
e Alocal folder. For example C:\Outlook Signatures

Network drives (for example 7Z:\Outlook Signatures) cannot be used. This is because the service that
deploys signatures runs under the LocalSystem account by default. This account does not have access
to the network drives of the logged-on user.

Procedures for both options are detailed in the following sections.
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Option 1 - Configure Each Remote User Separately

For each user requiring deployment of a remote signature, you must edit the configuration file for the
network-based ExSync [pg.27] agent.

1. Locate and open the required ExSync.cfg file. This file can be found in the relevant network share, as
specified on the settings [pg.354] tab for the selected signature deployment policy [pg.343] - for
example:

(2)
Select the
appropriate signature

File Action Window Help creation tab
@« AEg

E}"gﬁéxdaim ) HELPFILEMACHINE*
- (&) “Signature Manager Outlook Edition |
&- @ Outlook SignaturePolicies || New @ Delete @ Clone

& Vizard Generated Signature P: | (% General | & Signature Creation | Settings” | @ Help
& Outlook Campaign Policies 5 Signature Creation

Outlook Disclaimer Policies S
34 Outlook Mail Format Policies HELPFILEMACHINE
i3 Policy Tester - o
@m Template Library This server will create signatures for the members of the following OUs:
& [ “Signature Deployment Policies E2RAdd X Delete

- [ *HELPFILEMACHINE

Organizational Unit

()]
Select the
appropriate signature
deployment policy

(€)]

The network share is where
signatures are shared and
also where the ExSync.cfg file
can be found

Create new signatures every 15@111'“3 &y
\\HELPFILEMACHINE \signatures

The number of signature deployment policies found will vary from one
organization to another. Many organizations will only ever need the one
signature deployment policy that is automatically created when Exclaimer
Signature Manager Outlook Edition is installed.
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2. Open the ExSync.cfg file in Notepad (or a similar text editing program). The content of this file should
be similar to the example shown below:

) ExSync.cfg - Notepad EIEI=E]
File Edit Format View Help

[Global] -
ErrorBubble=0

Pause=0

ServerOwAUpdate=0

continuousUpdate=1

SignaturesSource=\\DC1\Outlook Signatures

3. Add the following lines to the configuration file:

[RemoteUsers]
{DefaultSMTPAddress}={RemoteSignaturelLocation}

Where {DefaultSMTPAddress} is the SMTP Address of a remote user and
{RemoteSignatureLocation} is the location to which you will point the virtual directory.

For example:

[RemoteUsers]
Peter.Jones@exclaimer.co.uk=C:\Signature Deployment

The final configuration file should look similar to the example below:

| ExSync.cfg - Notepad
File Edit Format View Help

[Global] -~
ErrorBubble=0

Pause=0

ServerOwAUpdate=0

ContinuousUpdate=1

SignaturesSource=\\DC1\Outlook Signatures
[Remoteusers]

Peter. Jones@exclaimer. co.uk=C:\Signature Deployment
John. smith@exclaimer. co.uk=C:\Signature Deployment
Karen. Green@exclaimer.co.uk=C:\Signature Deployment

These changes will not take effect until the next time signatures are
generated. This can be triggered by saving the configuration in the console.
Remember that if multiple signature deployment policies [pg.343] are
defined, you may need to update multiple ExSync.cfg files (each signature
deployment policy is associated with its own ExSync.cfg file).
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Option 2 - Configure the Product to Deploy All User
Signatures to the Same Location

1. Openthe relevant ExSync.cfg file in Notepad (or a similar text editing program). The content of this file
should be similar to the example shown below:

e e e ]
| BSync.cfg - Notepad
File Edit Format View Help
[Global] i
ErrorBubble=0
Pause=0
ServerOowAUpdate=0

ContinuousUpdate=1 )
Signaturesource=\\DC1\Outlook Signatures
RemoteSource=C:\Signature Deployment

2. Beneath the [Global] section, add the following line:

RemoteSource={RemoteSignaturelLocation}

Where {RemoteSignatureLocation} is the location for the virtual directory
For example:

RemoteSource=C:\Signature Deployment

The final configuration file should look similar to the example below:

e E—
| BxSync.cfg - Notepad
File Edit Format View Help
[Global] -
ErrorBubble=0
Pause=0
ServerOwAUpdate=0

ContinuousUpdate=1 )
Signaturesource=\\DC1\Outlook Signatures
RemoteSource=C:\Signature Deployment

Remember that if multiple signature deployment policies [pg.343] are
defined, you may need to update multiple ExSync.cfg files (each signature
deployment policy is associated with its own ExSync.cfg file).
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These changes will allow files to be generated in the specified folder, similar to the following

image:

l‘ Signature Deployment

v || - Local Disk (C:) - Signature Deployment -

- I Search Signature Deployment

Organize *  Indudein library -

Tk Faworites
B Desktop

,i Downloads
5l Recent Places

| Libraries

@ Documents

J" Music
[ Pictures

B videos

n! Computer

l 8 tems

Share with »  New folder 4=~ O @
21 Mame - | Date modified | Type
Lig Helmuet. Grusser @exdaimer . co.uk. zip 12/1/2010 9:19 AM Compressed (zippe...
Li[; Hiro.Makamura @exdaimer. co.uk. zip 12f1/2010 9:19 AM Compressed (zippe...
Li[] Joseph.khadir @exdaimer.co.uk. zip 12f1/2010 9:19 AM Compressed (zippe...
Lig Karen.Green@exdaimer. co.uk. zip 12/1/2010 9:19 AM Compressed (zippe...
Li[; Karen. Think@exdaimer.co.uk.zip 12f1/2010 9:19 AM Compressed (zippe...
Li[] Olleo. Hoeglund @exdaimer . co.uk. zip 12f1/2010 9:19 AM Compressed (zippe...
_ Lig Peter. Jones@exdaimer.co.uk. zip 12/1/2010 9:19 AM Compressed (zippe...
Li[; Sebastien. Gruyere @exdaimer. co.uk. zip 12f1/2010 9:19 AM Compressed (zippe...
-l | 5
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Configuring an Internet Facing Virtual Directory
in lIS

The configuration process for both IIS 6 [pg.50] and |IS 7 [pg.55] is detailed in the following sections.

Configuring a Virtual Directory Using IS 6

1. Open Internet Information Services Manager (inetmgr.exe):

¥ Internet Information Services (IIS) Manager
ﬁ File  Action Wiew  Window Help |;|i|5|
co @R R2m8]r =
g I Inf Computer | Local I Yersion | Skakus
&IISG {lacal computer) Yes 115 W6.0
ol ] L] I i
| | |

2. Expand nodes and locate the Default Web Site entry:

I Internet Information Services (II5) Manager

ﬁ File Action Wiew Window Help |;|i|5|

«» | BEXFDR(EE/(Z] > 8

-& Internet Information Services | Mame | Path | Status
E& 1156 {local computer) @ iisstart HEm
- _J Application Paols =] pagerror.gif
- web Sites
RS ™ B rcrl b Site
1__] ‘Web Service Extensior

< | >l | i

USER MANUAL
Signature Manager Outlook Edition

Page | 50




3. Create a new Virtual Directory (Action > New > Virtual Directory...):

¥ Internet Information Services (IIS) Manager oy ] 4
f' File | Action Miew Mindow Help | _|ﬁ||1|
e = Explors EHE(E|rmu
OpeEn
iJ Inter Permissions E | Path | Status
B I_. B start.htm
gerror,gif
Skart:
. Stop
e Pause
B .
Al Tasks » ‘web Site (From file)...

Mlesw Windows From H = -
e findow Trom Rere Wirtual Directory (fram File). ..

Delete
Renare
Refresh
Export Lisk. ..

Properties

Help

4 | ][] | i3

|Create new Web Yirtual Direckory | |

4. Click next to launch the Virtual Directory Creation Wizard:

Yirtual Directory Creation Wizard x|

Welcome to the Virtual
Directory Creation Wizard

This wizard helps you create a new virtual directary on this
Wb site.

To continue, click Next.

Cancel
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5. Click next and enter an alias (with which users will connect to this virtual directory):

¥irtual Directory Creation Wizard

Virtual Directory Alias
Specify a short name, or alias, for thig virtual directon.

Type the alias pou want to uze to gain access to this *Web virtual directary. Use the
zame naming cohventiohs that pou would for naming a directony.

Aliaz:

Signatures

< Back I Mest » I Cancel |

6. Click next and then Browse to navigate to the Remote Deployment Location (as described previously):

¥irtual Directory Creation Wizard

Web Site Content Directory
“Where iz the content you want to publish on the Web site?

Enter the path ta the directary that contains the content for this “Web site.

Bath:

C:ASignature Deployment Browse... |

< Back Cancel
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Click to set permissions. Here you can accept default permissions however, only

are required:

¥irtual Directory Creation Wizard

Virtual Directory Access Permissions
Set the access permizzions for thig virtual directony.

Allow the following permizsions:

i

[~ Bun scripts [such az A5P)

[ Execute [such as |15AP1 applications or CGI)
[ ‘wiite

[~ Browse

To complete the wizard, click Mext

< Back I Mest » I Cancel |

Click to confirm settings and then to exit from the wizard:

Yirtual Directory Creation Wizard

You have successfully
completed the Virtual
Directory Creation Wizard.

To close this wizard, click Finizh.

|

< Back Cancel

permissions



Now when you check the content of the virtual directory, you will see that deployed signatures

are present:

B Internet Information Services (I15) Manager 0] x|

ﬁ File Action ‘Wiew Window Help |_|5'|i|
¢~ | A@E R @@ 2] 50
-ﬁ Internet Information Services | | Mame | Path

E--& 1156 (local computer)

v ) Application Pools

1) wieh Sites

- = Default web Site
- g Signatures
1:_] Web Service Extensior

@ Helmuet, Grusser@exclaimer .co,uk.zip
Hiro . Makamura@exclaimer. co.uk.zip

Joseph. Khadir@exclaimer.co.uk. zip

@ Karen.Green@exclaimer. co.uk.zip

@ Karen, Think@exclaimer,co, uk. zip

@ Ollen Hoeglund@esxclaimer, co, uk, zip
Peter. Jones@exclaimer.co.uk. zip

Sebastien, Gruyere@exclaimer . co.uk. zip
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Configuring a Virtual Directory Using IIS 7

1. Open Internet Information Services Manager (inetmgr.exe):

" Internet Information Services (IIS) Manager — |EI|5|

@@ rﬁir Start Page | @ -

File  View Help
Comections |
Q- H|Z e

.jﬁ 1157 (IS 7\Administrator)

Online resources

Mame Connect to localhost 1IS News and Information
%IIS? Connect to a server... 1IS Downloads
Connect to a site... IIS Forums
Connect to an application... TechNet
MSDN
‘ ﬂ ASP.NET News

IS News

115 Mews is disabled, dick the Enable IIS Mews link to get the most recent online news.

4| |

Ready

2. Expand nodes and locate the Default Web Site entry:

e Internet Information Services (IIS) Manager
@@ [ & » 157 » Sites » Default WebSite »
File  view Help
Default Web Site Home .
T v B ke r
e Start Page . == Edit Permissions...
=93 1157 (US7\Administrator) Groupby: Area T eaT
- @ Application Pools s el
B[] Sites ) - Bindings. ..
A Defavit Web Site & @ 'E' gg Basic Settings...
Authentication Compression Default Directory View Applications
Document Erowsing View Virtual Directori
@ Manage Web Site ()
-
Error Pages Handler HTTP v Rest=k
Mappings Respo... P Start
B s
oA o8 |
<=l Browse Web Site
MIME Types Modules Cutput 551 Settings Browse *:80 (htp)
Caching
Advanced Settings...
Configure
@ tep -

i o .

Ready &
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3. Right-click on the Default Web Site node and select Add Virtual Directory..:

& Internet Information Services (IIS) Manager
@@ [ & » 1S7 » Sites » DefaultwebSite »
File  View Help
Default Web Site Home .
@ kil2 |8 v B Exkre =
Start Page — Edit Permissions...
=93 1157 (US7\Administrator) Groupby: Area T lmE T
[ @ Application Pools Edit Site
Jﬂ Explore @
Edit Permissions. .. Compression Default Directory View Applications
Browsing View Virtual Directories
(S add Application... )
T = g
-,
Edit Bindings Handler HrTE v
Lo Mappings Respo... P Start
Manage Web Site 3 r"'l\j @ stop
L
%3 Refresh = ii & Browse Web Site
Modules Output 551 Settings il
K Remove Cag:;:]‘g ng Browse *:80 (http)
Advanced Settings...
Rename
) Configure
i:‘-;“ Switch to Content View Lt
| ©@ Hep
[, coemen e =
Ready ‘i:i

4. Enter an alias and a Deployment Folder Location:

Add Virtual Directory

Site name:  Default Web Site
Path: !

Alias:

ISignathes

Example: images

Physical path:

IC:‘lSignature Deployment E
Pass-through authentication

Connect as... Test Settings...
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Now when you check the content of the virtual directory, you will see that deployed signatures
are present:

™ Internet Information Services (IIS) Manager

@ | @] » 1S7 » Stes » DefautWebSte b Sgnatures » @~ o @-
File  View Help
D — ﬁ Signatures Content L —
- |F |8 7 9 +.| 'signatures' Tasks
Start Page ; Virtual Directory
-9 1157 (Us7\Administrator) e v o - Gyshowal | - -
2 Application Pocls o - [Type [E] Switch to Features View
E-"@ Sites LigHelmuet.Grussef@exdaimer.co.uk.zip Compressed ﬂ Explore
E‘O Default Web Site |_i|]Hiro.Nalmmura@exdaimer.m.uk.zip Compressed Edit Permissions. ..
Iﬁ Signatures Lin]oseph.madir@exdaimer.m.uk.zip Compressed :
LigKaren.Green@exdaimEf.co.uk.zip Compressed @ Convert to Application
LigKaren.Think@exdaimEf.co.uk.zip Compressed @ Add Application...
|_i|]Olleo.Hoeqund@exdaimEf.cc.uk.zip Compressed [;_-ﬂ Add Virtual Directory...
LiDPeter.J.ones@Exdalmer.cg.uk. zip . Compressed Last Modified: 11/30/2010
Liﬂ Sebastien. Gruyere@exdaimer. co. uk. zip Compressed 12:44:54 PM
Manage Virtual Directory (a)
Browse
Advanced Settings...
i3 Refresh
x Remove
< | ] || @ vep
Online Help
E——
Ready ‘i
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Installing the Exclaimer Outlook Settings Update
Client on Remote Computers

The Exclaimer Outlook Settings Update Client must be installed on each remote computer and or
computers that are not joined to the Active Directory domain. To achieve this, the following

preparation is required:

e Each end user should download the Exclaimer Outlook Settings Update Client (an MSI file) to their
computer. This file is added to your Exclaimer Signature Manager Outlook Edition installation
directory when the product is first installed. It can be copied from here and distributed to remote

users, as required.

e You will need to know the URL of the remote signature location and the SMTP Address for each
user's account (your network administrator should be able to provide this information).
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The client installation process

1. Double-click the MSI file to launch the Exclaimer Outlook Settings Update Client Setup wizard:

i':_-?— Exclaimer Outlook Settings Update Client Setup

Welcome to the Exclaimer Outlook
Settings Update Client Setup Wizard

The Setup Wizard will install Exclaimer Outlook Settings
Update Client on your computer. Click Mext to continue or
Cancel to exit the Setup Wizard.

@) exclaimer-

Back I Next I Cancel

2. Click next to view and accept the License Agreement:

i':_-?— Exclaimer Outlook Settings Update Client Setup

End-User License Agreement
Please read the following license agreement carefully

License agreement i’

BEFORE YOU PLACE A CHECK IN THE "I ACCEPT THE TERMS IM

THE LICENSE AGREEMENT" CHECKBOX AND INSTALL THE
SOFTWARE, CAREFULLY READ THE TERMS AND CONDITIONS OF
THIS LICENSE. BY PLACING A CHECK IN THE "l ACCEPT THE

TERMS IN THE LICENSE AGREEMENT" CHECKBOX AND BY
INSTALLING THE SOFTWARE YOU ARE CONSENTING TO BE

BOUND BY AND ARE BECOMING THE LICENSEE TO THIS LICENSE.

IF ¥OU DO NOT AGREE TO ALL OF THE TERMS OF THIS LICENSE.
CAMCEL THE INSTALLATION AND DO NOT INSTALL OR USE THE =

¥ |accept the tems in the License Agreement
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3. Click next to define an installation location. By default, this is set to Program Files:

._| Exclaimer Outlook Settings Update Client Setup

Destination Folder
Click Mext to install to the default folder or click Change to

=

4. Click next to define user settings for the application. Here, the SMTP Address should be defined as the
user's default email address and the Remote Signature Location should be defined as the external Web
address of the deployment location for signatures. In our example this will be:

e SMTP Address: 'peter.jones@exclaimer.co.uk'

e Remote Sighature Location: 'http://www.mycompany.co.uk/Signatures'

._| Exclaimer Outlook Settings Update Client Setup

Application Configuration
Specify required settings for the application
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5. Click next to confirm settings:

|_' Exclaimer Outlook Settings Update Client Setup

Ready to install Exclaimer Outlook Settings Update Clie

Click Install to begin the installation. Click Back: to review or change any of your installation
settings. Click Cancel to exit the wizard.

6. Click install to perform the installation. Upon completion you have the option to immediately start the
Remote Client, or it will be started the next time the user logs on to their computer:

it Exclaimer Outlook Settings Update Client Setup O i 4

Completed the Exclaimer Outlook
Settings Update Client Setup Wizard

Click the Finish button to et the Setup Wizard.

b y
. ¥ Launch Application

Back I Finigh I Cancel
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7. You can check that ExSync is running by viewing processes in Windows Task Manager:

i Windows Task Manager
File Options View Help

Ima.. = | UserName | cPU | Memory (... | Description |

CSrEs5.eXe SYSTEM 00 1,340 K Client Server R....
dwm.exe Administ... 00 1,196 K Desktop Windo. ..
explorer.exe  Administ... 02 15,088 K Windows Explorer
ExSync.ex... Administ... 08 1,248 K Exdaimer Outlo...
MMmC. EXe Administ... 00 5,160 K  Microsoft Mana...
taskeng.exe  Administ... 00 2,572 K Task Scheduler ...
taskmgr.exe  Administ... 00 2,020 K Windows Task ...
winlogon.exe SYSTEM 00 1,312K  Windows Logon...

[™ Show processes from all users [T |

|processes: 42 |cPU Usage: 10% [Physical Memary: 24% Z

8. Signatures are now deployed to this computer and can be seen in Microsoft Outlook. If any errors are
encountered updating signatures, they will be shown in the Application Event Log of this computer.
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Configuring Required
Permissions for the Deployment
Share Folder

For Exclaimer Signature Manager Outlook Edition to deploy signatures correctly, the following
permissions are required on the security and share properties of any folders which have been specified
as the deployment share:

o Authenticated Users - Read

® Domain Admins - Full Control

If the folder is located on the same computer where Exclaimer Signature Manager Outlook Edition has
been installed:

® SYSTEM - Full Control

If the deployment folder is located on a different computer from where Exclaimer Signature Manager
Outlook Edition has been installed:

® Computer Object [ComputerName] - Full Control
(ComputerName is the name of the computer where Exclaimer Signature Manager Outlook
Edition has been installed)

To configure the permissions, please follow the steps below:

1. Log on to the computer where the folder you have specified as the Deployment Share is physically
located. Ensure you log on with an account that has administrative privileges to that folder.

2. In Windows Explorer, navigate to the folder specified as the Deployment Share.

3. Right-click the folder, click Properties, and then click the Security tab.

4. Click Edit... and then click Add... (There is no Edit button on Windows XP or Windows 2003).
5. Type Authenticated Users. Click OK.

6. In the Permissions for Authenticated Users box, ensure the Read & Execute, List Folder Contents and
Read permissions are set to Allow.

7. Click Add...
8. Type Domain Admins. Click OK.
9. Inthe Permissions for Domain Admins box, ensure the Full Control permission is set to Allow.

10. Click Add...
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11. If the folder is located on the same computer where Exclaimer Signature Manager Outlook Edition has
been installed, type SYSTEM then click OK.

-o r-

If the folder is located on a different computer from where Exclaimer Signature Manager Outlook
Edition has been installed, click Object Types, enable the Computers object type, click OK, type
[ComputerName] (where ComputerName is the name of the computer where Exclaimer
Signature Manager Outlook Edition has been installed) then click OK.

12. In the Permissions for SYSTEM or Permissions for [ComputerName] box, ensure the Full Control
permission is set to Allow. Click OK.

13. Click the Sharing tab, click Advanced Sharing..., ensure the Share This Folder option is enabled then click
Permissions (There is no Advanced Sharing button on Windows XP or Windows 2003).

14. Click Add..., type Authenticated Users then click OK.

15. In the Permissions for Authenticated Users box, ensure the Read permission is set to Allow.
16. Click Add..., type Domain Admins then click OK.

17. In the Permissions for Domain Admins box, ensure the Full Control permission is set to Allow.

18. Click Add... If the folder is located on the same computer where Exclaimer Signature Manager Outlook
Edition has been installed, type SYSTEM then click OK.

-o r-

If the folder is located on a different computer from where Exclaimer Signature Manager Outlook
Edition has been installed, click Object Types, enable the Computers object type, click OK, type
[ComputerName] (where ComputerName is the name of the computer where Exclaimer
Signature Manager Outlook Edition has been installed) then click OK.

19. In the Permissions for SYSTEM or Permissions for [ComputerName] box, ensure the Full Control
permission is set to Allow. Click OK.

20. Click OK or Close on all remaining dialog boxes, until the main Properties window of the folder has been

closed.
If multiple signature deployment policies [pg.343] are defined for your organization, you
(ZD will need to configure permissions for any deployment share folders which are used in
| these policies. To check which deployment share is specified for a signature deployment

policy, check the bottom of the settings [pg.354] tab for each policy that is used.
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Chapter 3

The Exclaimer Console




The Exclaimer Console
Introduction

The Exclaimer console can be thought of as the ‘control center' for Exclaimer Signature Manager
Outlook Edition. From here, you can define general settings which are applicable to the system as a
whole, and access each section of the application. This section explains how the Exclaimer console is
used, including:

e Understanding the Exclaimer Console window [pg.67]

Exclaimer console settings [pg.72]

Exclaimer console licensing [pg.73]

e Exporting configuration settings [pg.82]

® |Importing configuration settings [pg.83]

If you already know about the console and wish to get started with Exclaimer Signature Manager
Outlook Edition, see the Signature Manager Outlook Edition [pg.85] section of this guide.
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Understanding the Exclaimer
Console Window

The Exclaimer console window is split into three panes, as shown and summarized [pg.68] below:

Actions pane

Toolbar

E)@ame‘ ‘ e b Save & cancel € System
= Si Manager Exchange Editi g :
{9 Somine % i (=) New ~ 2 Export Configuration...
il [ Settings [, Licensing fir' te Dep | @ Help : & Import Configuration...
-5 Sent ltems Update S Bact “, Licensing

=0 Policy Tester ; " 1n B o P
WD Template Library Keep a copy of the last  10/% successfully saved configurations @ @Sigmhlreﬂanageri PN

- | Blank Templates 7 New Signature Policy...
@ Manage policies
& status

; Business Cards/Signatures

Content pane

Console tree
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Exclaimer Console Summary

Available options in the Exclaimer console are summarized in the following sections:
e Console menu [pg.68]

e Console toolbar [pg.69]

e Console tree [pg.70]

e Content pane [pg.70]

e Selection tabs [pg.71]

® Actions pane [pg.71]

Console Menu

The console menu provides access to key areas and tasks within the Exclaimer Console. Available
options are summarized below:

Menu ‘ Summary

File Save

Use this option to save any changes made in the current content pane [pg.70].

Exit

Use this option to close the console. If any unsaved changes are detected, you
are prompted to save before exiting.

Action Options on this menu vary, depending on which branch of the console tree
[pg.70] is currently selected. Those listed below are available when the top
level (Exclaimer) branch is selected.

New

Use this option to access the new Signature Manager Outlook Edition policy
option and create a new policy [pg.136].

Export Configuration...

Use this option to export current configuration settings [pg.82] for the console
(for example, if you wish to use the same settings to set up another server
within your organization).

Import Configuration...

Use this option to import current configuration settings [pg.83] for the console
(for example, if you are setting up a server using the settings from another
server within your organization).

...Jcontinued
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Menu ‘ Summary

Window New Window

Use this option to open another instance of the console - for example, if you
need to refer to settings made in one tab whilst updating another. All open
windows are listed at the bottom of the window menu, so you can easily switch
between sessions. The new window option is also available from the actions
menu.

Cascade

If you have used the new window option to open multiple instances of the
console, use this option to display all windows in a 'cascade’.

Tile Horizontally

If you have used the new window option to open multiple instances of the
console, use this option to display all windows horizontally, across the screen.

Help Contents

Use this option to open the help system.

About

Use this option to display version information for the console.

Console Toolbar

The console toolbar provides quick access to key tasks. These tasks are also available from the console
menu [pg.68], but have been placed on the toolbar for faster access. Options on this toolbar vary,
depending on which branch of the console tree [pg.70] is currently selected. Those listed below are
available when the top level (Exclaimer) branch is selected:

Option  Function ‘ Summary

& Back Whilst navigating through the console tree, use this option to go
‘ back one level.

a Forward If you are navigating the console tree and used the back button,
use this option to go forward again (i.e. to return to the point
reached before you went back).

& Up Whilst navigating through the console tree, use this option to
- move up to the parent of the current branch.

Show /Hide Use this toggle option to show the console tree if it is currently
Console Tree hidden, or hide the console tree if it is currently shown.

Show /Hide Use this toggle option to show the actions pane if it is currently
Actions Pane hidden, or hide the actions pane if it is currently shown.
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Console Tree

To navigate the Exclaimer console (and all applications within it), a familiar tree structure is used. The
Exclaimer console is always at the topmost level, from which any number of parent/ child branches
(also known as nodes) is displayed. Having selected a node from the tree, the content pane displays
information and options that are relevant for that node. Options on the toolbar [pg.69] can be used
to quickly navigate between branches within the console tree.

When a branch is selected and changes are made but not saved, the branch is displayed with an
asterisk (*) symbol; you will see this at parent level (indicating that the branch contains child branches
with unsaved changes) and also at child level:

Parent branch Child Parent/child branch

with unsaved changes

E}gx) 7 ai-ma'
E}@ “Signature Manager Outlook Edition [RLREIERIEIELTY
frER 7 e ith unsaved changes
=& “Outlook Signature Policies WIE
’@ HR Department
’@ *Sales Department

& Outlook Campaign Poli Child branch with
-~ (5] Outlook Disclaimer Polici MR
- 3 Qutlook Mail Format Policies

=35 Policy Tester

[ m Template Library

- E Signature Deployment Policies

The asterisk symbol is cleared from a branch once its settings have been saved.

The console tree can be hidden or shown using the hide / show console tree
[pg.69] button on the toolbar. For quick navigation, use back [pg.69], forward
[pg.69] and up [pg.69] buttons from the toolbar.

310N

Content Pane

Having selected a node in the console tree, any information and settings associated with that node
are displayed in the content pane. These settings are accessed using a series of content tabs [pg.71]
at the top of the pane.
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Selection Tabs

Information and settings are organized into a series of tabs, accessed from the top of the content
pane. Available tabs vary, depending on which branch of the console tree is currently selected. Those
shown here are available when the top level (Exclaimer) branch is selected (settings [pg.72], licensing
[pg.73], remote deployment [pg.75] and help).

Actions Pane

The actions pane displays quick access to common tasks for the selected node. Available actions vary,
depending on which branch of the console tree is currently selected.

The actions pane can be hidden or shown using the hide / show actions
pane [pg.69] option on the toolbar.

=2
o
ot
m
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Exclaimer Console Settings

The settings tab contains options for the Exclaimer console:

@ Exclaimer Console
@)New v

% Settings |4 Licensing /dfly Remte Deployment (@ Help

Each time that configuration changes are saved, a backup of the previous configuration is created and
details of this are stored in the Windows event log [pg.81]. The keep a copy of the last... option is used
to specify the maximum number of backups that will be retained, or set this value to zero if you do

not wish such backups to take place.

Specific settings [pg.86] for Exclaimer Signature Manager Outlook Edition are available when the
Signature Manager Outlook Edition branch is selected in the console tree.

Changes are retained if you move to other tabs within the content pane.
When you are satisfied that all tabs have been updated correctly, click the
save button to save changes [pg.79] across all tabs. Alternatively, use the
cancel button to abandon all changes.

310N
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Licensing

The licensing tab contains information and options regarding the license for Exclaimer Signature
Manager Outlook Edition:

@ Exclaimer Console

(=) New ~ [ Register For 30 Day Trial {#Buy Now [ Activate Full License
@Seﬂmgsl % Licensing '*Ramte Deployment | @ Help

& Licensed Customer Details:
Contact Name:
Email:
kg Licensed Product Details:
Fe;hns - o l License information I

= [ Order (301012013) V
E} Outlook Options & Signatures Trial license for 5 day(s). Your trial expires at midnight

ik e :T:n:?zh::m for 5 day(s). Your trial expires at midnight
... Outiook Campaigns (Trial L‘::;::tm for 5 day(s). Your trial expires at midnight
.. &} Outlook Disclaimers (Trial) ;I;;lua;ll‘ltceme for b day(s). Your trial expires at midnight
... @ Outiook Mail Format (Trial) gl‘?;'l‘ltoense for 5 day(s). Your trial expires at midnight
a Support Subscription Your support subscription expires at midnight tonight.

Licensing information is summarized in the following sections:

e The licensing process [pg.74]

® Licensing information [pg.74]

e The licensing toolbar [pg.74]

USER MANUAL
Signature Manager Outlook Edition

Page | 73




The Licensing Process

Our aim is to get you working with Exclaimer software as quickly as possible. As such, we have
implemented a flexible licensing policy with minimal restrictions during the trial period.

If you have installed Exclaimer software for the first time, you can use it for five days without any form
of registration. After five days, you are prompted to register for a 30 day trial. During the trial period,
all signatures are appended with the following text: This Signature was created by Exclaimer Signature
Manager Outlook Edition. This message is only added when the product is in trial.

This text is only added when signatures are generated within the trial period; once the license is
activated the message is removed. Having completed a trial period, you can:

® Purchase the product from the Exclaimer website or by contacting the Exclaimer sales team

e Contact the Exclaimer sales team to extend your trial

Licensing Information

The licensing tab shows any contact details associated with this Exclaimer license. You can also see
the type of license that is currently in place and the license status (for example, the number of days
remaining for a trial).

The Licensing Toolbar

When the licensing tab is displayed, the licensing toolbar contains the following options:

Toolbar Option ‘ Summary

New > Signature Manager See the adding a new Outlook policy [pg.136] page.
Outlook Edition policy

Register for 30 day trial Before using this software, you must register your installation of
the Exclaimer Console and its associated products. Click this
option to open the register for 30 day trial wizard and follow on-
screen instructions to register your trial.

Extend trial This option is only displayed if you have registered for a 30 day
trial. To extend a trial, you need to email the Exclaimer sales
team.

Buy now Access the Exclaimer website products page to purchase a license.

Activate full license Having purchased a license, you will receive an email which

includes a product activation key. Use the activate full license
option to activate your license.
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Remote Deployment

If you have multiple Exclaimer installations on your network (for example, you might have servers in
different offices around the country), you can manage configuration in a single location and deploy
this to all other servers. To do this, use the remote deployment tab to specify a shared location:

@ Exclaimer Console

(&) New ~ A
|3 Settings | % Llcensmg I* Remote Deployment ‘@ Heip

Then, whenever you save any changes to the configuration, you are asked to confirm if you would like
to deploy them to other servers. If you opt to deploy changes, a file is written to the remote
deployment folder and imported by the other installations.

Initially, Exclaimer software must be installed on each server - installation cannot be
completed via remote deployment. Once installed, specify a remote deployment folder to
manage subsequent configuration changes with remote deployment (each installation
must have the same remote deployment folder).

310N
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How It Works

The remote deployment folder is defined using the remote deployment tab within the Exclaimer
Console.

The specified folder must be a shared folder on the network (only one remote deployment folder
should be used on an entire domain). When configuration changes are saved, the computer (on which
those changes have been saved) pushes new configuration data to the remote deployment folder.

Remote machines receive notification from the operating system when new configuration data is
detected in the shared folder, and they then pull (i.e. import) that data into their local installation.
Push and pull operations are completed via the Exclaimer Signature Manager Outlook Edition Remote
Deployment service.

The Remote Deployment Folder

Create a shared folder on your network that will be accessible by all machines that are running
Exclaimer Signature Manager Outlook Edition.

If you do not want the share to be visible to users, you should use a hidden share. This is done by
adding a dollar (S) symbol to the end of the share name. Hidden shares cannot be viewed when
browsing the network with Explorer, for example.

You should ensure that the user who is logged into the Exclaimer console (that is saving data) has read
and write access to this folder.

The following sections detail two methods of applying folder permissions. These are applicable for
both the sharing and the NTFS Security permissions of the shared folder - i.e. you must make the same
permission changes in both the sharing and security tabs of the folder’s properties dialog.

Folder Permissions (Easy Method)

Allow the Everyone group to have Read permissions.
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Folder Permissions (Secure Method)

Allow Read permissions only for the computer account of each server with Exclaimer Signature
Manager Outlook Edition installed upon it.

This is essential because the Exclaimer Signature Manager Outlook Edition Remote Deployment
service runs under the LocalSystem account; this account (as the name suggests) only has access to
the local system of the machine that it is running on - not to any network resources.

The only way this account can ever see a network resource is when the computer account is given
specific access to that resource - i.e. the folder on the network resource allows itself to be accessed
by the LocalSystem account of a specific remote machine. In this case, access is restricted to only
reading data from the remote deployment folder. Example permission settings are shown below:

ﬂ Permissions for RemoteDeployment E3 '! Permissions for RemoteDeployment B3
Share Permissions l Security l
Group or user names: Object name: ~ C:\RemoteDeployment
&5 Domain Adming [TestDomain\Domain Admins)
EXCHANGET [TestDomain\EXCHANGE1$) Group or user names:
g EXCHANGEZ (TestDomainsEXCHANGE 2$) 3& Domain Admins [TestDomain\Domain Admins)
§J EXCHANGE3 (TestDomain\EXCHANGE 3$) 52 SYSTEM

EXCHANGET (TestDomainh\EXCHANGE1$)
_.l‘ij EXCHANGEZ (TestDomain\EXCHANGE 2¢)
B EXCHANGE3 (TestDomain\EXCHANGE 3$)

Add... | Remove I

Permissions for WS01 Allow Deny Add. l Remove I
Full Control m O
Change O O Permissions for 'WS01 Allow Deny
Read O Full control O 0O =
Modify O O
Read & execute O
List folder contents O
Read m =l
ar ( trol 5 Imissions

| 0K I Cancel I Apply l 0K I Cancel I Apply I

Share Permissions Security Permissions
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Remote Deployment Timings

As soon as the Exclaimer Signature Manager Outlook Edition Remote Deployment service notices that
there has been a change to the remote deployment folder, it starts a timer. Every ten seconds a check
is made to see if the file has been written to in the last five seconds. If it has not, the file is added to a
qgueue which will perform the actual import; otherwise the file remains in the timer list.

This means that the import should begin a maximum of ten seconds after the save finishes, though in
practice it could be a little more than this depending on server load and how quickly the import thread
is given control by the operating system. Similarly, the import could begin sooner, depending on when
the save completes relative to the timer interval.

Before checking that configuration changes have been applied successfully on remote machines,
sufficient time should be allowed for those machines to actually perform the import (the import can
take some time with complex configurations).

Changing an Existing Remote Deployment Folder

If all Signature Manager Outlook Edition installations are set to point to a specific remote deployment
folder and you later decide to change that folder, there is no need to manually change every server to
point to the new location.

Having changed the location on one machine and saved the configuration, that machine will write a
copy of the configuration data to both the old AND the new locations. Any servers pointing to the old
location will import the configuration which includes the new remote deployment folder path so, on
subsequent deployments, they will pull data from the new location.

As such, you are advised NOT to delete the old remote deployment folder until enough time has
elapsed for all remote machines to import the configuration file that contains the new folder location.
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Saving changes in the Exclaimer
console

If a tab contains any unsaved changes (irrespective of which branch in the console tree [pg.67] is
active), it is displayed with an asterisk (*) symbol - for example:

Asterisk (*) symbol
9 HR Deparment
E7New BbUsers L Delete & Clone
% General | Template™ |G Options™
{J Signature Options
% Deployment Options
Name: Sample002| ‘@
" Make signature read only (1)
Deploy signature to:  Microsoft Outlook H®
(F] Default Signature Options
¥ Set signature s defaultfor new messages in Microsoft Outlook (1)
v Set signature as defaultfor replies and forwards in Microsoft Outlook
|| Set signature as default in Outlook Web Access

4 Conditions | @ Exceptions ' [8] Date Range '+ Next Policy

Image Options
= ~
24 Images Referenced by URLs: .\ Images Referenced by Filenames:
Include with the message 1 ® |nciude with the messags 4

Changes are retained if you move to other tabs within the content pane. When you are satisfied that
all tabs have been updated correctly, click the save button to save changes across all tabs. If you are
unsure about any changes that have been made, use the cancel button to abandon all changes.
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Configuration Backups

Before changes are saved, existing configuration settings are automatically backed up. Details of any
backups are written to the Windows event log - for example:

File Action View
|z

Event Viewer (Local)
b [ Custom Views
4 [w Windows Logs
| Application Level = Date and Time Source
% Security £ Information 04/ Exclaimer Signature Manager Outlook Edition
] Setup @ Information 04/11/2013 16:38:55 Exclaimer Signature Manager Outlook Edition
=] System (i) Information 04/11/2013 14:05:02 Exclaimer Signature Manager Outlook Edition
] Forwarded Events (@) Information 04/11/2013 13:50:02 Exclaimer Signature Manager Outlook Edition
45 pplica.tions. and Senviceslo @ Information 04/11/2013 13:35:00 Exclaimer Signature Manager Outlook Edition
Q::\:ez:‘r::;:r: Mighiser (i) Information 04/11/2013 14:09:15 Exclaimer Signature Manager Outlook Edition
Directory Service @ Information 04/11/2013 14:09:07 Exclaimer Signature Manager Outlook Edition Configy
(i) Information 04/11/2013 14:09:07 Exclaimer Signature Manager Outlook Edition Confige

] DNS Server 5 ¢ 2 S
Brcloionar @ Information 04/11/2013 10:19:55 Exclaimer Signature Manager Outlook Edition

5] Hardware Events <1 u |

<7 Filtered: Log: Exclaimer; Sources: Exclaimer Signature Manager Outlook Edition, Exclaimer Signature Manager Outlook

Event 2200, Exclaimer Signature Manager Outlook Edition Configuration Service

b ] Microsoft General | Details |
] MSExchange M.
Windows PowerShell Backing up configuration
[} Subscriptions Started: 04/11/2013 16:38:53
Status: Comblete

Log Name: Exclaimer

Source: Exclaimer Signature Manage Logged: 04/11/2013 16:39:03

Event ID: 2200 Task Category: None

Level: Information Keywords: Classic

User: N/A G HelpFileMachi rk26.local
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Accessing the Windows Event Log

To access the Windows event log from within the Exclaimer console, simply select the status option
from the actions pane:

; @ Export Configuration...
3 Help » @ Import Configuration. ..
% l - o

ved cocfipeater O (@) signature Manager ¢ #

[~  Create an Outiook sig...
Create an OWA signa...

m 2 QY

The status option

Alternatively, you can access the Windows event log from Windows. To do this, follow the steps below:
1. On the appropriate computer, click Start.
2. Select administrative tools.

3. Select event viewer.
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Exporting Configuration
Settings

The export current configuration settings option is used to export all settings for the Exclaimer
console, together with settings [pg.86], policies [pg.94] and templates [pg.189] for Exclaimer Signature
Manager Outlook Edition.

The export process writes all settings to an econfig file; this is a proprietary file type for Exclaimer
products and is required if you wish to import settings from a file. To export current settings, follow
the steps below:

1. Ensure that Exclaimer is selected in the console tree (i.e. the topmost branch)

2. Select export configuration from the actions pane, or from the action menu. The export configuration
window is displayed.

(ZD Alternatively, you can select the topmost Exclaimer branch in the console
i tree and right-click to access the export configuration option.

3. Navigate to the required drive and folder, into which the export file should be saved.
4. Enter the required file name for the export file.

5. Click save to complete the export.

Note that configuration files can only be exported and imported between
servers in the same Active Directory forest.

310N
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Importing Configuration
Settings

The import current configuration settings option is used to import all settings for the Exclaimer
console. As such, the import will include all settings [pg.86], policies [pg.94] and templates [pg.189]
for Exclaimer Signature Manager Outlook Edition.

It is important to note that all settings will be imported, which means that your
existing configuration will be overwritten. Before the import takes place, existing
configuration settings are automatically backed up; you can find the location of
this backup file by checking the Windows Event Log [pg.81].

310N

Settings must be imported from an econfig file; this is a proprietary file type for Exclaimer products,
and is created whenever the export configuration settings [pg.82] option is used. To import

configuration settings, follow the steps below:

1. Ensure that you have backed up existing settings by exporting the current configuration [pg.82].

2. Ensure that Exclaimer is selected in the console tree (i.e. the topmost branch).
3. Select import configuration from the actions pane, or from the action menu. The import configuration

window is displayed.

% Alternatively, you can select the topmost Exclaimer branch in the console
= tree and right-click to access the import configuration option.

4. Navigate drives and folders to select the econfig file to be imported.

5. Click open to complete the import.

Note that configuration files can only be exported and imported between
servers in the same Active Directory forest.

310N
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Chapter 4

General Settings &
Information




General Settings & Information

Introduction

The Signature Manager Outlook Edition branch (within the Exclaimer console [pg.66] tree) is where all
setup is completed. When the parent branch (Signature Manager Outlook Edition) is selected (within
the Exclaimer console [pg.66]), general settings and information can be viewed and updated:

@) File Action Window Help

= (&) Exclaimer ]
=) Signature Manager Outiook Edition
#-& Outlook Signature Policies
i & Outlook Campaign Policies
/] Outlook Disclaimer Polices
34 Outlook Mail Format Policies
&35 Policy Tester
- ) Template Library
e & Signature Deployment Policies

bl ssve | @ Cancel

Selection tabs provide

access to options and
information

From here, you can:

e Update general settings [pg.86] from the settings tab

e View existing Outlook policies [pg.87] from the policies tab

e Addanew policy [pg.136] via toolbar or actions pane options

pd
o
=
m

For further information about the Exclaimer console (including the menu, toolbar
and actions pane), see understanding the Exclaimer console window [pg.67].
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Signature Manager Outlook
Edition Settings

The settings tab contains general settings for the Exclaimer Signature Manager Outlook Edition
application:

The Signature Manager Outlook
Edition branch is selected

Toolbar options

@ Signat'  wanager Outlook Edition

i & Outlook Signature Policies ONew ~
Outlook Campaign Policies F Settings | Policies | @ Help
Outlook Disclaimer Policies [l General
- )1 Outlook Mail Format Policies o el i Ovtlook Edion Policies @
-&3 Policy Tester ’
W Template Library
i @ Signature Deployment Policies

Settings for Exclaimer
Signature Manager
Outlook Edition

From here, you can use the enable Signature Manager Outlook Edition policies option to enable or
disable all Signature Manager Outlook Edition policies (including signatures, campaigns, disclaimers
and mail format policies). If this option is not set to enabled, Exclaimer Signature Manager Outlook
policies will not be applied to any of your organization's email messages.

% Additional settings to control the way in which signatures are updated and
o, deployed are available via signature deployment policies [pg.343].

If required, you can also select the new option from the toolbar to access options for creating new
signature [pg.104], campaign [pg.108], disclaimer [pg.110] or mail format [pg.112] Outlook policies.
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Signature Manager Outlook
Edition Policies

The policies tab contains quick access to existing Outlook policies and options for completing key tasks

relating to policies:

@) File Action Window Help SN, View options
piager: @Q olicies toolbar

B@) Exclaimer . . .e Manager Outlook Edition
= (2 Signature Manager Outlook Edition - =
Li-@OuﬂookSignaMePdicis | ) Néw ~ x’Deleter [ Clone ¥ Move Up 7} Move Down |™!|Move to Top [=/|Move to Battom
. &3 IT Department | @ Setiings | & Policies (@ Help
- {4 Sales Department || Policy Name | Description
- &4 HR Department | Outlook Signature Policies
- &g Admin Department Z5IT Department
- £ Everyone Else {4 Sales Department
=& Outlook Campaign Policies & HR Department List of policies
- &J IT Department £ Admin Department
- &) Sales Department £ Everyone Blse
- €& HR Department Outlock Campaign Policies
- & Everyone Else &J1T Department
(= /=] Outlook Disclaimer Policies & Sales Department
&J HR Department
&J Everyone Else
Outlook Disclaimer Policies
JIT Departmert
- 4 Outlook Mail Format Policies ] Sales Department
- ) IT Department L HR Department
- 3 Sales Department =/ Everyone Hlse
- 34 HR Department Outlook Mail Format Policies
- 4 Everyone Else 441 Department
- B Policy Tester 1 Sales Department
i+ @ Template Library 4 HR Department
b G Signature Deployment Policies -1 Everyone Else

Outlook policies are processed in the order that they are listed here. The policy list is divided into four
sections - signature policies, campaign policies, disclaimer policies and mail format policies. You can
use move up / move down [pg.90] options to change the sequence of policies within each section, and
use next policy [pg.134] options for greater control over processing sequence.
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Note that you can change the sequence that policies run within each policy type section, but policy
types always run in the same sequence:

3

Disclaimer
F'Cl S

Once the signature has been constructed, any mail format policies are processed and applied before
the final signature is deployed. For further information see understanding how policies are processed

[pg.98].

Available options from the policies tab are summarized in the following sections:

® The policy list [pg.89]

e The policies toolbar [pg.90]

e View options [pg.91]
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The Policy List

All existing Outlook policies are listed in the upper section of the main content area; these are the
same policies that you will see listed in the console tree:

&~ @) Exclaimer
B- @) Signature Manager Outlook Edition
E‘ @ Qutlook Signature Policies
- £ IT Department
- (g Sales Department
@ HR Department
- (g Admin Department
- 4 EveryoneElse
= &3 Outlook Campaign Policies
- &J IT Department
- &J Sales Department
- & HR Department
- & Everyone Else
= =] Outlook Disclaimer Policies
- /] IT Department
-] Sales Department
- {=J HR Department
- /=] Everyone Else
[= 44 Outlook Mail Format Policies
jﬂ IT Depaﬂment
-+ 34 HR Department
- < Everyone Else
EE Policy Tester
- [ Template Library
- [ Signature Deployment Policies

You can double-click any Outlook policy from the list to view and edit its settings [pg.119]. It does not

matter if you access policies from the console tree, or from the policy list shown here - use whichever
method is most convenient for the task in hand.
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The Policies Toolbar

When the policies tab is displayed, the policies toolbar contains the following options:

Toolbar Option Summary

New

Select this option to access options for creating a new signature
[pg.104], campaign [pg.108], disclaimer [pg.110] or mail format

[pg.112] policy.

Delete

Use this option to remove [pg.148] the currently selected
policy. Select a policy from the list and use this option to delete
it - the policy is removed from the list but is only permanently
deleted when changes are saved [pg.79].

Clone

If you need to create a policy which is similar to an existing
policy, use this option to clone [pg.143] (duplicate) the existing
policy and then edit [pg.144] the duplicate version as required
(this can be much quicker than creating a new policy from first
principles).

Move Up / Move Down /
Move to Top / Move to
Bottom

Use these options to reorganize the policy list and determine
the order in which policies are applied within each policy type
section. Select a policy and click move up or move down as
required, or use move to top / move to bottom options to
quickly move to the start/end of a section. Note that if you
select a section title (e.g. Outlook campaign policies, all policies
of that type are selected.

Changes are retained if you move to other tabs within the content pane.

310N

When you are satisfied that all tabs have been updated correctly, click the
save button to save changes [pg.79] across all tabs. Alternatively, use the

cancel button to abandon all changes.
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View Options

The view option can be used to determine whether policies are displayed in list (details) form...

[ Settings (& Policies (@ Help

Policy Name | Description

Outlook Signature Policies
£FIT Department
4 Sales Department
Z§ HR Department
£ Admin Department
4 Everyone Else
Outlook Campaign Policies
&JIT Department
&) Sales Department
& HR Department
&J Everyone Bse
Outlook Disclaimer Policies
JIT Department
=] Sales Department
-/ HR Department
=] Everyone Blse
QOutlook Mail Format Policies
31T Department
1) Sales Department
49 HR Department
"1 Everyone Else

..oraslarge icons:

[ Settings | Policies (@ Help

Outlook Signature Policies

@@@W@@

IT Department Sales Admin Everyone Else

Outlook Campaign Policies

@ @ @

IT Department Sales HR Everyone Else
Depatment  Department

Outlook Disclaimer Policies

IT Department Sales Everyone Else
Department Department

Outlook Mail Format Policies
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Working With Encrypted
and/or Signed Email

Exclaimer Signature Manager Outlook Edition adds Outlook signatures to email messages and
configures mail format settings for your users - it does not affect encrypted and/or signed email
messages.

Signed and Encrypted Signed
Encrypted
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Chapter 5

Working with Outlook
Policies




Outlook Policies Introduction

Exclaimer Signature Manager Outlook Edition controls your signatures and mail format settings (for
both Microsoft Outlook and OWA [pg.101]) using Outlook policies and associated templates [pg.189].

Exclaimer Signature Manager Outlook Edition allows you to define any number of templates which
can include signatures, disclaimers, campaigns/branding and email formatting. However, 'one size'
rarely fits all - for example, an organization may need a standard company signature for all messages
but in addition to this:

® Each department within the organization may require supplementary disclaimers or sign-off
messages

e Certain people within a department may require additional signature information
e At weekends, certain departments may need to apply alternative signature information

® At certain times of the year, email signatures may need to include campaign advertising

Using Exclaimer Signature Manager Outlook Edition, you create Outlook policies to control the
circumstances under which templates are applied. In short, an Outlook policy can be thought of as a
set of rules or conditions that must be met for a template to be applied to email messages. Within
Signature Manager Outlook Edition, there are four distinct policy types:

e OQutlook signature policies [pg.104]

e Qutlook campaign policies [pg.108]

e Outlook disclaimer policies [pg.110]

® Qutlook mail format policies [pg.112]

Within the Exclaimer console, all Outlook policies (and other key areas of the system) can be accessed
by selecting the parent branch in the console tree (Signature Manager Outlook Edition):

= (2) Exclaimer )
=+ ) Signature Manager Outlook Edition

i+ & Outlook Signature Policies

- & Outlook Campaign Policies

- /=] Outlook Disclaimer Policies

- 31 Outlook Mail Format Policies

- &5 Policy Tester

- [{) Template Library

- [ Signature Deployment Policies

ru)
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This chapter contains topics for working with Outlook policies, including:

What is an Qutlook policy? [pg.96]

Understanding how Outlook policies are processed [pg.98]

Understanding the difference between Outlook and OWA [pg.101]

Policy types [pg.103]

Accessing existing OQutlook policies [pg.115]

The anatomy of an Outlook policy [pg.119]

Adding a new Outlook policy [pg.136]

Cloning an existing Outlook policy [pg.143]

Changing an existing Outlook policy [pg.144]

Enabling and disabling an Outlook policy [pg.145]

Viewing which users are associated with an Outlook policy [pg.146]

Removing an Outlook policy [pg.148]

You can also learn more about specific tasks, using the how to [pg.149] section for Outlook policies.

USER MANUAL
Signature Manager Outlook Edition

Page | 95




What is an Outlook Policy?

Within Exclaimer Signature Manager Outlook Edition, a signature is constructed using three distinct
parts - signature (business card content), campaign (sales / promotional content) and disclaimer (legal
/ corporate) content.

These parts are defined in separate Outlook policies and then combined (when given criteria are met)
to form the final Outlook signature. For example:

Karen Green | Marketing Manager

KG@network28.lccal
‘ 7 AER This part of the signature

2 98 . was applied from an
greenorg.net Outlook signature policy

f: =44 (0

This part of the signature

on designing email signatures was applied from an
www.exclaimer.com Outlook campaign policy

Any views cr opinions presented in this emasil are solely those of Karen Green and do not necessarily
represent those of Green Organization. Employees of Green Organization are expressly required nof]
to make defamatory statements and not to infringe or suthorize any infringement of copyright or any
other legal right by email communications. Any such communication is contrary to company gals
and outside the scope of the employment of the individugl concerned. Green Organizatigg
accept any liability in respect of such communication, and the employee responsibl
personally lisble for any damages or other liability arising. was applied from an
Outlook disclaimer policy

This part of the signature

To achieve this, the following policy types are used:

e Qutlook signature policy [pg.104]

e OQutlook campaign policy [pg.108]

e Qutlook disclaimer policy [pg.110]
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Additionally, you can define mail format policies [pg.112] to control the default composition font

presented to users when they choose to create, reply to or forward an email message.

You can create as many policies of each type as required, and set criteria to determine how they are
applied under given circumstances. For example, you might have different signatures, campaigns and
disclaimers for different departments within your organization, or for different office locations, or for
specific time periods, etc.

It is not mandatory for signatures to be comprised of all three parts. A signature might be as simple as
applying the sender's contact details and a company logo, or you might only want to apply disclaimer
text for a given set of circumstances - you can use the policy types in any way that suits your
organizational requirements.

Outlook policies are always processed in the same sequence - signatures,
then campaigns and finally disclaimers. This means that the signature
template is applied first, then the campaign template and then the disclaimer
template (for further information see understanding how policies are
processed [pg.98].

Whilst you cannot change this processing sequence, you can add atypical
content to policies. For example, if you wish to include a campaign image
before a signature, you could associate a campaign template with a signature
policy and a signature template to a campaign policy.

310N
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Understanding How Outlook
Policies are Processed

Within Exclaimer Signature Manager Outlook Edition, there are four distinct Outlook policy types:

e Qutlook signature policies [pg.104]

e Qutlook campaign policies [pg.108]

e OQutlook disclaimer policies [pg.110]

e OQutlook mail format policies [pg.112]

The first three types are used to construct the final signature and processing always takes place in the
following sequence:

‘ 3

1
Signature Campaign Disclaimer

Policies Policies

Once the signature has been constructed, any mail format policies are processed and applied before
the final signature is deployed. You can see this sequence reflected in the policies tab (choose the
Signature Manager Outlook Edition branch in the console tree and click the policies [pg.87] tab):

©
@) File Action Window Help

-(2) Exclaimer @ Signature Manager Outlook Edition

= (©) Signature Manager Outlook Edition

L']g Outlook Signature Policies @New he x Delete [ Clone 4 Move Up I Move Down |™l|Move to Top [2]|Move to Bottom View =
- GG 1T Department r Settings m ‘ﬁn )
- (g Sales Department Policy Name
- &4 HR Department Outlook Signature Policies All Outlook signature
- & Admin Department £FIT Departmert . .
. & Everyone Blse & Sakes Deparmert policies are processed first
[+ & Outlook Campaign Policies 4 HR Department
- & IT Department 5 Admin Department
- & Sales Department £ Everyone Bise
- &9 HR Department Outlock Campaign Policies .
@ Everyos Hise T Department All Outlook campaign
2+ Outlook Disclaimer Polices | &7 Sales Depariment policies are processed next
- (=] IT Department &I HR Department
-] Sales Department & Everyoe Else
=/ HR Department Outlook Disclaimer Policies
- (] Everyone Else /=] IT Department
44 Outlook Mail Format Policies | ] Sales Department All Outlook disclaimer
- 44 IT Department {2/ HR Department .
_ 3 Sales Department (5] Everyone Bse policies are processed next
- 34 HR Department Outlook Mail Format Policies!
- 4 Everyone Else 31T Department
- &3 Policy Tester 34 Sales Department
- @ Template Library 21 HR Department

All Outlook mail format policies

(&8 E Signature Deployment Policies || 3 Everyone Else
are processed last (after the

signature has been constructed

from policies applied above)
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Within each policy type, policies are processed in the sequence that they are listed. You can use move
up / move down / move to top / move to bottom options to change the sequence of policies within
each section, and use next policy [pg.134] options for greater control over the processing sequence.

Thus, if an Outlook signature policy is applied, content from the associated template is added to the
signature. Processing continues and if an Outlook campaign policy is applied, content from the
associated template is appended to the signature content. Processing continues and if an Outlook
disclaimer policy is applied, content from the associated template is appended to the combined
signature/campaign content. When all processing is complete, the final signature is comprised of
anything between one and three parts - for example:

Karen Green | Marketing Manager

KG@network28. local

This part of the signature
was applied from an
Outlook signature policy

This part of the signature

was applied from an

on designing email signatures Outlook campaign policy

www.exclaimer.com

@ exdolmer Download FREE whitepaper

o MaronoR Enonge

Any views or opinions presented in this emasil are solely those of Karen Green and do not necessarily

represent those of Green Organization. Employees of Green Organization are expressly required not

to make defamatory statements and not to infringe or authorize any infringement of copyright or age . .

other legal right by email communications. Any such communicstion is contrary to compan, This part of the signature

and outside the scope of the employment of the individusl concerned. Green Organization will nC q

dade iabilitrin reshact of 5 icati 7 AR IR was applied from an
pt any liability in respect of such communicstion, and the employee responsible will be

personally lisble for any damages or other liability arising Outlook disclaimer policy

Any number of policies can be applied to Microsoft Outlook emails. For example, your Sales
department might have a standard signature comprised of an Outlook signature policy for contact
details, an Outlook campaign policy for company branding and an Outlook disclaimer policy for a
standard disclaimer. However, at different times of the year you may wish to apply a second Outlook
campaign policy to promote specific products.

If a policy is defined for OWA, only one Outlook signature policy will be applied (though multiple
campaign and disclaimer policies may be applied). If more than one Outlook signature policy is
applicable, the last one processed will be used. For this reason, it is very important that you check
the sequence of any OWA policies and, if multiple Outlook signature policies might be applied,
ensure that the most important one is processed last [pg.175].
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When Does Processing Take Place?

When Exclaimer Signature Manager Outlook Edition is enabled on a system, it is running in the
background all of the time. When a user chooses to create a new email message in Microsoft Outlook
(or if they choose to reply to / forward a message), they will see any applicable signatures, as
determined by policies and associated templates. Users can amend the signature at this point, if
required.

Can | Change The Processing Sequence?

You cannot change the processing sequence but you can apply atypical templates to policies. For
example, if you wish to include a campaign image before a signature, you could associate a campaign
template with an Outlook signature policy and a signature template with an Outlook campaign policy.
This principle applies to any of the Outlook policies (signature, campaign and disclaimer).
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Understanding the Difference
between Outlook and OWA

Within Exclaimer Signature Manager Outlook Edition, policies can be defined for emails sent via:

e Microsoft Outlook [pg.102]

e OWA [pg.102]
This is determined on the options tab [pg.123] for each policy, as shown below:

Departme Hsove | O concel

&7 New &4 Users L Delete &I Clone
3 General | Template" |G Options™ /@ Conditions | @D Exceptions |[] Date Range |/ NextPolicy

4 Signature Options
&Dedoyment()pﬁm
Name: T Department Signature Content @
= Mdteug\alu'ereadody @
Deploy signature to: Mm S R e R Y Choose whether the policy
: i hould be deployed to
Default Signature O Microsoft Dutlook S
@ OwA Microsoft Outlook or to OWA

v Set signature as for new messages in Microsoft Outlook (3J
v Set signature as defaultfor replies and forwards in Microsoft Outlook
|| Set signature as default in Outlook Web Access
Image Options
& Images Referenced by URLs: ) Images Referenced by Filenames:
*Include with the message (1) ® Include with the message (1)
'® Do not change Do not change
¢ Campaign and Disclaimer Options
v Add campaigns tothis signature (1)
v Adddisclaimers to this signature (1)
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Microsoft Outlook

Policies are applied to any emails that are sent from Microsoft Outlook. Any number of policies can
be applied to Microsoft Outlook emails. For example, your Sales department might have a standard
signature comprised of a signature policy for contact details, a campaign policy for company branding
and a disclaimer policy for a standard disclaimer. However, at different times of the year you may wish
to apply a second campaign policy to promote specific products.

OWA

OWA is a webmail service that is provided as part of Microsoft Exchange Server (Exchange 2003
onwards). For policies to work with OWA, you must:

e Ensure that your system is configured for OWA [pg.18]

e Ensure that required policies are set for OWA and not Microsoft Outlook

When this is done, Exclaimer Signature Manager Outlook Edition will automatically update a user's
OWA signature. Exactly how this is done depends upon how your installation is configured - please
see installation and deployment [pg.15] and configuring OWA updates from the server [pg.33] for

further information.

It is important to note that any images used in templates for OWA signatures
must be linked using a URL and not embedded. For further information
please see how do | include images for an OWA signature? [pg.340].
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Policy Types
Within Signature Manager Outlook Edition, there are four distinct Outlook policy types:

e Qutlook signature policies [pg.104]

e Qutlook campaign policies [pg.108]

e Qutlook disclaimer policies [pg.110]

e Qutlook mail format policies [pg.112]

The first three types are used to construct the final signature and the last (mail format) is used to apply
general formatting options (for further information please refer to the Outlook policies [pg.94] section
of this guide).
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Outlook Signature Policies

The content for an Outlook signature policy is determined by the template with which the policy is
associated. Typically (though there may be exceptions), signature content includes a signature block -
a section of text towards the end of an email that communicates who recipients are communicating
with, and provides assurance that they are dealing with a real person rather than an electronically
generated message. For example:

Karen Green | Marketing Manager

KG@network28. local

+44 (0} 125 87 458

f. =44 0y 1252 987 458 This part of the signature
areenorg.net was applied from an
Outlook signature policy

: Download FREE whitepaper
@ e)(dafner' on designing email signatures

A LR Sor Muronol Eachonge
www.exclaimer.com

Any views or opinions presented in this emasil are solely those of Karen Green and do not necessaril
represent those of Green Crganizstion. Employees of Green Organization are expressly required not
to make defamatory statements and not to infringe or authorize any infringement of copyright or any
other legsl right by email communicsations. Any such communicsation is contrary to company policy
and outside the scope of the employment of the individusl concerned. Green Crganization will not
accept any lisbility in respect of such communicsation, and the employee responsible will be
personaslly lisble for any damages or other liability arising

Exclaimer Signature Manager Outlook Edition contains a range of sample signatures in the template
library [pg.189]. If required, you can edit existing templates [pg.202] or create new ones [pg.198] using

an intuitive template editor [pg.208]. There are no rules as to what information can or cannot be
included in a signature however, a signature might include:

e A complimentary sign off (Best regards, Many thanks, etc.)
e Contact information

e Something that gives the signature personality (for example, you might have your organization’s
tag line or other brand imagery in the signature block)

The behavior of a signature is set using the policy options tab [pg.105]. For example, you may want to

apply a signature to new email messages only and not to replies or forwarded messages.
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Outlook Signature Policy Options

When an Outlook signature policy is added [pg.136] or edited [pg.144], all standard setup tabs are
available (general [pg.120], template [pg.121], options, conditions [pg.124], exceptions [pg.129], date
range [pg.132] and next policy [pg.134]). The options tab contains settings which vary between policy
types. Available options for an Outlook signature policy type [pg.104] are shown below:

&% IT Department”
7 New ﬂUsers L Delete & Clone

3 General [ Template® |G Options™ | @ Conditions |@® Exceptions |[@] Date Range | " NextPolicy
{4 Signature Options
% Deployment Options
Name: IT Department Signature Content @
" Make signature read only (1)
(] Default Signature Options
v Set signature as default for new messages in Microsoft Outlook (1)
v Set signature as default for replies and forwards in Microsoft Outlook
|| Set signature as default in Outlook Web Access
Image Options
& Images Referenced by URLs: ") Images Referenced by Filenames:
 Include with the message () ® Include with the message (1)
® Do not change ©) Do not change
4 Campaign and Disclaimer Options
v Add campaigns tothis signature @
v Add disclaimers tothis signature (1)
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These options are summarized below:

Option Summary

Deployment Options

Name

Specify the name of the policy. The name entered here will be displayed
to users in Outlook - for example, right-clicking on a generated signature
shows any other signatures that are available for selection:

Sample001 (Hiro Nakamura)
Sample001 Jones, Peter)
|\/ | Sample001 (Karen Green)
Signatures...

GROUP

Make signature read
only

Select this option to deploy signatures as read only on users' computers.
This prevents signatures (deployed from Exclaimer Signature Manager
Outlook Edition) from being deleted, but it does not prevent users from
changing signatures in their email messages.

Deploy signature to

Choose whether this signature should be used in Microsoft Outlook orin
OWA. Note that OWA only allows one signature per user so, if multiple
signatures apply, the last one processed will be used.

In this context, the term 'signature’ refers to the signature as a whole -
i.e. the signature element, the campaign element and the disclaimer
element. Signatures may include any number of each element (for
example, you might require two campaigns at certain times) however,
there is a size limitation with OWA signatures, as below:

® Exchange 2003 - 4KB (configurable to 16KB via a registry key)
® Exchange 2007 - 16KB (non-configurable)

® Exchange 2010 - 8KB (non-configurable)

® Exchange 2013 - 8KB (non-configurable)

As long as the total size is within the relevant limit, you can have multiple
campaigns and/or disclaimers applied to an OWA signature in the same
way that you can for an Outlook signature. As such, you are advised to
define dedicated policies for OWA users. For further information please
see understanding the difference between Outlook and OWA [pg.101].

Default Signature Options

Set signature as
default for new
messages in
Microsoft Outlook

Ensures that (if the policy is applied) this signature will be used by default
when a user creates a new email using Microsoft Outlook. If a user fulfils
the criteria for more than one default signature, the last policy processed
will be applied. This option is only available if deployment is set to
Microsoft Outlook (rather than OWA).

...Jcontinued
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Option Summary

Set signature as
default for replies
and forwards in
Microsoft Outlook

Ensures that (if the policy is applied) this signature will be used by default
when a user replies to or forwards an email using Microsoft Outlook. This
option is only available if deployment is set to Microsoft Outlook (rather
than OWA).

Set signature as
default in OWA

Ensures that (if the policy is applied) this signature will be used by default
when a user creates a new email using OWA, and if they reply to or
forward a message. This option is only available if deployment is set to
OWA (rather than Microsoft Outlook).

Image Options

Images referenced
by URLs > Include
with the message

When this option is selected, any URL-referenced images are copied to
the user's computer and included in the email message. An advantage of
this option is that the image is always available on the local machine. A
possible disadvantage is that, if the original image changes, local versions
will not be updated until the next update cycle.

Images referenced
by URLs > Do not
change

Ensures that images referenced by a URL are not copied locally. An
advantage of this option is that the latest version of the image will always
be used. A possible disadvantage is that the specified image would not be
included in signatures if there were to be a problem with the image
location (for example, if the web server fails). It should also be noted that
the way in which URL referenced images are handled depends upon the
recipient - some email systems will not display this type of image.

Images referenced
by filename >
Include with the
message

When this option is selected, any file-referenced images found are copied
to the user's computer and included in the email message. An advantage
of this option is that the image is always available on the local machine. A
possible disadvantage is that, if the original image changes, local versions
will not be updated until the next update cycle.

Images referenced
by filename > Do
not change

This option should only be used for cases where the image is on a shared
location that all internal users can access. The sender’s Outlook reads the
specified file each time that user chooses to create a new message, or
replies to a message. If the user does not have access to the specified
location, Outlook will not be able to read the file and therefore the image
will not appear to the sender or recipient of the email.

Campaign and Disclaimer Options

Add campaigns to
this signature

There may be times where you do not wish to append campaigns to a
signature - for example, you might require shorter signatures for reply
messages, or for O\WA signatures. Select this option if you wish to append
campaign content to this signature, where a campaign policy applies. If
this option is not selected, any applicable campaign policy content will be
ignored.

Add disclaimers to
this signature

Select this option if you wish to append disclaimer content to this
signature, where a disclaimer policy applies. If this option is not selected,
any applicable disclaimer policy content will be ignored.
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Outlook Campaign Policies

The content for an Outlook campaign policy is determined by the template with which the policy is
associated. Typically (though there may be exceptions), campaign content includes promotional
content - for example:

Karen Green | Marketing Manager

KG@network28 local

> This part of the signature
on designing email signatures .
IR o was applied from an

Outlook campaign policy

Any views cr opinions presented in this emasil are solely those of Karen Green and do not necesN
represent those of Green Organizstion. Employees of Green Organization are expressly required not
to make defamatory statements and not to infringe or authorize any infringement of copyright or any
other legsal right by email communications. Any such communication is contrary to company policy
and outside the scope of the employment of the individusl concerned. Green Crganization will not
acoept any lisbility in respect of such communication, and the employee responsible will be
personally lisble for any damages or other liability arising.

Exclaimer Signature Manager Outlook Edition contains a range of sample campaigns in the template

library [pg.189]. If required, you can edit existing templates [pg.202] or create new ones [pg.198] using

an intuitive template editor [pg.208]. There are no rules as to what information can or cannot be
included in a campaign however, content often includes images (including rotating banner ads
[pg.240]) and/or RSS feeds [pg.248].

The behavior of a campaign policy is set using the policy options tab [pg.109].
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Outlook Campaign Policy Options

When an Outlook campaign policy is added [pg.136] or edited [pg.144], all standard setup tabs are

available (general [pg.120], template [pg.121], options, conditions [pg.124], exceptions [pg.129], date
range [pg.132] and next policy [pg.134]). The options tab contains settings which vary between policy
types. Available options for an Outlook campaign policy type [pg.108] are shown below:

Departme k| Save € Cancel
ENew ZdUsers GlDelete &l Clone
% General [ Tempiate | G Options @ Conditions |@® Exceptions (@] Date Range |, NextPolicy
a Deployment Options
Deploy campaignto:  Microsoft Outlook and Microsoft OWA @

Here, you can choose to deploy the campaign policy to one of the following options:

® Microsoft Outlook
e OWA

® Microsoft Outlook and OWA

Note that OWA only allows one signature per user so, if multiple signatures apply, the last one
processed will be used. In this context, the term 'signature' refers to the signature as a whole - i.e. the
signature element, the campaign element and the disclaimer element. Signatures may include any
number of each element (for example, you might require two campaigns at certain times) however,
there is a size limitation with O\WA signatures, as below:

e Exchange 2003 - 4KB (configurable to 16KB via a registry key)
e Exchange 2007 - 16KB (non-configurable)

e Exchange 2010 - 8KB (non-configurable)

e Exchange 2013 - 8KB (non-configurable)
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As long as the total size is within the relevant limit, you can have multiple campaigns and/or
disclaimers applied to an OWA signature in the same way that you can for an Outlook signature. As
such, you are advised to define dedicated policies for OWA users. For further information please see
understanding the difference between Outlook and OWA [pg.101].

Outlook Disclaimer Policies

The content for an Outlook disclaimer policy is determined by the template with which the policy is
associated. Typically (though there may be exceptions), disclaimer content includes corporate and
legal disclaimer content - for example:

Karen Green | Marketing Manager

KG@network2€.locsl

t- +44 (0) 1252 987 458

f: 44 (0) 1252 987 458

reen: .net

2 Download FREE whitepaper
@ e)(dafner on designing email signatures

Wof Unesey bwlm
www.exclaimer.com

Any views cr opinions presented in this emasil are solely those of Karen Green and do ng
represent those of Green Organization. Employees of Green Organization are expresg
to make defamatory statements and not to infringe or authorize any infringemeg This part of the Signature
other legal right by email communicsations. Any such communicsation is contrary to co :

and outside the scope of the employment of the individusl concerned. Green Organizs) RS applled from an
acoept any lisbility in respect of such communication, and the employee responsible w Outlook disclaimer policy
personally lisble for any damages or other liability arising.

Exclaimer Signature Manager Outlook Edition contains a range of sample disclaimers in the template
library [pg.189]. If required, you can edit existing templates [pg.202] or create new ones [pg.198] using
an intuitive template editor [pg.208]. There are no rules as to what information can or cannot be
included in a disclaimer.

The behavior of a disclaimer policy is set using the policy options tab [pg.111].
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Outlook Disclaimer Policy Options

When an Outlook disclaimer policy is added [pg.136] or edited [pg.144], all standard setup tabs are
available (general [pg.120], template [pg.121], options, conditions [pg.124], exceptions [pg.129], date
range [pg.132] and next policy [pg.134]). However, the options tab contains settings which vary

between policy types. Available options are shown below:

& IT Dep e b Save € Cancel
£ 'New SdUsers [3dDelete (Clone

% General | Template | Options (@ Conditions @ Exceptions (] Date Range |’ NextPolicy
#a Deployment Options

Deploy disclaimerto: Microsoft Outlook and Microsoft O\WA =@

Here, you can choose to deploy the disclaimer policy to one of the following options:

® Microsoft Outlook
e OWA

® Microsoft Outlook and OWA

Note that OWA only allows one signature per user so, if multiple signatures apply, the last one
processed will be used. In this context, the term 'signature' refers to the signature as a whole - i.e. the
signature element, the campaign element and the disclaimer element. Signatures may include any
number of each element (for example, you might require two campaigns at certain times) however,
there is a size limitation with O\WA signatures, as below:

e Exchange 2003 - 4KB (configurable to 16KB via a registry key)
e Exchange 2007 - 16KB (non-configurable)
e Exchange 2010 - 8KB (non-configurable)

® Exchange 2013 - 8KB (non-configurable)
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As long as the total size is within the relevant limit, you can have multiple campaigns and/or
disclaimers applied to an OWA signature in the same way that you can for an Outlook signature. As
such, you are advised to define dedicated policies for OWA users. For further information please see
understanding the difference between Outlook and OWA [pg.101].

Outlook Mail Format Policies

It is not unusual for Outlook users to specify their own default fonts and font colors for new, replied
and forwarded email messages, resulting in a range of email formats and therefore no consistent
organizational / brand image.

Exclaimer Signature Manager Outlook Edition allows you to control Outlook mail format settings
[pg.113] for all users so that every new, replied or forwarded email complies with your organization's
house style. This is achieved with Outlook mail format policies; using this type of policy you can

control:

e |Message format options [pg.113] - control the default format for message composition and
preferred editors to be used.

e Message font options [pg.114] - enforce your organization's house style by specifying default font
settings to be used for new messages, together with replies, forwarded messages and Plain Text
email.

® General Outlook options [pg.114] - choose whether any signatures or stationery that a user might
have set locally are retained or overwritten by Exclaimer Signature Manager Outlook Edition.

% Outlook mail format policies are applied (and local sighatures deleted)
=, before new signatures are deployed to users' computers.
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Outlook Mail Format Policy Options

When an Outlook mail format policy is added [pg.136] or edited [pg.144], setup tabs are available

(general [pg.120], options, conditions [pg.124], exceptions [pg.129], date range [pg.132] and next
policy [pg.134]). The options tab contains settings which are specific to Outlook mail format policy

types:

i Departme L Save € Cancel

4 'New &dUsers iygDelete 34 Clone
% General | 31 Outiock Options @ Conditions @ Exceptions | Date Range |/ NextPolicy
Message Format Options
Compose in this message format: HTML F®
" Use MicrosoftWord as default editor for email messages (1)
" Use Microsoft Word as default editor for messages in rich text format (1)

When composing a new message use  Arial, 10pt, Black I;l@

When composing eply orfoward use A, 100, Biack @

When composing plain text message use  Courier New, 10pt, Black REG)
& Qutlook Options

v Remove all previous existing signatures (1)
" Remove all previous existing stationery @

These options are summarized below:

Option Summary

Message Format Options

Compose in this message Choose the default composition format for emails that are
format composed in Microsoft Outlook - available options are HTIVIL, RTF

and Plain Text.
Use Microsoft Word as Select this option to use Microsoft Word when composing new
default editor for email email messages from Microsoft Outlook. Note that this setting
messages only applies for Microsoft Outlook 2003.
Use Microsoft Word as Select this option to use Microsoft Word when composing new
default editor for email email messages in rich text format, from Microsoft Outlook. Note
messages in rich text that this setting only applies for Microsoft Outlook 2003.
format

...Jcontinued

USER MANUAL
Signature Manager Outlook Edition

Page | 113




Option Summary

Message Font Options

When composing a new
message use

Specify default font settings (type, style, size, effects and color) to
be used when composing new email messages in Microsoft
Outlook.

When composing a reply or
forward use

Specify default font settings (type, style, size, effects and color) to
be used when replying to or forwarding email messages in
Microsoft Outlook.

When composing plain text
message use

Specify default font settings for composing or viewing Plain Text
messages in Microsoft Outlook. Note that this setting has no
effect on messages received from outside of your organization.

Outlook Options

Remove all previous
existing signatures

Ensure that only Exclaimer Signature Manager Outlook Edition
signatures are used by removing any signatures from Microsoft
Outlook, which users have defined locally. Mail format policies are
applied (and local signatures deleted) before new signatures are
deployed to users' computers.

Remove all previous
existing stationery

Ensure that extra, ad hoc formatting is avoided by removing any
Microsoft Outlook stationery that may be present on users'
computers.

Any local changes to these settings in Microsoft Outlook will be overwritten each time the

310N

if/when required.

Outlook mail format policy is applied. Users must restart Microsoft Outlook before any
changes to an Outlook mail format policy will be applied - they are prompted to restart
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Accessing Existing Outlook
Policies

Within Exclaimer Signature Manager Outlook Edition, existing Outlook policies are accessed via the
Exclaimer console tree [pg.115], or by using policy tabs [pg.118] from other branches of the console

tree.

Navigating policies using the console tree

All work with Outlook policies is completed from the Signature Manager Outlook Edition branch of the
Exclaimer console tree [pg.67]:

= (=) Exclaimer )
- & Outlook Signature Policies

- &J Outlook Campaign Policies

- /=] Outlook Disclaimer Policies

- 31 Outlook Mail Format Policies

- =83 Policy Tester

& [{) Template Library

- [ Signature Deployment Policies

Existing Outlook policies are organized into child branches for each policy type:

e OQutlook signature policies [pg.104]

e Qutlook campaign policies [pg.108]

e OQutlook disclaimer policies [pg.110]

e Outlook mail format policies [pg.112]

Select any of these branches to display existing Outlook policies of that type - for example:
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= (2) Exclaimer

=) Signature Manager Outiook Edition
5+ & Outlook Signature Polcies
- & IT Department
i &g Sales Department
&4 HR Department
¢ & Admin Department
& EveryoneElse
#- €3 Outlook Campaign Policies
[#- =/ Outlook Disclaimer Policies
- 3 Outlook Mail Format Policies

E} @ Template Library
- [ Signature Deployment Policies

From here, select any Outlook policy from the tree and right-click to view actions that can be taken
with that policy:

= (2) Exclaimer
= (@) Signature Manager Outiook Edition
& Outlook Signature Policies

" New Outlook Signature Policy...

Users

| Delete Qutlook Signature Policy
| Clone Cutlock Signature Policy...

- 34 Outlook Mail Fq [ New Window
- =3 Policy Tester

- ) Template Library

- [ Signature Deployment Policies
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Having selected an Outlook policy from the tree, use the content pane to access all setup options and
actions from the content pane:

File Action Window Help

@ o RE|T
[ U Exclaimer ‘ ales Dep L save @ cancel

B- Signature Manager Outlook Editi |
@ = i { E7New BdUsers G Delete &Clone

1| @ General ([ Template G Options '@ Conditions @ Exceptions | ) Date Range | NextPolicy

& @ Outlook Signature Policies

All settings for the selected
policy are displayed across
- 39 Outlook Mail F i a series of tabs
- =8 Policy Tester

- ﬂ Template Library
- [ Signature Deployment Policies

See the anatomy of a policy [pg.119] for further information about policy setup options.
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Navigating Policies Using Policy Tabs

Existing Outlook policies can also be accessed from other branches of the console tree, via a policies
tab:

@ Signature Manager Outlook Edition L Save € Cancel
@New > 8 Delete [iClone 4F Move Up {} Move Down <' Move to Top [f';;jMove to Bottom a

% Settings | &% Policies (@ Help

Policy Name | Description
Outlook Signature Policies

£ IT Department

4 Sales Department

£ HR Department

& Admin Department

4 Everyone Else

Outlock Campaign Policies
&31T Department
&J Sales Department
& HR Department
&J Everyone Blse
QOutlook Disclaimer Policies
/=] IT Department
[~/ Sales Department
=/ HR Department
5 Everyone Else
QOutlook Mail Format Policies
11T Department
)1 Sales Department
1 HR Department
3 Everyone Else

The policies tab is available from the Signature Manager Outlook Edition branch, the Outlook signature
policies branch, the Outlook campaign policies branch, the Outlook disclaimer policies branch and the
Outlook mail format policies branch.

The sequence in which Outlook policies are listed in these tabs is the same as the sequence shown in
the console tree. It is important to note that policies are processed in the order that they are listed
here. You can use move up / move down / move to top / move to bottom options to change the
sequence of this list. For further information please see understanding how policies are processed
[pg.98].
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The Anatomy of an Outlook
Policy

An Outlook policy includes a range of settings which control how policies are processed and what
signature content should be applied. These settings are organized across a series of tabs, displayed in
the content pane when a policy is selected:

| 3 Genersl [ Template |G Options @ Conditions | @® Exceptions ] Date Range |/ NextPolicy

Use links below to learn more about these options:

e General [pg.120]

e Template [pg.121]
® Options [pg.123]

e Conditions [pg.124]
® Exceptions [pg.129]
e Date range [pg.132]

e Next policy [pg.134]

Note that the template tab is available for signature [pg.104], campaign
[pg.108] and disclaimer [pg.110] policies but not for mail format [pg.112]
policies. Also note that settings on the options [pg.123] tab vary according to

the type of policy [pg.103] selected.
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The Anatomy of an Outlook Policy - General

Options on the general tab are used to define basic information for an Outlook policy. These settings
determine how the policy is displayed throughout the system, and whether or not the policy is active:

& Depa 2 L) Save € cancel
7 New ZdUsers G Delete Sl Clone
¥ General ([P Template |G Options '@ Conditions @D Exceptions @] Date Range | /" NextPolicy

[¥] General
Name:
IT Department] @
Descipion: a
| ~lD
7 Enabled (1)

Options on this tab are summarized below:

Option Summary ‘

Name Each Outlook policy must have a unique name. The name entered here is displayed in
the Exclaimer console tree, and on any other policy lists.

Description This field can be used to add any useful information for the Outlook policy - for example,
usage notes, version history, background or explanatory information. The first line of
description text is displayed in any policy lists [pg.118] (but not the console tree).

Enabled Select this option to activate the Outlook policy. If a policy is not enabled, it will not run.

The Anatomy of an Outlook Policy - Template

The template tab shows which template is associated with the selected Outlook policy:
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= Departme L) Save &3 Cancel

E7New BdUsers GfDelete GiClone GFEdit &7 Template Library < Export Template
(% General | Template G Options @ Conditions @ Exceptions (] Date Range | #* NextPolicy

Karen Green | Marketing Manager

karen: resnorg.net

+44 10) 1252 987 458

f. =44 (D) 1252 987 45¢

www.greenorg.net

Signgtgg : Orbit lllustraticn

The associated template for signature [pg.104], campaign [pg.108] and disclaimer [pg.110] policies is
previewed in the content pane. From here you can:

e Double click anywhere in the content pane to edit the template in the template editor [pg.208]

® Use the breadcrumb trail at the bottom of the window to open the template library [pg.189]

Changes are retained if you move to other tabs within the content pane. When you are
satisfied that all tabs have been updated correctly, click the save button to save changes
[pg.79] across all tabs. Alternatively, use the cancel button to abandon all changes.
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Right-Click Options

For quick access to key tasks that you may wish to complete for the template that is associated with
an Outlook policy, simply right-click anywhere within the template tab. From here, you can choose to
edit [pg.202] this template, open the template library [pg.190], export the template [pg.201] or view
template properties [pg.204].

The Template Breadcrumb Trail

At the bottom of the template preview, a breadcrumb trail displays the name of the template being
used, together with its parent category [pg.193] in the template gallery. Click an entry in the
breadcrumb trail to open the template library [pg.189] to view / select templates.
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The Anatomy of an Outlook Policy - Options

Settings on the options tab vary, depending upon the type of Outlook policy selected. For further
information please select one of the following links:

e Qutlook signature policies [pg.104]

® Qutlook campaign policies [pg.108]

e Qutlook disclaimer policies [pg.110]

e Qutlook mail format policies [pg.112]
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The Anatomy of an Outlook Policy - Conditions

The conditions tab is used to set criteria [pg.125] which determine the circumstances under which an

Outlook policy is applied to messages:

&% T Department®
E7New dUsers &g Delete &dClone

% General [P Template G Options | @ Conditions™ @ Exceptions ] Date Range |/ Next Policy

o Selectcondition(s) €3

[] Outlook user is anyone Select a condition
[] Outlook user is a specific person

[7] Outlook user is @ member of an Active Directory group

[] Outlook user is @ member of a Domain or Organizational Unit

[z Qutlook user has one or more specific Active Directory attributes

Use hyperlinks to
set criteria for the
condition

& Edita condition by clicking an underlined value

Policy applies to Outlook Users that:
have a combination of Active Directory Attribute Values

If multiple conditions are
specified, choose whether
ALL must be met in order to

trigger this policy or if
meeting just one is enough

' #Apply policy when all conditions are met
® Apply policy when any condition is met

Once a condition is selected, any options [pg.125] for that condition are displayed as hyperlinks in the
lower pane - select these links to refine the condition. Each time a selection is made, any related
options [pg.125] are displayed as hyperlinks in the lower pane - select these links to set / refine criteria

for the associated condition.

At least one condition must be set to apply Outlook policies. If a condition is not
selected, the default condition of Outlook user is anyone is used. Please see the
conditions - options summary [pg.125] page for a summary of available conditions.
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Available Options for Setting Conditions

When working with conditions [pg.124] for a policy, the following options are available:

[7] Outlook user is anyone

[7] Outlook user is a specific person

[7] Outlook user is a member of an Active Directory aroup

[7] Outlook user is a member of a Domain or Organizational Unit

[7] Dutlook user has one or more specific Active Directory attributes

When a condition is selected, further options are available, as summarized below:

e OQutlook user is anyone [pg.126]

e Qutlook user is a specific person [pg.126]

® Qutlook user is a member of an Active Directory group [pg.126]

® Qutlook user is a member of a Domain or Organizational unit [pg.126]

e OQutlook user has one or more specific Active Directory attributes [pg.126]
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Outlook User Is Anyone

This is a blanket or 'wildcard' condition which will apply the policy for all users.

Outlook User Is a Specific Person

Use the mail users link to browse and select a specific user from the user list.

Outlook User Is a Member of an Active Directory Group

Use the Active Directory group link to browse and select the required group from a list of Active
Directory groups.

Outlook User Is a Member of a Domain or Organizational Unit

Use the domain or organizational unit link to browse and select the required domain(s) or unit(s) from
a container list.

Outlook User Has One or More Specific Active Directory Attributes

Use the Active Directory attribute values link to open the configure attributes window [pg.127] to

define queries to be resolved for matching required users.

CZ) At least one condition must be set to apply policies. If a condition is not
- selected, the default condition of Outlook user is anyone is used.
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Creating Queries With the Configure Attributes Window

The configure attributes window allows you to define conditions [pg.124] and exceptions [pg.129]
based on queries that are run on Active Directory user attributes - for example, you might want to
define a policy to match all users within a given department, or a specific country, or with a certain
manager.

With Exclaimer Signature Manager Outlook Edition, you can define queries based upon the full range
of Active Directory attributes. The configure attributes window is opened when defining a condition
[pg.124] or an exception [pg.129] using the Outlook user has one or more specific Active Directory
attributes option and then selecting the Active Directory Attribute Values options:

Start the query with
all Active Directory
users, or no users

Display name for Browse Active
the query The selected Directory
\ttributes Active Directory containers
container

Remove query

Add query

Choose to add or Select an Active Select how the Type the value to
remove matched Directory field to field is queried be matched
users be queried

Abas Recipent Type Primasy SMTP Address

Test the query

Test results are listed
in the Test pane
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Options in the configure attributes window are summarized below:

Field ‘ Summary

Condition | Enter a name for this query. This name is displayed in the main condition/exception
name window:

# Edita condition by clicking an underlined value

Policy applies to Dutlook Users that:
Meet the Active Directory Attribute Condition: Sales Department

It is advisable to specify a name that summarizes the purpose of the query. If you have
multiple administrators, you might also choose to add version change dates here.

Active Use the browse button - [ - to select an Active Directory container, or leave blank to
Directory | search the entire Active Directory.

container

Start Choose to start the query with no one (so the query will start with nothing and add
with matched users) or everyone (so the query will start with all Active Directory users and

remove matched users):

No one |
Everyone
iéﬁ Use this icon to remove a query line.
E Use this icon to add a new query line.
then... Choose to add or remove matched users:
then ﬁauduuuuuué!r;‘i
Add J
Remove
Defaults to add if you have chosen to start with no one and remove if you have chosen to
start with everyone).
users Select the Active Directory field to be queried, then how it should be queried (equal to,
where... does not equal, starts with, ends with, etc.) and finally enter a value to be matched
against.
Test Use the test option to run the query and view matched users in the test pane.
% See how do | create a policy based on specific Active Directory attributes?
= [pg.167] for a working example of a policy based upon an attribute query.
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The Anatomy of an Outlook Policy - Exceptions

Exceptions are used to specify any exceptions to conditions [pg.124] which have been set. For
example, if you have defined a condition to match everyone within a given department, you might
then define an exception to exclude individual people within that department. Use the exceptions tab

to set required criteria [pg.130]:

&% T Department®
Z7New ZdUsers G Delete &l Clone

¥ General |l Template |G Options /@ Conditions™ | @ Exceptions™ | [®] Date Range |/ NextPolicy

o Selectexception(s) &3

[] Outlook user is a specific person

[] Outlook user is @ member of an Active Directory group

[] Outlook user is @ member of @ Domain or Organizational Unit

2| Outlook user has one or more specific Active Directory attributes

Select an exception

Use hyperlinks to
set criteria for the
exception

o Editan exception by diddngm underlined value

Policy DOES NOT apply to Outlook Users that:
have a combination of Active Directory Attribute Values

If multiple exceptions are
specified, choose whether
ALL must be met in order to
trigger this policy or if

meeting just one is enough

* Do notapply policy when all conditions are met
'® Do notapply policy when any conditionis met

Once an exception is selected, any options [pg.130] for that exception are displayed as hyperlinks in
the lower pane - select these links to set / refine criteria for the associated exception.

See the exceptions - options summary [pg.130] page for a summary of available exceptions.
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Available Options for Setting Exceptions

When working with exceptions [pg.129] for a policy, the following options are available:

[7] Outlook user is a specific person

[7] Outlook user is a member of an Active Directory group

[7] Outlook user is a member of a Domain or Organizational Unit

[7] Dutlook user has one or more specific Active Directory attributes

When an exception is selected, further options are available, as summarized below:

e Qutlook user is a specific person [pg.131]

® Qutlook user is a member of an Active Directory group [pg.131]

® OQutlook user is a member of a Domain or Organizational unit [pg.131]

® OQutlook user has one or more specific Active Directory attributes [pg.131]
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Outlook User Is a Specific Person

Use the mail users link to browse and select a specific user from the user list.

Outlook User Is a Member of an Active Directory Group

Use the Active Directory group link to browse and select the required group from a list of Active
Directory groups.

Outlook User Is a Member of a Domain Or Organizational Unit

Use the domain or organizational unit link to browse and select the required domain or unit from a
container list.

Outlook User Has One or More Specific Active Directory Attributes

Use the Active Directory attribute values link to open the configure attributes window [pg.127] to
define queries to be resolved for matching required users.
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The Anatomy of an Outlook Policy - Date Range

Options on the date range tab are used to set any date / time limitations for an Outlook policy:

&% T Department®

No date criteria

specified

Policy can be set
to run between
two dates

' Use Advanced schedule (1)

@ Policy is active when any of the

Specify precise Edit

days and times

il

Delete

By default, the date range tab is set to continuous, which means that there are no date or time
restrictions associated with the Outlook policy. Alternatively, specific to and from dates can be set so
that the policy has a start/end time, or a detailed schedule can be set.
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Using the Advanced Schedule

The advanced schedule works by selecting days of the week that the Outlook policy is active or
inactive. Each day is split into time intervals, which can be adjusted using a sliding scale at the bottom
of the window; this means that Outlook policies can be set to run on precise days at precise times.

To use the advanced schedule, click the use advanced schedule radio button and then click add. The
example below shows how the schedule is used to create a policy that is only active at weekends:

An end date is set far into the
future as the policy needs to run
for the foreseeable future

Specify a meaningful
display name

Advanced Schedu

The schedule scale

Name  Weekend (shown here in 30
minute intervals)

From 24 Sep 2009 =] 7o 01Jan 2100 =®
[ ] O
0+] *2 3 ¢4 +5 5«7 «+8+93 10112121314 +1516517 18192021 +22+23+10
Al
Sunday
Monday
Tuesdey All weekdays have
Wednesdy been selected and set e edule scale
Thusday to be inactive an be eased o
Friday decreased
Saturday
Monday through Friday from 00:00 to 00:00
Scale: 30 min infervals
O—0———®
Making the policy inactive for
the selected days means that l oK ” Cancsl l
it is only active at weekends 4

Having made required date and time selections, click OK to exit back to the updated date range tab:

® Use Advancedschedule (1)

@ Policy is active when any of the following schedules applies

i

The date range tab is
updated with the new
schedule

To update an existing schedule, select its name and click edit. Similarly, click delete to remove the
selected schedule.
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The Anatomy of an Outlook Policy - Next Policy

If you have a number of Outlook policies which are dependent upon each other, you can create a
'policy chain' using the next policy tab:

&% T Department®

7 New SdUsers S Delete Sl Clone
(3 General ([P Template |Gf Options |G Conditions" |@® Exceptions™ [ Date Range™ |/ NextPolicy |
o Next policy rules

SRl

Process the next Outlook Signature policy

¥ this policy is not applied then:
Process the next Outlook Signature policy

fﬁlspoicylsmtaapiedbmusemwepbmwasmadled :
‘ Don't process any more Outlook Signature policies E]@

Whilst you control the sequence in which Outlook policies are processed using the policy tab [pg.87],
the next policy tab allows you to define specific policy chains based on whether the previous Outlook
policy in the chain is or is not applied. These options are:

If this policy is applied then:

® Process the next Outlook signature policy

e Don't process any more Outlook signature policies
If this policy is not applied then:

® Process the next Outlook signature policy

e Don't process any more Outlook signature policies
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If this policy is not applied because an exception was matched:
® Process the next Outlook signature policy

e Don't process any more Outlook signature policies

You can use these options for a wide range of scenarios, creating policy chains as simple or as complex
as required. For example, you might use the if this policy is applied then > Don’t process any more
Signature Manager policies of any type options for a scenario where a Director requires a given
signature but does not want a mail format policy [pg.112] to set the default font for messages. Another
example might be to define a policy to target a specific group of users and then use the if this policy
is not applied then > process the next Outlook signature policy as a way of excluding groups of users

without the need to add multiple exceptions.

Unless a next policy option is set to don't process any more Outlook signature policies, Exclaimer

p
o
= Signature Manager Outlook Edition will continue to process policies in the policy list [pg.87].
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Adding a new Outlook Policy

Outlook policies are added using the new Outlook policy wizard, or the new OWA policy wizard
(depending which option you choose to create the policy). The new policy wizards are a series of
screens which guide you through the setup process one step at a time, and are available from various
points in Exclaimer Signature Manager Outlook Edition - from the console tree [pg.70], from the

console toolbar [pg.69] and from the actions pane [pg.71]:

() :
File Action Window Help Use the toolbar
option

| i «ook Campaign Policies 2)) System A

B @ Signature Manager Outlook Edition ‘

"

ENew &@Delete EXClone ' ¢ 21| & Export Configuration...
G@ Setiings | B Policies (@ Help In the actions pane, use @ Import Configuration...

'|_Policy Name the create an Outlook Lll & iicensng
&4 HR Department Outlook Campaign Policies signature policy option to '
1T Deparment start the new Outlook jStmatun: Masouer 0

policy wizard I [ cCreate an Outiook sig...

[ Create an OWA signa...

&2 New Outlook Campaign Policy...
]| New Window

Manage policies
tatus

— - _ In the actions pane, use

@ General [[{J Template | & Options '@ Co the create an OWA

[¥] General signature policy option to

tree < Department ‘:_’“e start the new OWA policy
Department JLT:Depastment wizard

i =] Everyone Else D'”"P"‘

= 39 Outlook Mail Format Policies

Right-click on the
required policy type Disclaimer Policies |
branch in the console  Z=husi

A~ KD

- ) Everyone Else
= Policy Tester
5 ) Template Library
- a Signature Deployment Policies

Having selected a new policy option, the new Outlook policy wizard [pg.137] starts.
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The New Outlook Policy Wizard

Outlook policies are added using the new Outlook policy wizard or the new OWA policy wizard - a
series of screens which guide you through the setup process one step at a time.

The new Outlook policy option is available from different areas of Exclaimer Signature Manager
Outlook Edition - from the console tree [pg.70], from the console toolbar [pg.69] and from the actions
pane [pg.71]. The new OWA policy option is available from the actions pane [pg.71]; the process is the
same for both (shown below) however policy options [pg.123] will be set for Microsoft Outlook or
OWA automatically, dependent upon which option you selected to start the wizard.

Step 1: Enter General Information

Enter a meaningful name and description for the policy and click next to continue. For further
information about this tab see the anatomy of a policy - general [pg.120] page of this guide.

@ New Outlook Campaign Policy

[ General General
& Temi PIeaseederadm‘pﬁvenameforyertﬂookCanpa‘mPoicy.Ymmdsoaddsanemmdmﬁgyo\rpdcy.
] Template Preview @ General
THEE New Outock Campaign Polcy ®
[ Finish ‘Description:
~ D
7 Ensble [®

| A - ] (o]
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Step 2: Associate the Policy with a Template

A list of available templates [pg.189] is displayed, organized by category down the left-hand side.
Navigate this list and select the template to be associated with this policy; then click next to continue.
For further information about this tab see the anatomy of a policy - template [pg.121] section of this
guide:

@ New Outlook Campaign Policy

I General Template :
0 Templ Select the template from the Template Library to use for this policy
[ Template Preview [=] Tapestry -
[ Condions 5] xChangeUK
I Date Applicability
) of 001
[ Finish ) Copy of Somp

Copy of Copy of Sample0...
[=] Copy of Copy of Copy of..
Copy of Copy of Copy of..

| | RSS Feed

| ‘ i v

| [ Static Banner Ad B ex g
[ Copy of RSS Feed N www.exclaimer.com

[-] Copy of Copy of RSS Feed
[ [=] Copy of Copy of Copy of .
[=1 Companies Act 1985
[ Breach of Confidentiality
B Employer's Liability
[ Negligent Misstatement
[~ Virus Disclaimer

.ﬂ L e | Lo

il
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Step 3: Preview the Selected Template

The selected template is previewed so you can see how it will be displayed in an email. If the template
contains Active Directory fields, you can enable the display data from user option (at the bottom of
the window) and select a specific user to use for the preview. If required, you can use the edit button
(in the bottom right-hand corner) to edit the selected template using the template editor [pg.208]:

@ New Outlook Campaign Policy
M General quﬂie Preview ]
B Temp! This is an example of how your selected signature template will look.
[ Template Preview fmmmemmmmmmmmmmmwmm User” option below and select a
[ Gondiions user from your environment. This will replace the fields with the actual data from that user’s relevant Active Directory attributes. You
] Date Applicability
[ Fiish .. Download FREE whitepaper 0
@ W on designing emaill signatures
; e www.exclaimer.com
v

| Display Data from User 1‘ Dl Apply € Edit..,

|
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Step 4: Set Conditions for the Policy

Set criteria [pg.125] to determine the circumstances under which the policy is applied to messages;
then click next to continue. Having created the policy, you can update the conditions at any time, and
also add exceptions [pg.129]. For further information about this tab see the anatomy of a policy -
conditions [pg.124] page of this guide:

@ New Outlook Campaign Policy

I General Conditions
B Templ Please use the list of options below to define the Outlook Usetsﬂﬂyouwmjditetoud:denhs&ﬂod(Cmpampoiw
[ Template Preview 5
; & Select condition(s) /2
! . ["] Outlook user is anyone
11 Date Applicabilty ["] Outlook user is a specific person
1 Finish ["] Outlook user is a member of an Active Directory group

["] Outlook user is a member of a Domain or Organizational Unit
["] Outlook user has one or more specific Active Directory attributes

if ndition by clicking an underlined value
Policy applies to Outlook Users that:
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Step 5: Set Date Range Options

By default, new policies are set to run continuously however, you can set a date range if required. For
further information about this tab see the anatomy of a policy - date range [pg.132] page of this guide.

 Select a date range and pattem for your Microsoft Outiook Car
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Step 6: Finish Up

Click finish to exit the wizard and return to the Exclaimer console:

@ New Outlook Campaign Policy

[ General Finish

B Temp! Congratulations. Your new Outlook Campaign policy has been successfully created. Click Finish to complete this Wizard
Template Preview

[ Conditions Once you have completed this wizard, click Save to save your new policy or Cancel to discard it. When you click Save, this
!mw new campaign will be deployed in all the appropriate signatures to to your Outlook Users in the live environment.

[ Finish

et |t | [ mes |

Step 6: Save Changes

Having exited from the wizard, the new policy is added to the list of policies in the console tree, but it
is not yet saved (unsaved entries are displayed with an asterisk (*) to the left of the name).

Click save to save changes. From here you can use selection tabs [pg.71] to update settings for the
policy, and choose to enable/disable the policy (if a policy is not enabled it will not be processed).
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Cloning an Existing Outlook
Policy

If you need to create a new Outlook policy which has similar settings to an existing policy, it is quicker
to take a copy of the existing policy and then update required settings for that copy (as opposed to
creating a new policy from first principles [pg.136]). The clone option is used to create a copy of an

existing policy for this purpose, and is available from the console toolbar [pg.69], or the right-click
menu:

(=)
Oolbar optio

File Action Window Help -8 x
@« IE g
E}"E@))éxdaime' ‘ = Dep k- Save @ Cancel
(= (2) Signature Manager Outlook Edition
3 [ =
& & Outlook Si e Policies E7New &dUsers G Delete &ilClone i
- & IT Department | @ General [ Template |G Options '@ Conditions |@ Exceptions |[&] Date Range |/ NextPolicy
. Sales D ‘ U Me
.. HR D4 &I New Outlook Signature Policy...
- g Admin 81 Users @

... & Evi .
& @?uﬂo:rky &R Delete Outlook Signature Policy

& IT @ Clone Outlook Signature Policy...

& Sales|[] New Windo
- & HR Department
- &J Everyone Else
=+ =] Outlook Disclaimer Polig
- =] IT Department Select the policy to be

- =] Sales Department cloned and right-click to =
L:=7 HR Department display available options o
- /] Everyone Else
=+ 441 Outlook Mail Format Polict
- )1 IT Department

~ - Sales Department

-+ )1 HR Department

- 31 Everyone Else

- B4 Policy Tester

- [ Template Library

& [ Signature Deployment Policies

5]
@

To clone an existing Outlook policy, select the policy to be copied from the console tree, then either
click clone from the toolbar (or right click and select clone from the context menu). A copy of the
selected policy is added to the console tree, ready to be updated - from here you can change the
name, description and any other required settings [pg.119].

When a policy is cloned, a duplicate copy of the template associated with that policy is also made and
added to the template library [pg.189]. You can edit and save this template, or associate a different
template [pg.172] with the new policy, as required.

Having updated the cloned policy, click save to save changes.
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Changing an Existing Outlook
Policy

To update an existing Outlook policy, simply select the policy (either from the console tree [pg.70] or
the policy list [pg.87]) and update settings on selection tabs [pg.71] as required.

When an Outlook policy has been changed but not saved, the branch is displayed with an asterisk (*)
symbol. You can see which tabs contain these unsaved changes, by looking for an asterisk to the right
of the tab name.

When you are satisfied that all required changes have been made correctly, click save to save the new
settings. All asterisk symbols are cleared once changes have been saved.
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Enabling and Disabling an

Outlook Policy

To quickly enable or disable an Outlook policy, select the required policy (either from the console tree
[pg.70] or the policy list [pg.87]):

© File Action Window Help
@ 3[Eg
= (2) Exclaimer

= @) Signature Manager Outlook Edition
& Outlook Signature Policies

- &4 IT Department % General {0 Template |G Options | @ Cenditions @ Exceptions (] Date Range | NextPolicy
- & HR Department e

- g Admin Department \;Eabs D

- {4 EveryoneElse Desciption:

-+ & Outlook Campaign Policies >
- &J IT Department

- & Sales Department

- & HR Department

- & Everyone Else

- /=] Outlook Disclaimer Policies
@ IT Department

@ Sales Department

@ HR Department

@ Everyone Else

=+ 34 Outlook Mail Format Policies
- 31 IT Department

::j H&;e;mm The enable/disable
- 31 Everyone Else option

- =3 Policy Tester

- ) Template Library

o [ Signature Deployment Policies

| E7New Zausers GiDelete SiClone
|

Ensure that the enabled check box is selected to enable the policy, or de-selected to disable the policy.
Click save to save changes.

If you do not save changes, any enable/disable changes will not be applied.
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Viewing Which Users Are
Associated With an Outlook
Policy

To quickly view a list of any users for whom an Outlook policy applies, select the policy to be checked
from the console tree, then either click users from the toolbar (or right click and select users from the
context menu):

® [ e po o be
© File Action Window Help ‘“.:' :. .' : -’ X
@ o RE|T

£ @) Signature Manager Outlook Editi
© - i E7New ZdUsers GZDelete &Clone

=& Outlook Signature Policies 1 i
| @ General [0 Template G Options '@ Conditions '@ Exceptions |[&] Date Range ' NextPolicy
{rval

= () Exclaimer ’ 3 ; Ll save | @ cancel
|

g Sales™ I

&FHRD )
- g Admil 88 Users

[>]
@

& 1T De : Right-click on the
required policy to
display available

- 5] Outlook Disclaimer Polid options

<]

e '/ Enabled (1)
2 44 Outlook Mail Format Policies
- 4 IT Department

- 4 Sales Department

- 3 HR Department

- - Everyone Else

- =8 Policy Tester

& ) Template Library

& [@ Signature Deployment Policies
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From here, a list of users is displayed in a policy users window. These are users who match criteria
specified for the policy:

To check if the Outlook policy will be applied to a given user having processed any other policies, you
should use the policy tester [pg.180].
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Removing an Outlook Policy

To remove an existing Outlook policy, select the policy (either from the console tree [pg.70] or the
policy list [pg.87]). Then, either right-click and select delete from the context menu, or click delete
from the toolbar:

@ ele S ele) O pbe

@ File Action Window Help HEISREE Glif HoE HIE -8 x
oolpar optio

@ o B[E G

= @éxdaima’ i - es Depa k- Save @ cancel
= (2) Signature Manager Outlook Edition |
5 & Outlook Signature Policies | E7New BaUsers G Deletd” S Clone
- 3 IT Department | @ General |l Template |G Options |@ Conditions @ Exceptions |[] Date Range | Next Policy

@ Szleg Den lon
-G HR &7 New Outlook Signature Policy...

S GR Delete Outlook Signature Policy
- & Outlook {

T & Clone Outlook Signaturigali

- & Sal ; New Window
g :?mng:: Right-click on the
= 5] Outlook Disclaimer Policies required policy to
57 IT Department display available
- 5] Sales Department options

- /=] HR Department :
=] Everyone Else

[+ 441 Outlook Mail Format Policies
- 3 T Department

- - Sales Department

- 34 HR Department

-+ - Everyone Else

-2 Policy Tester

& ) Template Library

- E Signature Deployment Policies

{ <]

Having chosen to delete an Outlook policy, you are asked are you sure you want to delete this policy?

Click yes to confirm the deletion or no to abandon the task. Finally, click save to save changes.

% A policy is not permanently deleted until settings have been saved. If you exit
o, without saving (or cancel changes), the policy will be reinstated in the console tree.
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How To...

This section contains instructions for completing a selection of common tasks with policies using
Exclaimer Signature Manager Outlook Edition, including:

e How do | create my first Outlook signature? [pg.150]

e How do | insert a web style banner ad that alternates daily? [pg.151]

e How do | create a web banner advert with a disclaimer? [pg.155]

e How do | add a campaign image that alternates daily? [pg.159]

e How do | enforce different Outlook settings per department? [pg.164]

e How do | create a policy based upon specific Active Directory attributes? [pg.167]

e How do | apply a campaign template before the signature? [pg.171]

e How do | change the template associated with a policy? [pg.172]

e How do | ensure local signatures are not used? [pg.174]

e How do | change the sequence in which policies run? [pg.175]

e How do | pause signature updates? [pg.176]

e How do | have a design company design and create our organization's email signature? [pg.178]
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How Do | Create My First Outlook Signature?

If you are setting up a signature policy for the first time, a good place to start is with a signature that
contains fields from your organization's Active Directory so that information (such as the sender's
name and email address) are updated automatically. This ensures that each user's signature accurately
reflects information contained within their Active Directory record. The following process shows how
this can be achieved:

1. Select the Outlook signature policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. Onthe general window, specify a meaningful name for the policy - for example 'Standard Signature for
All Users'.

Your policy must have a valid name. A valid policy name must be unique and not
blank. You should try to make your policy names as descriptive as possible because
they are used to uniquely identify the policy in a number of areas. You can also use
the policy description to record comments and notes about a policy (such as what it
does and under what conditions it triggers). We highly recommend that you use this
field to keep a record of changes to a policy over time.

310N

4. Click next to progress with the wizard and choose a signature template [pg.121]. A range of templates
are provided but you can also create your own in the template library [pg.189].

5. Click next to see a preview of how the selected template will appear in email messages.

6. Click next to continue and set conditions [pg.124] under which this policy will be applied. In this case
we want the signature to be applied to all users therefore select the Outlook user is anyone option.

7. Click next and then finish to complete the wizard. The new policy is added to the Outlook signature
policies branch of the console tree and is selected by default.

8. Select the options [pg.105] tab.

9. Under default signature options, choose to set signature as default for new messages in Microsoft
Outlook and set signature as default for replies and forwards in Microsoft Outlook:

(& Default Signature Options
 Setsignatureas defaultfor new messages in Microsoft Outlook (1)
[} Set signalie as defat for-eplies and oowards i Microsolt Outiook
|| Set signature as default in Outlook Web Access

10. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.

(ZD For more detailed information about adding policies, see the adding a new policy
| [pg.136] section of this guide.
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How Do | Insert A Web Style Banner Ad That
Alternates Daily?

There may be times where you wish to include a banner ad in signatures (i.e. a banner image which,
when clicked by the recipient, links to a web page) but where the banner image and its associated
hyperlink should change on a daily basis. In this instance, you need to control which offers are
displayed on particular days of the week, for an indefinite period of time.

To achieve this, you need to create one campaign policy [pg.108] (and an associated template

[pg.189]) for each day of the week. Each template will contain the required image and hyperlink and
each policy will be set to run on a given day. This process is summarized in two stages, below:

e Stage 1: Add required banner image to campaign templates [pg.152]

e Stage 2: Define campaign policies [pg.153]

If you are running a campaign where a different image is required on a daily basis but
each image must link to the same web page then you may wish to consider a
different approach - please see How do | add a campaign image that alternates daily?
[pg.159]. You can also create more complex banner adverts in an external HTML
editor and choose to rotate HTML files rather than images. For further information
please see Multi-link HTML ads [pg.247].
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Stage 1: Add Required Banner Image to Campaign
Templates

Create [pg.198] or edit [pg.202] the required number of campaign templates and insert a custom
image field [pg.231]. When you choose to add a custom image, the image window is displayed, so you
can associate the image with hyperlink details:

= YoCut || ITm‘»:-s New Roman vHsmaII == . <o |\
| | | — —_
Paste @m}n Iy R A @E%é“ inert
__ Editor Clipboard Font Paragraph ‘

x |Properties.
~
MSExchange.org Thecustom ENE

image

R
&« D
Ao =) Hyperlink

Yy T —
roperties ror the
_WINNER et =

= custom image

Hyperlink http://exclaimer.co.uk
Alt text Exclaimer
Image transformation
Lock aspect True
Image width 179
Image height 103
Image rotation 0

4 Layout
Image Border  Opx Solid
Image Padding
Align NotSet

Color transformation
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Key properties are summarized below:

Property Summary

Hyperlink Specify the full URL of the web page to be opened when recipients click the banner
image in their message.

Alt Text Specify text to be displayed if images cannot be displayed in messages (for example,
if a recipient has chosen to block images in email messages).

Image Location Displays the location of the inserted image.

You should create one template for each day of the week. As such, you are strongly advised to use
meaningful names for the templates - for example 'Monday Product Offer', 'Tuesday Product Offer’,
etc.

Stage 2: Define Campaign Policies

1. Select the Outlook campaign policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. On the general [pg.120] window, specify a meaningful name for the policy - for example 'Monday
Product Offer Campaign'.

Your policy must have a valid name. A valid policy name must be unique and not
blank. You should try to make your policy names as descriptive as possible because
they are used to uniquely identify the policy in a number of areas. You can also use
the policy description to record comments and notes about a policy (such as what it
does and under what conditions it triggers). We highly recommend that you use this
field to keep a record of changes to a policy over time.

4. Click next to progress with the wizard and choose a campaign template [pg.121]. Select the required
campaign template that was created in stage 1 [pg.152] - for example, if you are creating a policy to be
run on Mondays, you would select the template which contains relevant content for Mondays.

5. Click next to see a preview of how the selected template will appear in email messages.

6. Click next to continue and set conditions [pg.124] under which this policy will be applied. In this case
we want the campaign to be applied to all users therefore select the Outlook user is anyone option.

7. Click next to access date options.

8. Select the use advanced schedule option and then click add to add a new schedule (for further
information about these options please see the using the advanced schedule [pg.133] section of this
guide).
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9. Define the schedule for the required day of the week - for example, Monday:

Give the schedule a
meaningful name

Name  Monday Product Offed

Erowrs 14 Nov 2013 E” To 01Jan 2100 v The policy is active on Mondays
; S for an indefinite period of time

T i ) 0 5 5 0 5 0

The policy is set to be
active on Mondays only

Monday from 00:00 to 00:00
'® Policyis active
 Policyis inactive

10. Click OK to return to the new Outlook policy wizard.

11. Click next and then finish to complete the wizard. The new policy is added to the Outlook campaign
policies branch of the console tree.

12. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.

13. Repeat this process for each day of the week.

% For more detailed information about adding policies, see the adding a new policy [pg.136]
=/ section of this guide.
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How Do | Create a Web Banner Advert With a
Disclaimer?

In this scenario, we have a number of web banner adverts that need to be inserted into your
organization's email messages on specific dates. In each case, the banner advert should link to a
different web page, depending on the offer. The advert must also include a disclaimer.

The process to achieve this is summarized in three stages below:

e Stage 1: Add required banner image to a campaign template [pg.156]

e Stage 2: Define a campaign policy [pg.157]

e Stage 3: Define a disclaimer policy [pg.158]
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Stage 1: Add Required Banner Image to a Campaign
Template

Create [pg.198] or edit [pg.202] a campaign template and insert a custom image field [pg.231]. Once

inserted, select the image and set properties as below:

| HTML | RichText Plain Text

‘) Undo *Cut ” ITm\-< NewRoman - l {small - 4= = = 5E| i o I\
ey | B £ U e @ ,vigééiHlm
_ Editor | I Clipboard Font Paragraph ‘
Zn | |Properties
MSExchange.org 52]41| 1 tcustom image}
"l \.’ 4 Color transformation
Convert to grays False
.o a. Hue L]
"WINNER ~2y¢& 7 e
Image location  C\Users\Administrato
Selected custom Hyperlink http://exclaimer.co.uk
image Alt text Exclaimer
Hyperlink Image transformation
properties for the  [RN4'FITI3as True
custom image Image width 179
Image height 103
Image rotation 0
Layout
Image Border  Opx Solid
Image Padding
Align NotSet

Color transformation

Key properties are summarized below:

Property ‘ Summary

Hyperlink Specify the full URL of the web page to be opened when recipients click the banner
image in their message.

Alt Text Specify text to be displayed if images cannot be displayed in messages (for example,
if a recipient has chosen to block images in email messages).

Image Location Displays the location of the inserted image.
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Stage 2: Define a Campaign Policy

1. Select the Outlook campaign policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. Onthe general [pg.120] window, specify a meaningful name for the policy - for example 'Product Offer
-20.03.2014".

Your policy must have a valid name. A valid policy name must be unique and not
blank. You should try to make your policy names as descriptive as possible because
they are used to uniquely identify the policy in a number of areas. You can also use
the policy description to record comments and notes about a policy (such as what it
does and under what conditions it triggers). We highly recommend that you use this
field to keep a record of changes to a policy over time.

310N

4. Click next to progress with the wizard and choose a campaign template [pg.121]. Select the campaign
template that contains the required banner advert (created in stage 1 [pg.156]).

5. Click next to see a preview of how the selected template will appear in email messages.

6. Click next to continue and set conditions [pg.124] under which this policy will be applied. In this case
we want the campaign to be applied to all users therefore select the Outlook user is anyone option.

7. Click next to set the date [pg.132] on which the campaign should be applied to messages.

8. Click next and then finish to complete the wizard. The new policy is added to the Outlook campaign
policies branch of the console tree.

9. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.
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Stage 3: Define a Disclaimer Policy

It is considered best practice to provide a disclaimer with any offer that you are running. This can be
contained within the email, or appear as a link to a web page. Exclaimer Signature Manager Outlook
Edition allows you to add disclaimers to your organization's Outlook signatures, as follows:

1. Select the Outlook disclaimer policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. Onthe general [pg.120] window, specify a meaningful name for the policy - for example 'Product Offer
Disclaimer - 21.03.2014'.

4. Click next to progress with the wizard and choose a campaign template [pg.121]. Select the required
disclaimer template (a number of standard templates are provided or you may wish to create your own,
more specific versions in the template library [pg.189]).

5. Click next to see a preview of how the selected template will appear in email messages.

6. Click next to continue and set conditions [pg.124] under which this policy will be applied. In this case
we want the disclaimer to be applied to all users therefore select the Outlook user is anyone option.

7. Click next and then finish to complete the wizard. The new policy is added to the Outlook disclaimer
policies branch of the console tree and is selected by default.

8. Select the date range [pg.132] tab and set a date to match your campaign policy (stage 2 [pg.156]).

9. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.

Repeat stages 1 - 3 for other products / dates required.
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How Do | Add A Campaign Image That Alternates
Daily?

There may be times where you wish to include a banner ad in signatures (i.e. a banner image which,
when clicked by the recipient, links to a web page) but where the banner image used should change
on a daily basis. For example, you might be running a daily offer where a new product is added to your
catalog each day and needs promoting - or perhaps you have overstocked some products which need
to be pushed. In this instance, you need to control which offers are displayed on particular days so
that staff are prepared, and you need to ensure that the banners appear on all your organization's
email correspondence.

Given that we wish to link all images to the same web page, the easiest method is to use the rotating
banner ad [pg.240] in a campaign template. With this process, you place required images in a given
folder and then set properties for the rotating banner ad [pg.240] field so that it checks this folder and
rotates any images found at your required frequency. This process is summarized in three stages,

below:

e Stage 1: Image preparation [pg.160]

e Stage 2: Add a rotating banner ad field to the required template [pg.161]

e Stage 3: Define a campaign policy [pg.162]

If you are running a campaign where a different image is required on a daily
basis but each image must link to a different web page (for example, you
might show product images and wish to link to specific details for that
product on your website) then you need to use a different approach - please
see How do | insert a web style banner ad that alternates daily? [pg.151]
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Stage 1: Image Preparation

For this scenario, you would have seven banner images - one for each day of the week. These images
should be placed in a directory on your network; you must ensure that the Exclaimer Outlook Settings
Connector Service is set up to log on with an account that has at least read access permissions for the
specified directory.

When these images are rotated, Exclaimer Signature Manager Outlook Edition uses an index from O -
6, as shown below:

Index | File ‘
0 Sunday

1 Monday

2 Tuesday

3 Wednesday

4 Thursday

5 Friday

6 Saturday

Images are indexed according to filename sequence, for example:

Filename

Banner00.jpg | O Sunday
BannerOl.jpg | 1 Monday
Banner02.jpg | 2 Tuesday
Banner03.jpg | 3 Wednesday
BannerO4.jpg | 4 Thursday
Banner05.jpg | 5 Friday
Banner06.jpg | 6 Saturday

If it is important for particular images to be displayed on a given day, you should ensure that your file
naming convention is one which ensures images are sequenced correctly (such as the example shown
above).
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Stage 2: Add a Rotating Banner Ad Field to The Required
Template

Create [pg.198] or edit [pg.202] a campaign template and insert a rotating banner ad field. When you
choose to add a custom image, the folder location window is displayed, so you can specify the image
location that was decided in stage 1 [pg.160]:

Here, you can choose to browse to the required location or, if the location is determined from an
Active Directory field, use the insert drop-down list to select the Active Directory field which contains
the required location. Once inserted, you can select the field and view/update properties as shown
below:

flsae © Jii=|

chooser to day of

Font H Set the banner
the week

-m

/7////////]2"7/ %W///I// ////
Chosen folder for

required images

The rotating Banner chooser
banner ad field Content
Folder location
Filter A
Address http://www.exclaimer.co.
Hover text Exclaimer website
Alt text Exclaimer website

Define hyperlink
properties for the

banner images
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Key properties are summarized below:

Property Summary

Banner chooser Use the browse button and select day of week.
Folder location Specify the directory in which required banner images have been placed.
Filter If required, you can specify a wildcard filter to determine which images are

used. By default, *.* is specified, which means that all images in your
specified folder will be considered.

Address Specify the full URL of the web page to be opened when recipients click a
banner image in their message. For example: http://www.exclaimer.com.

Hover Text Specify text to be displayed when recipients hover their cursor over a banner
image in their message. For example: Visit our website.

Alt Text Specify text to be displayed if images cannot be displayed in messages (for
example, if a recipient has chosen to block images in email messages).

Stage 3: Define a Campaign Policy

1. Select the Outlook campaign policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. Onthe general [pg.120] window, specify a meaningful name for the policy - for example 'Weekly
Rotating Campaign'.

Your policy must have a valid name. A valid policy name must be unique and not
blank. You should try to make your policy names as descriptive as possible because
they are used to uniquely identify the policy in a number of areas. You can also use
the policy description to record comments and notes about a policy (such as what it
does and under what conditions it triggers). We highly recommend that you use this
field to keep a record of changes to a policy over time.

310N

4. Click next to progress with the wizard and choose a campaign template. Select the campaign
template that contains the rotating banner ad (created in stage 2 [pg.161]).

5. Click next to see a preview of how the selected template will appear in email messages.

6. Click next to continue and set conditions [pg.124] under which this policy will be applied. In this case
we want the campaign to be applied to all users therefore select the Outlook user is anyone option.

7. Click next to access date options.

8. We do not need to limit the policy to a specific date range, therefore click next and then finish to
complete the wizard. The new policy is added to the Outlook campaign policies branch of the console
tree.

9. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.
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The above process shows how individual, linked images can be used in policy templates. However, you
can also create more complex banner adverts in an external HTML editor and choose to rotate HTML
files rather than images. For further information please see Multi-link HTML ads [pg.247].

CZ) For more detailed information about adding policies, see the adding a new
= policy [pg.136] section of this guide.
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How Do | Enforce Different Outlook Settings Per
Department?

In this scenario, different font settings are required for email messages sent from the HR department
and from the Sales department. The HR department should send messages in Times New Roman font
and the Sales department should send messages in Verdana font.

The following process shows how this would be achieved, assuming that departments within the
organization are defined in Active Directory groups. If groups are not used in this way within your
organization, you can achieve the same results by defining policies based upon specific Active
Directory attributes [pg.167].

1. Select the Outlook mail format policies branch in the console tree.

2. Click the new button from the toolbar to start the new Outlook policy wizard [pg.137].

3. On the general [pg.120] window, specify a meaningful name for the policy - for example 'HR Mail
Format'.

Your policy must have a valid name. A valid policy name must be unique and not
blank. You should try to make your policy names as descriptive as possible because
they are used to uniquely identify the policy in a number of areas. You can also use
the policy description to record comments and notes about a policy (such as what it
does and under what conditions it triggers). We highly recommend that you use this
field to keep a record of changes to a policy over time.

4. Click next to progress with the wizard and access Outlook options:

%}! New Outlook Mail Format Policy
1 General Outlook Options
S - Please select the Outlook Optiars et Yo would e to set with e pokcy
gw 55 Message Format Options
i Compose in this message format: HTML @
I Use Microsoft Word as default editor for email messages (1)
@Use"iawoﬁ%dasdefaﬂeﬁbtfunwinﬁdnb}dfunﬂ@
@l Message Font Options
When composing a new messageuse  Arial, 10pt. Black . E]@
When composing reply orforwarduse  Arial, 10pt. Black . @
When composing plain text message use \CoﬁnerNew‘l(bt Black Et@
5 Qutiock Options
ol oo e
R allorsin o jocecy @
| stk J[ New> ][ conon |
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5. Click the browse button for each required option under message font options and define the
required font:

&\ Font Options

Font:

sl
Andalus Andalus
Angsana New angsana Hem
AngsanalPC AngsanallEC
Aparaijita Ararjita
Arabic Typesetting Anabic Typesetting
il Arial

Aol ool - a e =

ek
(5] Effects.

| Strikeout

! Underline
& Preview

Sample Text

6. Click OK to return to the new Outlook policy wizard.
7. Click next to continue and set conditions [pg.124] under which this policy will be applied.

8. Select the Outlook user is a member of an Active Directory group option and then select the Active
Directory Group hyperlink in the lower pane:

% ﬁ New Outlook Mail Format Policy

1 General Conditions
5 Please use the list of options below to define the Users that you would like to include in this
£ Outlook Options Outlook Mail Format policy.
I Condtions
Select condition(s
= L4 on(s) €3

[] Outlook user is anyone
[] Outlook user is a specific person

5] Ouloo user s a member an Actve Diecloygoy |
|| Outlook user is a member of @ Domain or Organizational Unit

‘ [ ] Outlook user has one or more specific Active Directory attributes

The group option

 Edita condition by clicking an underlined value

Policy applies to Outlook Users that:
are members of an Active Directory Group

Select the Active
Directory group option

® Apply policy when any condition is met

: e’ [ <Back ll‘_le;x!> [ concet |
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9. Select the HR group from the list of groups that is displayed and click OK to return to the new Outlook
policy wizard.

10. Click next and then finish to complete the wizard. The new policy is added to the Outlook mail format
policies branch of the console tree and is selected by default.

11. Once you have saved changes, the policy is ready for use. It is a good idea to test the policy in the policy
tester [pg.180] to ensure that it works as expected.

12. Repeat this process for the Sales department.

For more detailed information about adding policies, see the adding a new
policy [pg.136] section of this guide.

=2
o
3
m
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How Do | Create a Policy Based Upon Specific

Active Directory Attributes?

The configure attributes window [pg.127] allows you to define conditions [pg.124] and exceptions
[pg.129] based upon queries that are run on Active Directory user attributes. The following example
shows how to set a policy condition which uses an Active Directory attribute query. In this scenario, a
policy is required to apply a policy to any Outlook users within the 'IT' department of an organization.

Steps 1 and 2: Outlook User Has One or More Specific Active
Directory Attributes

&% T Department*
Z7New SdUsers L Delete &l Clone
% General ([l Template |G Options @ Conditions™ | @D Exceptia a

o Select condition(s) &3 Select the Outlook user

[] Outlook user is anyone has one or more specific
[] Outlook useris a specfic person AD attributes option
[] Outlook user is a member of an Active Directory group

[] Outlook user is a member of a Domain or Organizational Unit

%] Outlook user has one or more specific Active Directory attributes

& Edita condition by clicking an underlined value

Policy applies to Outlook Users that:
have a combination of Active Directo

Click the AD attribute
values link

. Apply policy when all conditions are met
'® Apply policy when any condition is met
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Steps 3 and 4: Define the Query

Enter a meaningful
name for the query Click the browse button to

browse and select an Active
Directory container

Steps 5 and 6: Browse and Select an Active Directory
Container

=

é

[F] Computers
(5] Domain Controllers
2 ForeignSecurityPrincipals
[Z] Managed Service Accounts
[5] Microsoft Exchange Security Groups
[Z] Microsoft Exchange System Objects
[Z] Program Data
2] System
Ehias

H!HHH!!E‘,’

(3)
Click OK to return

Select the users to the query editor

container
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Steps 7 and 8: Choose a Start Point and Select Required
Attribute

(7)
Set start with to
no one

| [select)
Surname
Given Name

Distinguished Nai
Home MDB Select department from

Member Of the list of attributes
Primary Mail Addrd

Proxy Addresses
Display Name
Home Exchange S
Department -
Country

Manager

Reports

Company

Obiject Category
Object Class
Common Name
User Principal Nam |
More...
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Step 9: Choose How Matching Should Be Made

(9) Select equals
from the list of
conditions

O T
[select)

does not equal

starts with

does not start with
ends with

does not end with
contains

does not contain

is less than

is less than or equal to
is greater than

is greater than or equal to
is present

is not present

@) Conditon details

Condtinrame: [T Department.

Mve[iedaym,Users (20)
e Enter the value to be
Basic e matched

Start with: j“No one

< then \Add 7|jususwhem jDepaftmeﬂt [?lhequals
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How do | Apply a Campaignh Template Before the
Signature Template?

Policy types are always processed in the same sequence, as illustrated below:

1
Signature

3
Disclaimer

Policies Policies

This means that signature content is added first, then campaign content, then disclaimer content.
Although you cannot change this sequence, you can swap content in policies so that your signature,
campaign and disclaimers appear in a different order.

For example, if you wish to include a campaign image before a signature, you could associate a
campaign template with a signature policy and a signature template with a campaign policy. This
principle applies to any of the Outlook signature policies (signature, campaign and disclaimer).

For further information about how policies are processed, see understanding how policies are
processed [pg.98].
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How do | Change the Template Associated with a
Policy?

When viewing the template associated with a policy, you can choose to access the template library
[pg.189] and select a new template, as shown below.

Steps 1 - 3: Access the Template Library from Within a
Policy

®
ele eq ed TR -
@ File Action Window enature bo -8 X
= = emplate tab
@ o 3[E g S,
& E@’)éxdaime" partme b save @ Cancel
[=(2) Signature Manager Outl
i E7New BdUsers & G Clone GFEdit £7Template Library & Export Template

@ General |[fl) Template |G Options | @ Conditions ' CR@otions (@] Date Range | Next Policy
@ Admin Department (3)
i.. & EveryoneElse
(- & Outlook Campaign Policies Select the template library lanager
[#- (=] Outlook Disclaimer Policies option to browse templates and
o Olicok Mall Farmat Balicies select an alternative
% Policy Tester
G- P Template Library [ERNETE R
[ E Signature Deployment Policies

Orbit illustration

Signatures : Orbit lll ion
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Steps 4 - 6: Browse and Select New Templates

(5)
Preview the
template

(4)

Browse existing

templates

[=] Copy of Sample001
[2] Copy of Copy of Sampled

&> Tapestry interior design

Karen Green

tol: <443 |0) 1252 987 488 | fax: <44 (D) 1262 387 428

(6)

[ Copy of Copy of Copy of..
[ Copy of Copy of Copy of..
-] RSSFeed

Click OK to apply the
template to the policy
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How do | Ensure Local Signatures Are Not Used?

Exclaimer Signature Manager Outlook Edition allows you to promote a consistent brand image
throughout your organization by sending emails with common signature, branding, promotional and
disclaimer content. However, if users create their own, local signatures using Microsoft Outlook's

signature options, this consistency can be lost.

You can prevent use of local signatures and stationery by defining a mail format policy [pg.112] and

selecting remove all previous existing signatures and / or remove all previous existing stationery

options:

ﬁ HR Department
3 'New SdUsers ipiDelete jqClone

| 29 Outlook Options @ Conditions @ Exceptions (@] DateRange 4 »
%3] Message Format Options
Compose nthis message fomat: ~ HTML H®
" Use Microsoft Word as default editor for email messages (1)
" Use Microsolftord as default editorfor messages in rich text format (1)

&\ Message Font Options - -
When composing anewmessogeuse | Adal 10pt. Back [l
When composing reply orforwarduse  Avil. 10pt, Back [ (D)
When composing plain text message use  Courier New, 10pt, Black [ (1)

& Qutlook Options

v Remove all previous existing signatures (1)
" Removeall previous existing stationery (1)

Options to remove
local signatures and

email stationery

For further information about mail format policy options, please see the mail format policy options

[pg.113].
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How Do | Change The Sequence In Which Policies
Run?

Within each policy type, policies are processed in the sequence that they are listed in the policies list
[pg.87]. Policy types are always processed in the same sequence, as illustrated below:

T 2 3
Signature Campaign Disclaimer

Policies Policies Policies

You cannot change this sequence but you can change the sequence of policies within each policy type.
To do this, access the policies tab and use move up / move down buttons as required:

&¥, Outlook Signature Policies
&7New LfDelete SClone 1t Move Up & Move Down [ Move to Top = Move to Bottom =

G Settings 1&- Policigus

Policy N The sell.ected
2 olic
Outlook Signature POREY Use * Pp—
se ‘move’ options to

&I Department change the position of the
{4 Sales Department selected policy in the list
£& HR Departmet
£4 Admin Department
4 Everyone Else

For further information about how policies are processed, see understanding how policies are
processed [pg.98].
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How Do | Pause Signature Updates?

There may be times that you need to stop Exclaimer Signature Manager Outlook Edition from
processing policies. To do this, you can use options on the Signature Manager Outlook Edition settings
tab [pg.86]:

@) File Action Window Help
@ o d[E g
B--E@)B(c!aimer ' @ Signature Manager Outlook Edition @ cancel
=+ (@) Signature Manager Outiook Edition
&+ & Outiook Signature Policies Rl
& IT Department @ Settings (& Policies (1@ Help'
@ Sales Department @Geneml
 Enabe Sgnaure Marager Outook Eion Policies (©

i+ & Outlook Campaign Policies
< Outlook Disclaimer Policeill RPN B ISR IN
- 34 Outlook Mail Format Policie )

=2 Policy Tester option

i+ ) Template Library

- [ Signature Deployment Policies

When this option is de-selected, all signature [pg.104], campaign [pg.108] and disclaimer [pg.110]
policies will be disabled. In this case, Exclaimer Signature Manager Outlook Edition still runs but it will
not find any policies to process.

USER MANUAL
Signature Manager Outlook Edition

Page | 176




The Pause Option

An alternative approach is to pause updates. In this case, you can choose to pause the ExSync agent
so that policy / settings updates are no longer pulled from the deployment share to users' computers.
This is particularly useful (for example) if you are performing maintenance tasks on the server and
wish to prevent errors being reported during this time.

The pause option is available from the settings tab on each signature deployment policy - for example:

@) File Action Window Help

E}@ Exclaimer = A b save @ Cancel
=+ (@) Signature Manager Outlook Edition
& @ Outlook Signature Policies

E New aDeIete E.Clone
| | General |G Signature Creation I'Settmgs [ @Help

. Evety 15E minutes
e 1 Once atruntime only

- =/ Outlook Disclaimer Polices
t -1 Outlook Mail Format Policies
- =8 Policy Tester
& ) Template Library
= S Signature Deployment Policies . umow,qm.,,g ExSync on client
i+ (@) HELPFILEMACHINE ( bie for Mait Offic= 285 1

~ ) Main Server ) Update OWA from Server

Many organizations will only have one signature deployment policy however, if there are
multiple signature deployment policies, you can pause as many as required.
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What If | Have a Design Company Designing Our
Organization's Email Signatures?

You may have a design agency that deals with the look of your website and your email signatures. If
required they can download Exclaimer Signature Manager Outlook Edition and create Outlook
signature designs that include fields from your Active Directory and Exclaimer Signature Manager
Outlook Edition components.

Exclaimer Signature Manager Outlook Edition is available to download from the products page on the
Exclaimer website.

Exporting/Importing an Outlook Signature

Exclaimer Signature Manager Outlook Edition signatures are exported as specially formatted .zip files.
These .zip files can then be imported in to your Exclaimer Signature Manager Outlook Edition
installation. For more information on exporting and importing templates, please see exporting a
template [pg.201] and importing a template [pg.201].
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Policy Tester Introduction

The policy tester simulates policy processing [pg.98] for a specified user and determines which
signatures, campaigns or disclaimers will be added to their signature and settings ZIP file.

When using the policy tester, you select the required sender and then run the test to simulate policy
processing. Having run the test, you can access a process diagram to:

e View which OQutlook policies have and have not been applied [pg.184]

e Check the reason why an Outlook policy is or is not applied [pg.186]

® Preview the message at any stage in the process [pg.186]

Finally, you can view original messages and their final output [pg.187].

If a policy test applies signatures in a way that was not expected, ensure that
your policies are sequenced correctly. For further information please see
understanding how policies are processed [pg.98].
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Understanding the Policy
Tester Window

The policy tester allows you to select an Outlook user for whom a test signature will be applied,
together with a date and time (so you can check any date range [pg.132] conditions that might be set):

= _ Policy Tester & Cancel

a Run Test 'Reset

=8 Policy Tester ‘@ Help "
Enter details of the Outlook User and the date that you want to test then click Run Test.

: a Outlook User: {Administrator I_:iI:

RunTest | Testdate  8/202010 1:21:02PM  [+]

Simply use the browse |...] button associated with the Outlook user field to select the required user
and click the arrow associated with the test date field to select the required date from a popup
calendar. Having selected a date, you can adjust the time manually, if required.

% Remember that any signatures generated in the policy tester are never actually deployed, so you
= can select whichever sender is most appropriate for testing a policy, without concern.
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The Policy Tester Toolbar

The following options are available from the policy tester toolbar:

Summary

[ZJRun Test | Having set required test criteria, use this option to run the current policy test.

@'Reset Use this option to clear all settings in the policy tester and start from a ‘clean’ point.
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Running a policy test

To run a policy test, follow the steps below:

1.

Ensure that policies are in the correct sequence on the policy list [pg.87].
Select the policy tester branch of the console tree.
Use the browse button associated with the Outlook user field to select the required user.

Click the arrow associated with the test date field to select the required date from a popup calendar.
Having selected a date, you can adjust the time manually, if required.

Click the run test button from the toolbar.

If a policy test applies signatures in a way that was not expected, ensure that
your policies are sequenced correctly. For further information please see
understanding how policies are processed [pg.98].
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Working with Rules Applied
Information

Having run a policy test, an additional tab named rules applied is displayed:

= = Policy Tester

& Run Test
|=8 Poiicqusm}"[eG Rules Applied ) Outiook Signatures | @ Help
Signature 2
Copy of SS; g
Sample001 a

Date Pattern No

Applies

IT Departm...

From here, you can view the outcome of the policy test as a process diagram. Here, each policy
processed is displayed with a yes or no indicator, so you can see if the policy was applied. When you
hover the cursor over a segment of the diagram, additional options are displayed:

= = Policy Tester

Preview the
message at this
stage in policy

processing

Check why the
policy was/was not
applied

Date Pattern
Applies

IT Depa

Yes/no indicates if
the policy was
applied

Policy names

\

Condition
Applies?

Sales Department
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At the bottom of the rules applied window, summary information is available. From here, you can
view basic settings for the policy test, and an explanation of how the selected policy has been

processed (at the selected stage):

0 e k- save @ Cancel
& Run Test
=5 Policy Tester ]’e& Rules Applied () Outlock Signatures | @ Help
Signature Sighature Signature Signature OWA -
Copy of Sampie00? Copy of Copy of Copy of Copy of - S =
Sample001 a P Sample001 Copy of Sample... 9
B
© Date Pattern
§ Applies
=
= o
@ Condition Selected stage
.g Applies? : .
= ! ; in processing
o
a
5
= Apcory Outiook
v Signafure
¥ - | [v]
<] [ [>]
Testing User: Processing Policy:
Administrator@network26.local Sales Department
Test Date and Time: Action:
20/11/2013 13:02 Add sig using Temp
Summary Summary information

information for
policy test settings

about how the
selected policy has
been processed
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Checking the Reason Why A Policy Is or Is Not
Applied

To view a brief summary of why a policy was or was not applied to the user, hover the cursor over the
relevant section of the process diagram until additional icons are displayed (as shown in the example
above).

Click @ to view summary information - for example:

Does not match any of the schedules

More detailed information is available at the bottom of the rules applied tab, as described in the
previous section.

Previewing the Signature at Any Stage in the
Process

To see a preview of the test signature at a particular stage of processing, hover the cursor over the
relevant section of the process diagram until additional icons are displayed.

Click @ and then & to open a signature preview window, where you can view the signature (as
processed so far) in HTVIL, RTF and Plain Text formats.

= If a policy test applies signatures in a way that is not expected, ensure that
9| your policies are sequenced correctly. For further information please see
" understanding how policies are processed [pg.98].
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Working with Test Signatures

Having run a policy test, an additional tab named Outlook signatures is displayed. From here, you can
view the final signature as it would be applied, and confirm applicable mail format settings:

3 ol b save & cancel
& Run Test s SHineMilEe
= O aped 9, ed <
=5 Policy Tester ‘&G R osoft Outlook e Help
(@) Karen Green 2
& Outlook Signatures
ales Signatire). = < slghature d Ml |\1arketing Manager
be displayed 0SO
e O A
(9 OWA Signature E
: f. +44 (0) 1252 987 456
Static Banner Ad i 53,
23.45KB
44 Mail Format Options
Sales Department Mail Formatitng
A summary of any
mail format settings
applied
Switch between
message
formsts Download FREE whitepa
on designing email signatures v
www.exclaimer.com
|HTML  RichText  Plain Text -
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Template Library Introduction

Templates are used to create rich, sophisticated HTML layouts (including tables, images and dynamic
Active Directory fields) for signatures, campaigns and disclaimers. Alternative versions are also created
in RTF and Plain Text formats, so all message types can be handled, and you can be confident that
signature content is always applied consistently, for all message types.

Within Exclaimer Signature Manager Outlook Edition, all work with templates is completed using the
template library (within the Exclaimer console [pg.66] tree):

= (2) Exclaimer
= (@) Signature Manager Outlook Edition
- & Outlook Signature Policies
- & Outlook Campaign Policies
- (=] Outlook Disclaimer Polices
- 39 Outlook Mail Format Policies
& Policy Tester
= Template Library
-- Signatures
- 1 Camaions
- [ Disclaimers
- [ Signature Deployment Policies

The template library is organized using categories, so that templates of the same type are grouped.
When the topmost branch (template library) is selected, you can browse templates and work at
category level. Below this, you can select specific categories to browse, edit and add templates. This
section explains how the template library is used, including:

e Understanding the template library window [pg.190]

e Working with categories [pg.193]

e Adding a new template [pg.198]

e The template editor [pg.208]

e Cloning a template [pg.200]

e Exporting a template [pg.201]

e |Importing a template [pg.201]

e Editing a template [pg.202]

e Renaming a template [pg.203]

e Moving a template [pg.205]

e Removing a template [pg.206]

You can also learn more about specific tasks, using the how to [pg.330] section for templates.

USER MANUAL
Signature Manager Outlook Edition

Page | 189




Understanding the Template
Library Window

When the template library branch is selected in the console tree, you can browse templates and work

at category level:

Optio o) e templa
bra oolbar vary according
e 0 ether a category or a OO0S€ 1o VIE
embplate elected emplates as a or a
&) File Action Window Help ed o se ico
& IEI
“4 D b b save ¢ el
oo o a Outlook Edition =
d -' d ‘ s Policies ﬂNewCalegory ‘Edit 3 Delete ¢ Rename .5.Clone E.Jproperties []Move Jlmport .:9 Export [®]View ~
SlsfpliENA=el e Campsign Policies (@ Campaigns | { Disclaimers '@ Help -
oot o € teémplate Disclaimer Policies ~
b bra Mail Format Policies

Browse templates

Templates are
within each category Sample004

listed for each
category using content tabs
S @edomer wj - X
D eSpiral Sample005 Sample006 Sample007 Sample008
o -
@ Yomwrr mvre by R
[ Sr— -
AAAAA Categories are J E===3
displayed from the Onbt llustration Tapesty «ChangeUK

root of the template
library branch '

=

Options shown here are summarized in the following sections.
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The Console Tree

When the top level (template library) branch is selected in the console tree, any template categories
are shown as child branches, followed by templates within those categories:

Top-level branch

Category

Templates

- |~ Orbit lllustration
- | =] xChangeUK
« ) Caimpaione

Category B Static Banng

- [ Disclaimers
- -] Companies Act 1985
Category - || Breach of Confidentiality

Templates

- |- Standard Disclaimer
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The Template Library Toolbar

The template library toolbar provides quick access to key tasks. Options on this toolbar vary,
depending on which branch of the library is currently selected. Those listed below are available when
the top level (template library) branch is selected:

Option Function Notes

'?' MNew Category... | Create new category Adds a new category to the bottom of the console tree.
[pg.194]

élmport Import a template Previously exported template files can be imported into the

[pg.201] template library.

The Template Library Content Pane

When the top level (template library) branch is selected, the content pane displays available
categories as a series of tabs. If a category is selected, templates within that category are shown in
the content pane, and if a template is selected the content pane shows a preview of that template.

View Options

When a category is selected, use view options to show templates as medium or large icons.
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Working with Categories

Within the template library, categories are used to organise templates into logical groups. Default
categories are provided for signatures, campaigns and disclaimers but you can create as many of your
own categories as required. There is no right or wrong way to define categories - use whatever
structure suits your organizational needs.

To view and browse existing categories, select the template library branch from the console tree.
Existing categories can be viewed in the tree structure, or from the content pane [pg.192]. From here
you can:

e Add a new category [pg.194]

e Rename a category [pg.194]

e Remove a category [pg.195]
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Adding a New Category

To add a new template category, follow the steps below:

1. Select the template library branch in the console tree.

2. Selectthe new category button from the toolbar, or right click and select new category from the context
menu. You are prompted to enter a category name:

3. Enterthe required name and click OK. The new category is added to the end of the categories list in the
console tree.

Renaming a Category

To rename a template category, follow the steps below:
1. Select the template library branch in the console tree.
2. Select the category to be updated.

3. Right click and select rename category from the context menu. The existing name is presented in
editable form:

{Signatures]

4. Update the category name and click OK.

When you are satisfied that all changes have been made correctly, click the
main save button to save changes [pg.79] made in this session. Alternatively,
use the cancel button to abandon all changes.

310N
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Removing a Category

It is important to note that removing a category will also remove any templates within that category.

If required, you can move existing templates [pg.205] to alternative locations within the template
library, or you may wish to rename [pg.194] the category rather than remove it.

To remove a template category, follow the steps below:
1. Select the template library branch in the console tree.

2. Select the category to be removed.

3. Right click and select delete category from the context menu. You are prompted to confirm that you
wish to proceed:

e The category Managers and all the templates contained in it will be

deleted. Are you sure you want to delete this category?

4. Click yes to remove the category.

A category is not permanently deleted until settings have been saved. If you exit
without saving (or cancel changes), the category will be reinstated in the console tree.

310N
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Working with Templates

Templates are used to create rich, sophisticated HTML layouts (including tables, images and dynamic
Active Directory fields) for signatures, campaigns and disclaimers. Alternative versions are also created
in RTF and Plain Text formats, so all message types can be handled.

Within Exclaimer Signature Manager Outlook Edition, all work with templates is completed using the
template library (within the Exclaimer console [pg.66] tree):

= (2) Exclaimer
=+ (@) Signature Manager Outlook Edition

- & Outlook Signature Policies
- &@ Outlook Campaign Policies
- (] Outlook Disclaimer Policies
- 39 Outlock Mail Format Policies

&5 Policy Tester

= Template Library

-- Signatures

- [ Disclaimers

- [ Signature Deployment Policies

Having selected a template, you can preview and edit content in different formats using an intuitive
template editor [pg.208], and of course you can add new templates to the library. This section explains
how to work with templates, including:

® Previewing a template [pg.197]

e Adding a new template [pg.198]

® The template editor [pg.208]

e Cloning a template [pg.200]

e Exporting a template [pg.201]

e |Importing a template [pg.201]

e Editing a template [pg.202]

e Renaming a template [pg.203]

e Viewing template properties [pg.204]

e Moving a template [pg.205]

e Removing a template [pg.206]

You can also learn more about specific tasks, using the how to [pg.330] section for templates.
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Previewing a Template

To quickly see how a particular template will look when it is applied in a signature, simply select the
required template from the console tree. The template is displayed in the preview tab (within the
content pane):

File Action Window Help
@ 3E Y

i i Everyone Else Nl B L = Y

a  Cancel

~~ 441 Outlook Mail Format Policies | - H i

i Policy Tester EEd_it |3 Delete |3.Clone BRename mProperties ﬂMove @Export
- WP “Template Library | Preview (@Help
= @l Signatures |
- 2] Sample001
- |=] SampleD03
- 7] Sample004 See how the Karen Green | Marketing Manager
- (] Sample005 template looks in

kareng@greenorg.net

the preview tab 1 +44 (0) 125 458

Select required

template in the library Use the template

breadcrumb trail to '”UStratlon
access parent categories - =T SRRt

-|] Employer's Libility

-[] Negligent Misstatement

=] Virus Disclaimer

| Standard Disclaimer
Nenl, 4 Prlicies ignatures : Orbit lllustration

From here you can:

® Double click anywhere in the preview tab to edit the template [pg.202] in the template editor
[pg.208]

e Select a template category [pg.193] from the template breadcrumb trail to view other templates
in that category

e Use toolbar options to edit [pg.202], delete [pg.206], clone [pg.200], rename [pg.203] or move
[pg.205] the template —

This preview option always shows the HTML version of the template. If you
wish to preview RTF or Plain Text versions, you should choose to edit the
template [pg.202] and select the preview mode for the required format.

310N
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Adding a New Template

The new template option can be accessed from the console tree and also from the template library
toolbar:

Use the

@ File Action Window Help toolbar option

‘. (=] Everyone Else T] Sig .ures
- 3 Outlook Mail Format Policies | >
=2 Policy Tester [)New . Edit xDelete "Rename . Clone [7)Properties [l Move

171 “Template Library ’ @Templaté 'OHdp

New Template

f Rename Category
Delete Category
New Window

Right-click on a category
or on the top level
template library branch

D RSS Feed
g D Static Banner Ad
Disclaimers
- || Companies Act 1985
- || Breach of Confidentiality
- || Employer's Liability
- [] Negligent Misstatement
D Virus Disclaimer
- || Standard Disclaimer
L E 3 Nenl, R

Preparation

It is best to collect all the information you might need before you start creating your templates. For
example:

e Legal (disclaimer) text; obtain a brief of any legal text that must be sent with outgoing email
messages (it is important to check what local legislation applies to your organization to ensure
compliance).

e Logo images; any images should be in the correct size and file format for the web (It is considered
best practice to use small image files in any emails).

® General branding images.
e Color references (in web-safe RGB hexadecimal if you have them).

e Brand / style guidelines (for example, you might have an in-house style guide which details
preferred fonts to be used).
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To Add a New Template
To add a new template, follow the steps below:

1. Select the new template option to open a blank template in the template editor [pg.208]. At this stage,
the new template is added to the template library with a temporary name (this name reflects the
category name).

2. Create your template with required text and formatting.

Remember that you can use tables, images, dynamic fields and properties
when creating templates. Please refer to the template editor [pg.208] section
of this guide for detailed information about editor options.

310N

3. Switch between HTIVIL, RTF and Plain Text tabs to create the template in each format.

You must create versions in each format for each template, as email could be
sent in any of these three formats.

310N

4. Click save and close (from the editor toolbar) to return to the template library. If you have not updated
all format tabs (HTML, RTF and Plain Text), warnings are displayed before you can save the template.

5. Ifrequired, rename [pg.203] the new template.

6. If required, move [pg.205] the template to a different category [pg.193].

7. Click the main save button to save changes [pg.79] made in this session. Alternatively, use the cancel
button to abandon all changes.
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Cloning a Template

If you need to create a new template which has similar settings to an existing template, it is quicker
to take a copy of the existing template and then update that copy (as opposed to creating a new
template from first principles [pg.198]). The clone option is used to create a copy of an existing
template for this purpose, and is available from the template library toolbar and the right-click menu:

© ele e required

FlleActionV\ﬁndowHelp emplate and use the -8 X

-:7_Everyone Else - G H Save o Gaical
- 44 Outlook Mail Format Policies L ~
i.. o3 Policy Tester ‘ 3 Edit QDelete £Clone D Rename m Properties (ﬂ Move @ Export

& ﬂ “Template Library 2] Preview i@ Help

& Q Signatures

- || SampleD06 it
=]

18 Semplef07 Karen Green

2 Sample008 . % b .....

aa®

. .® .
oge®

espiral

GROUP

- ) omit| 2| Edit
- [] Tapes 3 Delete
xChags/ s Clone

Q Rename

m Properties
Move
Export

New Window
tiahty
=) oyer’s Liability
&[] Negligent Misstatement
s D Virus Disclaimer =
1:. Standard Disclaimer

Nanlnumant Palirias ¥ |Signatures : eSpiral

To clone an existing template, select the template to be copied from the console tree, then either click
clone from the toolbar or right click and select clone from the context menu. A copy of the selected
template is added to the console tree, ready to be updated:

From here you can change the name [pg.203] and edit template content [pg.202] as required. Having
updated the cloned template, click the main save button to save changes [pg.79] made in this session.
Alternatively, use the cancel button to abandon all changes.
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Exporting a Template

If required, you can export a template to a file. This is useful (for example) if you wish to delete a
template but need to take a copy first, just in case the template is needed in future.

To export a template, follow the steps below:

1. In the console tree, select the parent category for the template so that available templates for that
category are displayed in the content pane.

2. Inthe content pane, select the template to be exported. Notice that import and export options are now
activated on the toolbar.

3. Select export to open the save as window.

The file name defaults to the name of the selected template and the file type
is zip. A zip file is used because there are multiple parts to a template file - it
is not a single document.

310N

4. Navigate drives and folders to select the required location for the template file.

5. Click save to complete the export.

Importing a Template

Previously exported [pg.201] template files can be imported into the template library. To do this,
follow the steps below:

1. In the console tree, select a parent category for the template. Notice that import and export options
are now activated on the toolbar.

2. Select import to display the open window.

% When a template is exported, the exported file format is .zip. Notice that the
| default file type here is set to .zip.

3. Navigate drives and folders to select the required import file.

4. Click open to complete the import and add the template to the template library.
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Editing a Template

The edit option is available from the console tree, from the library toolbar and by double clicking
anywhere in the template preview pane:

3) ele e req ea

File Action Window Help S -8 X

j eSp b seve | @ Cancel

i#- 44 Outlook Mail Format Policies

£ Policy Tester [ Edit | gDelete [3Clone [ Rename [f] Properties ] Move o Export

- P “Template Library [ Preview (@ Help .

& Ql Signatures [

- [2] Sample003

2] SampleD04

- [B) Sample005

.D Samﬂem7 s :

- ] Sample08 . Karen Green .....

et 1 " -
oa®

D Orbitdd = Edit
espiral

e (3% Delete
GROUP

54 Clone

Rename

Properties
Move

2Nz Export

= 71| New Window
tiality
-] Employer's Liability

. D Negligent Misstatement

- 2] Virus Disclaimer

; ‘- [] Standard Disclaimer

Gt B Deanl Bolicias

v |Signatures : eSpiral

Having selected the edit option, the template is opened in the template editor [pg.208]. Simply make
required changes, then click save and close (from the editor toolbar) to return to the template library.

When you are satisfied with changes to the template, click the main save button to save changes
[pg.79] made in this session. Alternatively, use the cancel button to abandon all changes.
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Renaming a Template

The rename option is available from the console tree and from the template library toolbar:

®

File Action Window Help i =

=/ Everyone Else - D oShirs Hisave @ cancel
-1 Outlook Mail Format Policies

=5 Policy Tester 3 Edit aDelete gﬁone Q Rename m Properties ﬁl Move éExport
=) “Template Library [ Preview @ Help
= @l Signatures |
- || SampleD03
- || SampleD08
i\] &Spira" :
- ) o] 2| Edit
D Tapes |34 Delete
- [2] xChar [ % Clone
= _C\ampai (2t Rename
I

= [ Properties

o ..°
.0...
espiral

GROUP

Move

Export

New Window
tiality
9 Irenieinnks Liability
mE Misstatement
i ] Virus Disclaimer L]

i |~ Standard Disclaimer " .
- [ S Danl Palicies v |Signatures : eSpiral

Having selected the rename option, you are prompted to enter a template name:

Simply enter the required name and click OK.

When you are satisfied that all tabs have been updated correctly, click the
save button to save changes [pg.79] made in this session. Alternatively, use
the cancel button to abandon all changes.

310N
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Viewing Template Properties

The template properties window shows general information about the template. From here you can
see the template name, size and file location together with a list of policies using the template:

m General Information
Name: eSpiral
Size: 108.64 KB

File: C:\ProgramData\Exclaimer Ltd\Signature Manager\Template
Library\dc 1b95ea-e2bb-488¢c-3750-7daa38220d 76 zip

(3 Policies using this template

© emplate d e the
File Action Window Help
@ =5 B
i [ Everyone Else a
44 Outlook Mail Format Policies

=5 Policy Tester

W “Template Library

- [ Signatures

j SampleD01

pira b Seve | @ Concel
‘ | Edit |gtDelete |2 Clone |-#Rename Epmperties ﬁ'Mcwe sExport
|| (5] Preview (@ Help .

=

- || Orbitl| -

E
DTENS 3

- [2] xCharf [ 2

Campaigr Q
| RSSF

Edit

Delete

Clone

Rename

Properties

Move

Export

ew Window

alty

ability

statement

sclaimer

+ Palici

Karen Green
2 2 ....o
@ :
o
% o?
o9

iral
ol

Signatures : eSpiral
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Moving a Template

Templates can be moved from one category to another using the move option, available from the
template library toolbar and the right-click menu:

Select the required

template and use the
File Action Window Help P :
toolbar option

i (5] Everyone Else . eSpiral ' A

- 9 Outlook Mail Format Policies
=5 Policy Tester gEdit QDeIete @CIone D Rename m Properties l]l ove éExport
BW “Template Library |12 Preview (@ Help

- Q) Signatures |
- |=] Sampled02

‘ Karen Green
Edit e ..
Delete ey - ..

Clone espiral

Rename WW GROUP

Properties

Move

Export

New Window

Right-click on the
template that you wish

to move

Signatures : eSpiral

Signatures
Campaigns
Disclaimers

Select the required category and click OK to complete the operation.

% Click the main save button to save changes [pg.79] made in this session.
=/ Alternatively, use the cancel button to abandon all changes.
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Removing a Template

Templates can be removed using the delete option, available from the template library toolbar and
the right-click menu:

File Action Window Help -8 X

=/ Everyone Else a

: : e § eSpira bl Save | @ Cancel
494 Outlook Mail Format Policies
= Policy Tester gEdit QDeIete @CIone D Rename m Properties l]l Move éExport
- “Template Library |2 Preview (@ Help
& Qi Signatures |
- [ Sample002
- [=] Sample005
Karen Green
&
..o
Edit 7 P ..
Delete ..
Clone espiral
Rename GRoOuUP
Properties =
5 - - Move
Snnjpliziee e Export
9 lretnonz New Window
tiality
i [-] Employer's Liability
B Negligent Misstatement
D Virus Disclaimer L

|~ Standard Disclaimer
G B S Nenl t Prlicies v |Signatures : eSpiral

Having selected the delete option, you are prompted to confirm that you wish to proceed:

The selected template will be deleted. Are you sure that you want to
delete this template?

Click yes to remove the selected template.

CZD A template is not permanently deleted until settings have been saved. If you exit without
o, saving (or cancel changes), the template will be reinstated in the console tree.
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Chapter 8

The Template Editor




Template Editor Introduction

The template editor is used to add, edit and preview templates in HTML, RTF and Plain Text formats.
With a look and feel that will be familiar to Microsoft Outlook users, you can create templates which
are as basic or as sophisticated as required. This section provides an introduction to the template
editor, including:

e Understanding the template editor window [pg.209]

e Template editor - toolbar variations [pg.212]

e Fields [pg.219]

® Properties [pg.313]
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Understanding the Template
Editor Window

The template editor is used to add, edit and preview templates in HTIVIL, RTF and Plain Text formats:

Switch between
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toolbar
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Directory fields | RichTex

using the fields '~ Dasign” et
’A—w ;
panel o2 gp,:, lnem‘%,e@cm BIuangx"B? A - E%%E‘Tdﬂe&‘*vwfﬁ*{‘}ﬁe‘*'

Acn_a_-s,‘; | Edtor | Clipbosrd | Font || Parsgraph || Insert |

g I

Plain Text

1= e—
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Appearance (]
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Font
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2 , s
% Switch between fTitle}
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for content using Bold
Italic

properties Underline

Small Caps

B . Font color D
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Content
Trim Do not chang
Fallback va |

N

content area

. tillustration
: Suppress n L
P Prefix | B
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< >
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The editor has a familiar, intuitive design, as summarized in the following sections.
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The Content Area

All content is added to the main content area of the template editor. When you choose to add a new
template, the editor is opened and you can add text, images and Active Directory fields [pg.219] as
required.

Switching Between Different Views

Toolbar options are available for switching between design, source and preview modes, where:

e The design option shows the template design in WYSIWYG (What You See Is What You Get) mode,
so you can edit content in situ.

e The source option displays HTIVIL source code for the template.

e The preview option shows how the template will be displayed using a sample email message. If
required, you can choose a specific user to see how the template would be displayed using details
for that sender.

Switching Between Different Format Types

Tabs at the top of the editor are used to switch between different formats for a template (HTMIL, RTF
and Plain Text). When a new template is added, all three formats must be updated.

The Template Editor Toolbar

If you are used to working with Microsoft Outlook, the template editor toolbar will be very familiar.
When switching between format tabs, toolbar options will change, since some options are only
applicable to a given format (for example, you can insert tables into HTIVIL templates, but not in RTF
or Plain Text versions). For a summary of the different toolbar options, see template editor - toolbar

variations [pg.212].

The Fields Panel

The fields option is used to insert dynamic content from the Active Directory. Click on the fields option
to activate the fields panel - a list of available fields that can be inserted into the template. Once a
field has been inserted, this panel is automatically hidden so that the template editor is not cluttered.

Fields can be used in all template formats (HTML, RTF and Plain Text). For further information, see the
fields [pg.219] section of this guide.
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The Properties Pane

Properties are used to format and control template content. Almost every piece of content added to
a template will have properties associated with it - for example, text, tables, images, fields, hyperlinks,
etc. The properties pane changes to reflect the current selection in the template editor - see the
properties [pg.313] section of this guide for further information.
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Toolbar Variations

When working with the template editor, each template is created in three formats - HTML, RTF and
Plain Text. You must define all three formats for each template; this ensures that all scenarios are
catered for.

With Exclaimer Signature Manager Outlook Edition, creating different versions of a template is made
simple, using the HTML, RTF and Plain Text tabs at the top of the template editor. When a tab is
selected, toolbar options are updated to show options that are relevant for that format.

This section summarizes toolbar options for each format:

e The HTML editor toolbar [pg.213]

e The RTF editor toolbar [pg.214]

e The Plain Text editor toolbar [pg.215]
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The HTML Editor Toolbar

HTML templates can be sophisticated and feature-rich, utilizing many of the options and techniques
that you would expect from web pages (including tables, images, hyperlinks and dynamic content

fields):

| HTML | RichText Plain Text

\ H gw | ) Undo l_‘ Yo {'I”mmNemenan ~ small v iS = EE [Blimage  =—Line
; et et | K R

G || Qv ”‘RmPab@]BIQ*“"zX’E'.A_"’E’iE- Table D, Hyperlink {8} Fields +

|Acﬁons~ Mode Editor ‘ Clipboard Font | Paragraph ’ Insert

These options are summarized below:

Toolbar Summary

Option

Actions Save and close the current template and return to the template library.

Mode Mode options are used to switch between different view modes. Choose from:

® design - view and work with the WYSIWYG editor
® source - view and work with the HTML source

® preview - preview the template applied to a test message

Editor Editor options are used to perform key editorial tasks. Choose from:
® undo - undo the last action in the editor

® redo -redo the last action in the editor

Clipboard Cliphboard options are used to manipulate text. Choose from:
® copy - copy currently selected text to the Windows clipboard
® cut-remove currently selected text and copy it to the Windows clipboard

® paste - paste previously copied text at the current cursor position

Font Font options are used to apply formatting to text.
® font name - select the required font from the drop-down list

® fontsize - select the required font size from the drop-down list

Remaining options are summarized below, listed from left to right:
bold, italic, underline, strike through, sub script, super script, highlight color, font
color.

Paragraph Paragraph options are used to apply paragraph formatting. Options are summarized
below, listed from left to right:

numbered list, bulleted list, outdent, indent, align left, center, align right, justify.

Insert Insert options are used to apply more detailed formatting and interactive content.
Options are summarized below, listed from left to right:
insert table, insert image, insert horizontal line, insert hyperlink, insert fields.
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The RTF Editor Toolbar

RTF templates can include standard formatting options and dynamic content fields:

_HTML | RichText | Plain Text

\H flmm 4 Undo | -‘luca Arial - |l =25
Q.Prem’ ™ Redo pm@aw B I U X @, 'E‘%é%
“ Clipboard H Paragraph H Insert
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‘C!ose
| Actions |

l

These options are summarized below:

Toolbar Summary

Option

Actions Save and close the current template and return to the template library.

Mode Mode options are used to switch between different view modes. Choose from:

® design - view and work with the WYSIWYG editor

® preview - preview the template applied to a test message

Editor Editor options are used to perform key editorial tasks. Choose from:
® undo - undo the last action in the editor

® redo -redo the last action in the editor

Clipboard Cliphboard options are used to manipulate text. Choose from:
® copy - copy currently selected text to the Windows clipboard
® cut-remove currently selected text and copy it to the Windows clipboard

® paste - paste previously copied text at the current cursor position

Font Font options are used to apply formatting to text.
® font name - select the required font from the drop-down list
® fontsize - select the required font size from the drop-down list

Remaining options are summarized below, listed from left to right:

bold, italic, underline, strike through, sub script, super script, highlight color,
font color.

Paragraph Paragraph options are used to apply paragraph formatting. Options are
summarized below, listed from left to right:

numbered list, bulleted list, outdent, indent, align left, center, align right, justify.

Insert Insert options are used to insert Active Directory fields into the template.
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The Plain Text Editor Toolbar

Plain text templates are composed without any formatting information; however you can still include
Active Directory fields. When the template editor is set to Plain Text mode, the toolbar is shown as
below:

HTML  RichText | Plain Text |

\H f.‘m‘ "Undo\ [T ‘FeCut ‘11\-ms
' QPreview "Redo‘ B
e

l Mode
These options are summarized below:

(A}F
‘Close
| Actions

Toolbar Summary

Option

Actions Save and close the current template and return to the template library.

Mode Mode options are used to switch between different view modes. Choose from:

® design - view and work with the WYSIWYG editor

® preview - preview the template applied to a test message

Editor Editor options are used to perform key editorial tasks. Choose from:
® undo -undo the last action in the editor

® redo -redo the last action in the editor

Clipboard Cliphoard options are used to manipulate text. Choose from:
® copy - copy currently selected text to the Windows clipboard
® cut-remove currently selected text and copy it to the Windows clipboard

® paste - paste previously copied text at the current cursor position

View View options are used to help when working with Plain Text. Select the
whitespace option to view paragraph markers within the editor and click word
wrap to wrap text to accommodate the window size. These options do not
change the way in which the template will be viewed by recipients.

Insert Insert options are used to insert Active Directory fields into the template.
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Tables

When working with HTML templates, using the table option from the editor toolbar displays an insert
table options window:

Smart Table
A Smart Table is optimized for common layout tasks such as creating contact blocks, business cards and
other ordered groups of information. It is recommended that you use a Smart Table when laying out Active
Directory fields as it provides very simple control for suppressing rows that contain no data.

: Contact Block
Insert a contact o [ Smart Table containing contact numbers and email address with labels and several layout
block or to define a options.

Use a smart table to

custom smart table

_ Custom Smart Table
@) @ Design your own Smart Table adding text and Active Directory fields across as many
columns and rows as you reguire.

_ Standard HTML Table
Insert a standard HTML Table into the editor. Select this option i you are familiar with HTML table layout
and design and have no need to suppress rows that contain no data.

If you are familiar with

HTML, you can choose oo Number of columns ‘ 2E [ AutoFit to window
to insert a standard (= Number of rows . 2 [Spreadevenly
HTML table |__] Border thickness \ DE-

From here, you can choose the type of table to be inserted - choose from:

® A smart table - contact block
® A smart table - custom

e Astandard HTML table

These options are summarized in the following sections.

USER MANUAL
Signature Manager Outlook Edition

Page | 216




Smart table - Contact Block

When working with templates, one of the most common requirements is to insert standard contact
information for the message sender. You can do this by adding individual fields [pg.219] to the
template, but it can be neater and quicker to use a predefined contact block.

A contact block is essentially a table of commonly used message sender fields - for example:

;V//////////////////////A:V//////////////////////@
/lDDI: {Pager}

/lTeI: {Telephone number}
¢|Fax= |{Fax}

Z

?Email: {E-rmail (as hyperlink]}
/

/ Web: |£Web page (as hggerhnk!h
6////// /I//////////////EV//////////////////////A

AR TR

A key benefit of using a contact block rather than individual fields is that you can choose to suppress
a row if there is no information in the message sender's Active Directory information to include. For
example, if a contact block includes a {fax} field but there are no fax details for a message sender, the
'fax' row of the block is not displayed when the message is sent.

Once inserted, a contact block can be edited - for example, you might wish to swap one field for
another, or adjust the formatting (using properties [pg.313]). For further information, please see how
do | create a contact block? [pg.334]

When the contact block is selected from the insert table options window, table rows and
attributes are not available. This is because the contact block is a predefined table;
however you can adjust the table once it has been inserted into the template.

310N

Smart Table - Custom

The custom smart table option can be used to insert a table and specify content / attributes using
straightforward data entry fields. This is a quick and easy way to insert a table and include Active
Directory fields (or other content) at the same time; the alternative would be to insert a standard
HTML table and add fields or other content manually.

For further information, please see the smart tables [pg.268] page.

Standard HTML Table

If you wish to insert a standard HTIVIL table and do not wish to specify any content until after it has
been added to the template, use the standard HTML table option. This is useful (for example) if you
wish to insert a basic table to form the basic layout of a template, or if you wish to include tabular
data which is not comprised of fields.
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Having selected the standard HTML table option from the insert table window, you can set the number
of columns and rows, together with border, autofit and spread attributes. Then, click OK to insert the

table and start to add content.

The HTML Element Trail

When working with any kind of table in the HTML template editor, it may be useful to note the 'HTML
element trail' at the bottom of the editor window:

Depending on the size of your table, it can sometimes be tricky to select a particular row, column or
cell, but you can do this very easily from the element trail - just click the required element. When you
click on an element, further options are displayed:

"gs Cut

il Copy
X Delete

| j . Prmi‘m l - 'l ...........
o> | <TABLE> | <TBODY> <TR> <TD>

Select

Selecting properties will show properties for this table element in the properties pane [pg.313].
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Fields

Templates can include a wide range of dynamic information using Active Directory fields [pg.222].
These fields are inserted into templates (using the template editor [pg.208]) and then dynamically

updated when signatures are generated.

For example, you might define a template for a standard signature, which uses fields for the message
sender's name, department and telephone number. Each time this template is applied to a signature,
fields are replaced with the associated Active Directory content for the user. This allows you to
personalize signatures without the need to create a different signature for each individual user.

This section contains useful information for working with fields, including:

e Working with the fields panel [pg.220]

e Working with fields [pg.221]

e Available fields [pg.222]
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Working With the Fields Panel

When not in use, the fields panel is hidden, to avoid cluttering editing space in the template editor
[pg.208]. To activate this panel, click the fields option on the top, left-hand side of the template editor:

Toggle the 'pin' icon to
| HTML | RichText PlainText [EENCURUCHCEEECUNRS
' [ rw— the window or to hide it

when not in use

: . . ce |
Click the fields option (X ™ = : U
to activate the fields |
panel

4 Contact Block
{A} First name

{al Initials

{a} Last name

{A} Display name

{a} Description

1A} Office

elephone numbe

Scroll down the list to view fields, which are organized into related groups, namely:

e User > General [pg.223]
® User > Address [pg.224]

e User >Telephone [pg.225]

e User > Organization [pg.226]

e User > Exchange Advanced [pg.226]

e User > AD Photos [pg.226]

e User > Other AD Fields [pg.227]

e Dynamic content [pg.228]

e Advanced [pg.270]

e General [pg.312]

To insert a field, simply double click the required entry in the panel. The field is inserted and the fields
panel closes automatically. If you do not wish to insert a field, click the fields button to close the panel.
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Working with Fields

Using Spaces between Fields

The placement of content will be made exactly as displayed in the editor. For example, if you enter
three blank spaces between a first name and a last name field, there will be three blank spaces
between these items when they are displayed in emails.

Copying and Pasting Fields

You can copy and paste fields to new positions within the template - care should be taken to ensure
you copy/paste the entire field rather than just the text element. When you click on a field, it behaves
like a table cell. For a correct selection, you should see the borders of the cell clearly marked. For
example:

t{First name

;V//////////EI’/////////%
(& 2

...or

a a a
ofFirst name}d
o o a
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Available Fields

This section summarizes all fields that can be used when defining templates in Exclaimer Signature
Manager Outlook Edition:

User > General [pg.223]

User > Address [pg.224]

e User > Telephone [pg.225]

e User > Organization [pg.226]

e User > Exchange Advanced [pg.226]

e User > AD Photos [pg.226]

e User > Other AD Fields [pg.227]

e Dynamic content [pg.228]

e Advanced fields [pg.270]

e General fields [pg.312]
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User > General Fields

Fields in the general fields section are summarized below:

Field Inserts...

Contact Block

A block of contact information for the user in tabular form. Once selected,

you can choose fields to be grouped in a table as a standard contact block.
This is a good way to add signature-type details, since you can suppress
fields if they are blank and so avoid blank lines in a signature (or any other
block of fields). For further information please see how do | create a
contact block? [pg.334].

First Name The first name of the user.
Initials Initials for the user.
Last name The last name of the user.

Display name

Display name for the user.

Description

Description information for the user.

Office

Office information for the user.

Telephone Number

Telephone number for the user.

Other Telephone Number

Other telephone number for the user.

E-mail

E-mail address for the user.

E-mail (as hyperlink)

Displays a hyperlink window with predefined settings to insert your email
address as a hyperlink. You can just accept these properties or change if
required.

Web Page

Web page address for the user.

Web Page (as hyperlink)

Web page address for the user, presented as a hyperlink.

Other Web Page

Alternative web page for the user.

Personal Block

Inserts display name, title and company fields as a block.
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User > Address Fields

Fields in the address section are summarized below:

Field Inserts...

Address Block A block of address information for the user in tabular form. Includes street,
city, state/province and zip/postal code.

Street Street information for the user.

P.O. Box P.O. Box information for the user.

City City information for the user.

State/Province

State/province information for the user.

Zip/Postal Code

Zip/postal code information for the user.

Country/Region

Country/region information for the user.

Country/Region (2
letters)

Two letter country abbreviation for the user (e.g. UK).

This information is taken from the Active Directory; therefore content may

310N

vary from one organization to another. For example, one organization may
use the P.O. Box field to indicate a genuine box number, whilst another may

use this field for something completely different.
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User > Telephone Fields

Fields in the telephone section are summarized below:

Field Inserts...

Home Home telephone number for the user.

Other Home Other home telephone number for the user.

Pager Pager number for the user.

Other Pager Other pager number for the user.

Mobile Mobile telephone number for the user.

Other Mobile Other mobile number for the user.

Fax Fax number for the user.

Other Fax Other fax number for the user.

IP Phone IP phone number for the user.

Other IP Phone Other IP phone number for the user.

Notes Notes for the user.

= This information is taken from the Active Directory; therefore content may vary from one
3 organization to another. For example, one organization may use the notes field to enter
m

telephone related notes, whilst another may use this field for something completely different.
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User > Organization Fields

Fields in the organization section are summarized below:

Field Inserts...

Title The user's job title.

Department The department in which the user works.

Company The company for whom the user works.

Manager Display Name The name of the user's manager.

Manager E-mail The email address of the user's manager.

Manager E-mail (as Displays a hyperlink window with predefined settings to insert your

hyperlink) manager's email address as a hyperlink. You can just accept these
properties or change if required.

This information is taken from the Active Directory; therefore content may vary from one
organization to another. For example, one organization may use the department field to enter true
departmental information, whilst another may use this field for something completely different.
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User > Exchange Advanced Fields

These are custom Exchange fields, typically used for organization-specific information. Use of these
fields will vary from one installation to another.

User > AD Photos Fields

Fields in the Outlook photos section are summarized below:

Field ‘ Inserts...

JPEG Photo Insert JPEG photo of the user.

Photo Insert other photo of the user.

Thumbnail Logo Insert thumbnail logo associated with the user.
Thumbnail Photo Insert thumbnail photo associated with the user.

Although the Active Directory includes fields for photos, there is no in-built,
straightforward way to add photos to it. The Exclaimer Outlook Photos
application allows you to create and manage images for all objects in your
Active Directory - please contact us if you would like further information.

=2
o
3
m
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http://www.exclaimer.co.uk/outlook-photos/

User > Other AD Fields

Fields in the other AD fields section are summarized below:

Field Inserts...

Home Address | Insert the user's home address.

Personal Title Insert the user's personal title.

Postal Address | Insert the user's postal address.

AD Field Insert details from the Custom AD field (this can be used to
access data in the Active Directory for which no specific field
exists in Signature Manager Outlook Edition).

This information is taken from the Active Directory, therefore content may
vary from one organization to another. For example, one organization may
use the postal address field to indicate a genuine alternative address, whilst
another may use this field for something completely different.
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Dynamic Content Fields

This section summarizes dynamic content fields which can be used when defining templates in
Exclaimer Signature Manager Outlook Edition:

e Content from file [pg.229]

e Custom hyperlink [pg.230]

e Custom image [pg.231]
e QR code [pg.232]

e Rotating banner ad [pg.240]

e RSSfeed [pg.248]

® Social media strip [pg.251]

e Composite field [pg.259]

e List of fields [pg.261]

® Custom smart table [pg.268]
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Content from File

The content from file field is used to insert content from an external document, by specifying a
location for the required document. This is useful (for example) if you need to use content that is
constantly being updated; rather than adding text directly into the template editor each time there is
a change, simply specify a location to the original file and the latest content will always be included.
The file location specified must be accessible to the user NETWORK SERVICE.

To use content from an existing file in a template, follow the steps below:

1. Use the fields panel to insert a content from file field and open the file location window:

2. Click the browse button to display the open window and navigate drives and folders to select the
required file. Alternatively, use the insert button to select an Active Directory field to insert as the file
source:

Date and Time
. General

Remember that you can switch to preview mode (from the template editor
toolbar [pg.209]) to see the effect of any dynamic fields you have inserted.
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Custom Hyperlink

A custom hyperlink can be used to insert a standard hyperlink (i.e. a URL for a web page), and any
other kind of link (for example, a mailto email link) - for example:

green

organisation

Visit my Elog!

Additionally, it has the option to include other Active Directory fields. This means that you can create
a custom hyperlink and insert (for example) the user > web page field to insert a link to the user's own
web page in the signature. To insert a custom hyperlink and specify a field within it, follow the steps
below:

1. Use the fields panel to insert a custom hyperlink field. When this field is added to a template, the
hyperlink window is displayed:

2. Click the down arrow associated with this field to select the required Active Directory field to insert as
the link target (here, the user's web page):

http://
Text to display:
‘ Sequencers b Address {a}  Initials
Date and Time » Telephones A} Lastname

»
»
| oK Cancel General » Organization » | A} Display name
m »
»
»

{&} First name

Exchange Advanced {A} Description

AD Photos A} Office

| Other AD Fields {A} Telephone number

{A}  Other Telephone number
) E-mail

A} Wiebpage I

4} Other Web
- The WWeb page from the AD

3. Enter text that users click to activate the link. Note that this text is only displayed when the template is
in preview mode [pg.209], or when the template is applied to email messages.

4. Click OK to confirm details.
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Custom Image

The custom image field allows you to insert an image and use it as a trigger for a hyperlink - for
example:

green

organisation

isit our website

When the recipient clicks on the image, the specified web page will open in their default browser. You
can specify an image from a specific file location, or from an Active Directory field. To do this, follow
the steps below:

1. Use the fields panel to insert a custom image field. When this field is added to a template, the image
window is displayed:

2. Enter link information for the image, as summarized below:

ltem ‘ Summary

Location Click the browse - [ - button to the right of the location field to navigate drives
and folders to specify an image location. Alternatively, click the down arrow
associated with this field to select an Active Directory field to insert as the image
source (for example, you might wish to use the user's thumbnail photo).

Hyperlink | Use this option to add a hyperlink for the image. Type the required URL into the
hyperlink field (i.e. the web address that should be displayed when a user clicks the
image in the message. Alternatively, click the down arrow associated with this field
to select an Active Directory field to insert as the link (for example, you might wish
to include the user's web page).

Alt Text Enter text to be displayed when the recipient hovers their mouse over the image,
or if the image cannot be displayed.

Remember that you can switch to preview mode (from the template editor
toolbar [pg.209]) to see the effect of any dynamic fields you have inserted.
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QR Code

The QR code (Quick Response code) field is used to insert special barcode type images which can be
scanned by QR scanners and smartphones - for example:

B

These images contain information comprised of text and/or other fields - for example, you might
include contact information, website details, etc. Using Exclaimer Signature Manager Outlook Edition,
you can add a QR code [pg.233] and in doing so, specify:

e Thetype of OR code thatis required (i.e. the type of information to be encapsulated - URL, contact,
calendar event, etc.)

e How the QR code should be displayed (size, sharpness, shape, color and background)

e Any text, Active Directory fields and hyperlink details to be associated with the QR code

If required, you can also use logo options [pg.236] to display a given logo with the OR code. You can
choose to display the logo as a background, in the center of the OR code or in a user defined position
[pg.237].
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Adding a QR code to a template

To add a QR code image, use the fields panel to insert a QR code field. When this field is added to a
template, the QR code window is displayed:

Access logo Change the
options color of the QR

code image de Active Directory user

Preview the image
using a specified

{A} Fields ~ | Use data from:

Displays information
added for the image
(these details can be
changed if required)

ode or select one of the QR code types:
Choose the type Change the Add fields to insert
of QR code appearance of dynamic content for
required to add it the QR code QR code image
to the pane below image information To apply a hyperlink
to the QR code
image, enter link
details here

From here:

1. Use the code type drop-down list to choose the type of OR code image that you wish to create. You can
choose one of the following options:

Action Summary

URL Displays a URL window - enter the full URL for the website that you wish to
include within the image.

Contact Details Displays a contact details window which is pre-populated with name,
telephone, email and address fields from the Active Directory. If required, use
arrows associated with each field to make changes.

Calendar Event Displays a calendar event window so you can add event name, location, time
zone and the event start/end times.

Map Location Displays a map location window so you can enter latitude and longitude
coordinates.

...Jcontinued
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Action Summary

Telephone Displays a telephone number window which is pre-populated with the
Number telephone field from the Active Directory. If required, use the arrow associated
with this field to make changes.

SMS Text Displays the SIVIS text window. Here, enter the required telephone number (if
required, use the arrow associated with this field to populate it via an Active
Directory field). Then, enter required text for the SMS text message in the field
below (you can use the insert button to include Active Directory fields here).

Text messages are limited to 160 characters in length -
any content after 160 characters will be truncated.

=2
o
=
m

2. Having selected the code type and entered associated details, the image and any details that you
entered are added to the OR code window. From here you can use toolbar options to:

- Change the size, sharpness and shape of the QR code image

- Change the color of the image (i.e. the actual composite parts) and/or the image
background

- Click in the information pane (populated with details you have entered so far) and insert
Active Directory fields

- Preview the image using details for a selected user

3. If you would like recipients to be able to click on the QR code image to access a website (or perhaps a
mailto link), enter link details using hyperlink and alt text fields.

4. |If required, click the logo tab (at the top of the window) to apply a logo to the image. Here, you can
browse for the required logo, or use the arrow associated with the logo field to add a logo via an Active
Directory field.

5. Click OK to confirm details and add the QR code image to the template.

Certain combinations of images and colors may produce a QR code that is not
always readable. We advise customers test the QR code with a smartphone to
ensure it works as expected, before releasing it in a signature.
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To edit the properties of an existing QR code image in a template, simply
double-click the image to access the QR code window.
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Changing the Size of the QR Code

Having defined a OR code in the OR code window, the image can be resized as required. To resize the
image, hover your cursor over the marker in the bottom left-hand corner of the image to enable sizing

grab handles:

Hover the cursor over the
marker in the bottom
right-hand corner to
enable grab handles

Having done this, you can simply drag the image to the required size:

| QR Code | Logo

e Celisze | 6 pcy @
o} s | Cell Sharpness 4]
‘ Code}'ypes H Cell St Lé = ‘j: Backaround
Presets Cell Appearance | Col

B
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Adding a Logo Image

If required, you can choose to associate a logo (or any other image) with a QR code. A logo image can
be displayed as a background for the QR code, in the center of the QR code orina user defined position
[pg.237].

To add a logo image, select the logo tab from the QR code window. Here, the QR code image is
displayed (but cannot be adjusted [pg.237]) so you can see how it will look with your selected image:

e L

®As 1o code. |
)In center of code |
() User defined

{n! Fields - | Use data from: | o ey

‘

|
Insert ‘1 Preview

If you are adding a logo image from a file on your computer or network, select the browse [...] button
associated with the image source field to locate and select the required image file.

Alternatively, you can add a logo image via an Active Directory field. To do this, select the arrow
associated with the image source field and choose the required field:

QR Code | Logo |

(®}As backaround to cod=
|| Oincenter of code
Message >
Image Source Message Sender  »
Sequencers 3
Date and Time »

| Server » Erterthe
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The selected image is displayed with the QR code. By default, it is set as background to the code - if
required, use position options to change this.

If the position is set to in center of code, the logo image is positioned in the center of the QR code -
for example:

v;

-

When the position is set to as background to the code or in center of code, the image is automatically
scaled for a best fit with the QR code (if you subsequently change the size of the QR code, the logo
image is scaled accordingly).

When the position is set to user defined, you can adjust the size and the position of the logo image
manually - please see repositioning a QR code and logo manually [pg.237] for further information

about this option.

Repositioning a QR Code and Logo Manually

If you have added a logo image and you wish to manually control the position and/or size of that image
in relation to the OR code, access the logo tab and set the position to user defined:

Ensure that the

logo tab is
selected

_QRCode | Logo

(C:\Users\Admiisrator\Desktop \mages for Docs\exclaimer ol |+

Image Source

Set the logo
position to user
defined
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Having done this, the logo is separated from the QR code. To move the logo, hover your cursor over

the logo image to enable positioning grab handles and simply drag it to the required position - for

example:

B
‘ fd

The image can be
dragged to any new
position - i.e. above,
below, adjacent to or
behind the QR code

Hover the cursor over
the image to enable
positioning grab
handles

Notice that the logo image is displayed with resizing 'handles' (one in

pa
o
= each corner). If required, use these to scale the image up or down.

When you are repositioning the logo, the QR code image is also displayed so you can easily position

the logo in relation to the QR code. However, the QR code cannot be moved or adjusted here.

To adjust the position (and other settings) for the QR code, select the OR code tab. Here you will see
the OR code and the logo, but only the OR code can be adjusted. Hover your cursor over the OR code

image to enable positioning grab handles - then, simply drag it to the required position.

In summary, although the QR code and the logo image are associated with each other, each of these

items can only be adjusted within its respective OR code or logo tab.

Keep in mind that you are positioning the logo in relation to the QR code
(or vice versa) - you are not specifying where these items are positioned
within the template.

Once the QR code and any associated logo are confirmed (and the QR
code window is closed), their ultimate position and alignment within the
template is controlled by any settings and properties associated with the
QR code element in the template editor, as with any other field.
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Optimizing the display of QR codes and logos

Each QR code is comprised of cells, as shown below:

The composite
parts of a QR code
are known as cells

Using cell appearance and color settings for the QR code, you can control the size, sharpness, shape,
color and background of these cells:

Cell Size 76E | Data Cell . ¥

Cell Sharpness | =

Cell Shape  |Square [=] | Packareurd
Cell Appearance | Color |

When a QR code is first added, these settings are automatically defined to display the code with
optimal clarity. However, if you are also using a logo image, you may need to adjust these settings to
ensure that the logo is displayed clearly.

This is particularly relevant where the position of the logo image is set to as background to the code
or user defined. With default cell appearance settings, the logo image is typically obscured by the QR
code however; reducing the cell size and cell sharpness will increase transparency, making the logo
image clearer. You may also find that adjusting the cell shape and color settings for the QR code also
helps with the clarity of a logo image.
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Rotating Banner Ad

The rotating banner ad field can be used where you have a selection of images that you would like to
use on a rotational basis, within a template. To achieve this, you place required images in a given
folder and then set properties for the rotating banner ad field so that it checks this folder and rotates
any images found at your required frequency. You can choose to rotate items randomly, sequentially
and (using more advanced options) specify a more precise frequency of rotation (for example, daily,
weekly, monthly, etc.).

As well as standard image files, you can also rotate HTML web banners - see

pa
o
= Multi-link HTML ads [pg.247] for further information.

The following process explains how to use this field for rotating images with an associated hyperlink
(i.e. when a user clicks the image displayed in their email message, they are directed to a given URL):

1. Ensure that required image files are in a single folder on the computer where Exclaimer Signature
Manager Outlook Edition is installed.

2. Use the fields panel to insert a rotating banner ad field.

3. Select the newly inserted field and check the properties pane - properties for the image are shown:

| HTML | RichText Plain Text

) Undo P *Cm "Selecifont... ~ [{Fontsize... ~| = ; =:- .:E' Properties for the

2 || R e Copy | B 7 U e X% WA E ‘ i rotating banner ad

| Editor ||  Clipboard || Font

&3 Tapestry interior design 4 Behavior
Banner choosi Random Number

{First name}| {Last name} 4 Content
Folder locatior C:\Users\Administrat
Filter X
Address
Hover text

The rotating banner Alfied
ad placeholder
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4. Select the drop-down list to the right of the banner chooser field. Here, you specify the frequency and
order in which banner ads in the selected folder are displayed. Available options are summarized below:

Action ‘ Summary ‘

Sequencers

Message Each time an Outlook signature is requested (via ExSync [pg.271), Exclaimer Signature

Sender Manager Outlook Edition displays a different banner starting with the first and ending with
Sequential | the last (ordered in an alpha/numeric sequence 0-9-a-z).
Number

When the last banner in the sequence is reached the entire process starts again so that
the user will always have a banner inserted in to their signature. Exclaimer Signature
Manager Outlook Edition remembers the last banner it used for each user. Therefore,
when an Outlook signature is next requested it will update with the next banner in the
sequence for that user.

Random Each time an Outlook signature is requested (via ExSync [pg.27]), Exclaimer Signature
Number Manager Outlook Edition displays a different banner. The banners are changed on a
random basis.

Server Each time an Outlook signature is requested (via ExSync [pg.27]), Exclaimer Signature
Sequential | Manager Outlook Edition displays a different banner, starting with the first and ending
Number with the last (ordered in an alpha/numeric sequence 0-9, -a-z).

When the last banner in the sequence is reached the entire process starts again so that
the user will always have a banner inserted in to their signature. Rather than remembering
the last banner used for each user, Exclaimer Signature Manager Outlook Edition changes
the banner for each request processed (irrespective of user) and updates with the next
banner in the sequence.

Template If you have a folder of images (banners) and they are named (for example) 1-10; each time
Sequential | this particular template is applied to a message it will increment the number and thus the
corresponding numbered image (banner) is inserted.

Exchange Advanced

These options allow you to define images to be used based upon specific AD attributes. These are for
advanced use only - please contact support for further information.

...Jcontinued
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Action ‘ Summary

Date and Time

Day of the | Each day of a week is given a number:
week

Sunday

Monday

Tuesday

Wednesday

Thursday

u b W N R O

Friday
6 Saturday

This corresponds to the index of files in the folder that you have specified for a rotating
banner ad. If your folder contains just five files, Exclaimer Signature Manager Outlook
Edition will cycle through them as follows:

Banner01.jpg - (0)
Banner02.jpg - (1)
Banner03.jpg - (2)
Banner04.jpg - (3)
Banner05.jpg - (4)
Banner01.jpg - (5)
Banner02.jpg - (6)
Banner03.jpg - (0)
Banner04.jpg - (1)
Banner05.jpg - (2)
Banner01.jpg - (3)
Banner02.jpg - (4)
Banner03.jpg - (5)
Banner04.jpg - (6)

As can be seen from the example above, Exclaimer Signature Manager Outlook Edition
repeats the sequence so that users will always have a banner inserted in to their

signatures.
Week of This allows you to cycle through banner ads, changing to a different banner ad every week.
the Year Each week of the year is given a number 00-51. This corresponds to the index of files in the

folder that you have specified for a rotating banner ad. If your folder contains just five files
Exclaimer Signature Manager Outlook Edition will cycle through them as follows:

Banner01.jpg - (00)
Banner02.jpg - (01)
Banner03.jpg - (02)
Banner04.jpg - (03)
Banner05.jpg - (04)
Banner01.jpg - (05)
Banner02.jpg - (06)
Banner04.jpg - (07)
Banner05.jpg - (08)

Banner#t.jpg - (51)
Banner#tt.jpg - (00)
Banner#.jpg - (01)
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Action ‘ Summary

Day of the | This allows you to cycle through banner ads, changing to a different banner ad every day
Year of the year.

Each day of the year is given a number 000-364/365. This corresponds to the index of files
in the folder that you have specified for a banner ad. If your folder contains just five files,
Exclaimer Signature Manager Outlook Edition will cycle through them like this:

Banner01.jpg - (000)
Banner02.jpg - (001)
Banner03.jpg - (002)
Banner04.jpg - (003)
Banner05.jpg - (004)
Banner01.jpg - (005)
Banner02.jpg - (006)
Banner04.jpg - (007)
Banner05.jpg - (008)

Banner#t.jpg - (365)
Banner#t.jpg - (000)
Banner#t.jpg - (001)

Year This allows you to cycle through banner ads, changing to a different banner ad every year.
For example, suppose you have the following four files:

0 a.gif
1 b.gif
2 c.gif
3 d.gif

If the year was 2009 you can calculate which file will be displayed using the following
equation:

2009 % 4 (where 2009 is the year and 4 is the number of

files you have in the folder)

2009/4=502 (as integer)
502*4=2008
2009-2008=1

The result of 1 would display b.gif from the list of files.

If you had the same four files and the year was 2010 you can calculate which file will be
displayed using the following equation:

2010 % 4 (where 2010 is the year and 4 is the number of
files you have in the folder)

2010/4=502 (as integer)
502*4=2008
2010-2008=2

The result of 2 would display c.gif from the list of files.
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Action ‘ Summary

If you had the same four files and the year was 2011 you can calculate which file will be
displayed using the following equation:

2011 % 4 (where 2011 is the year and 4 is the number of files
you have in the folder)

2011/4=502 (as integer)
502*4=2008
2011-2008=3

The result of 3 would display d.gif from the list of files.

Month This allows you to cycle through banner ads, changing to a different banner ad every
month. For example, suppose you have the following four files:

0 a.gif
1 b.gif
2 c.gif
3 d.gif

If the month was July (the 7th month) you can calculate which file will be displayed using
the following equation:

7 % 4 (where July (7) is the month and 4 is the number of
files you have in the folder)

7/4=1 (as integer)
1*4=4
7-4=3

The result of 3 would display d.gif from the list of files.

If you had the same four files and the month was September (the 9th month) you can
calculate which file will be displayed using the following equation:

9 % 4 (where September (9) is the month and 4 is the
number of files you have in the folder)

9/4=2 (as integer)
2*4=8
9-8=1

The result of 1 would display b.gif from the list of files.

.../Jcontinued
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Action

Day

‘ Summary

This allows you to cycle through banner ads, changing to a different banner ad every day.
For example, suppose you have the following four files:

0 a.gif
1 b.gif
2 c.gif
3 d.gif

If the day was the 23rd day of the year you can work out which file will be displayed using
the following equation:

23 % 4 (where 23 is the day number and 4 is the number of files
you have in the folder)

23/4=5 (as integer)
5%4=20
23-20=3

The result of 3 would display d.gif from the list of files.

If the day was the 50th day of the year you can work out which file will be displayed using
the following equation:

50 % 4 (where 50 is the day number and 4 is the number of files
you have in the folder)

50/4=12 (as integer)
12*4=48
50-48=2

The result of 2 would display c.gif from the list of files.
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5. Choose the required sequence:

Insert

A
| 2141 1 {Rotating Banner ..
I 4 Behavior

- T quentis Number |
4 =l User

Fold | 4] Exchange Advanced
Filtdi=j™

Adg
Hoy
Alt

{a} Day of week

{A} Week of the year
{a} Day of the year
{a} Year

{a} Month

{a} Day

—| Sequencers

{A} Message Sender Sequent...
{a} Random Number

{a} Server Sequential Number
f{a} Template Sequential Nu...

> Control
chosen

6. Set remaining properties as follows:

Action ‘ Summary
Folder Click the browse - E] - button to open the folder location window, then click browse
Location to navigate drives and folders to specify a folder location. Alternatively, click insert to

navigate available fields and select an Active Directory field to insert as the location.

Filter If required, you can use wildcards so that only certain images are used (for example,
you might wish to use a series of images which start with '14' and would therefore
specify '14* *' or you might only wish to use JPEG images and therefore specify
'*JPG'.

Address Use this option to apply a hyperlink to banner images. Click the browse - E] - button
to open the address window, then type the required URL into the address field (i.e.
the web address that should be displayed when a user clicks the image in the
message). Alternatively, click insert to navigate available fields and select an Active
Directory field as the link target (for example, you might wish to use the user's web
page).

Hover Enter text to be displayed when a user hovers the cursor over a rotating banner ad.
Text
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Alt Text Enter text to be displayed if images cannot be displayed.

Multi-link HTML Ads

If required, you can use a third party HTML editor to create sophisticated HTML web banners to be
rotated. These might incorporate multiple images and hyperlinks - for example:

Simply save your web banners as .htm files and add them to the required folder location for your
rotating banner ad.

It is recommended that Universal Naming Convention (UNC) referenced images
are used where possible. However, if necessary you can use URL referenced
images (on a computer that can be viewed publicly), or images which have been
copied locally to the machine upon which Exclaimer Signature Manager Outlook
Edition is installed.

=z
o
=
m
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RSS Feed

The RSS feed field is used to insert an RSS feed into email messages - for example:

Karen Green - Marketing Manager

You +
Flin SR

Space Exploration

Sky watchers in Europe, Asia, and parts of Alaska and Canada
will experience a partial eclipse of the Sun on Saturday, May
31st.

To insert an RSS feed, use the fields panel to insert an RSS feed field. When this field is added to a
template, the content window is displayed:
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This window is used to determine which RSS feed elements should be included in the template - i.e.
what RSS details should be displayed when the email message is received. An RSS feed is comprised
of a number of different elements. By default, the RSS title (as hyperlink) and RSS description elements
are included, which means that recipients of the email message would see each RSS item with a title
and summary text (as shown in the example at the start of this section).

If required, you can change the composition of the RSS feed field via the fields panel in this window:

{A} RSS Title
J RSS Title (as hyperlink)

{A} RSS Description

{a} RSS Author

{A} RSS Publication Date
{a} RSS Comments

1A} RSS Link

All RSS fields are available for selection and, as with any other field, properties are displayed in the
right-hand pane when a field is inserted and then selected.

However, these properties relate to each element of the RSS feed. Please refer to RSS feed properties
[pg.250] for further information about defining properties for the RSS feed as a whole (i.e. to specify

a URL and a channel).
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RSS Feed Properties

Having added an RSS feed field and confirmed the required composite parts (as above), the RSS feed
element is added to your template. When this element is selected, general settings for the RSS feed
can be defined in the properties pane, within the content section:

| HTML | RichText Plain Text

1] :Sglaﬁ font... i ! lFont size...
B I U s X X233 . A -

7 YeCut
| Paste [Copy
Clipboard H

essage Sender-agen' 1E8 on Windows 7
RSS URL http://www.exclaimer.com/Use
RSS Channel 0
RSS Item Random Number

YOI.I Select the RSS
nm le feed element Content {RSS Title (as hyperlink)}{RSS D
4 Fields

{ﬁg/s Tﬁf’f’;’:ﬁ%ﬁ' b RSS Title (as hyperlink)

RSS Descr/g )
St

RSS Description

Content

Key properties are summarized below:

Action ‘ Summary

RSS URL Enter required URL for the feed.

RSS Some organizations have feeds with multiple channels - for example, one channel for news
Channel and another for announcements. Use this option if a specific channel selection is required.

RSS Item Choose whether to display a random feed entry, or a sequential number. Use the drop-
down list and scroll down to the sequencers section to change this setting.

Content Any fields that have been included in the RSS feed element (as defined when the RSS feed
field was added to the template [pg.248]) are shown here. If you wish to change these
fields, click to activate this property and then select the browse - EI - button to open the
content window.

Remember that you can switch to preview mode (from the template editor
toolbar [pg.209]) to see the effect of any dynamic fields you have inserted.

310N
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Social Media Strip

The social media strip field inserts a strip of predefined social media icons which can then be tailored
to meet your requirements. By default, the social media strip includes icons (and associated
properties) for Facebook, LinkedIn, Twitter, YouTube and Google Plus:

G oreen

Karen Green - Marketing Manager

You RoiS
Flin R 3

To add a social media strip to your template, select the social media strip field from the fields panel

to access the social media strip window:

Adad omplete
e O d Delete 3 "
= : )
P
Add o)
= O Perso e so
D O edia - 5
#Md x ) ope e -
Avaiableicons | Displayinthisonder ___ | 3[4 | 7]
G CIETT| .
‘A Blogster Twitter > Facebook Field
& Delicious [ Linkedin b Facebook Label
louii Digg L ouTube
[ Facebook
*# Flickr =
Google Plus 0 ed
(I3 Linkedin e osen to
ﬂ Myspace be ded
@ Pinterest S P
i Reddt Reorganize the
£l stumbleUpon iz
£ R
s -
. o | Move Up | [Move Down|
SOl S = [ ok || cance |
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From here you can:

e Add an existing item to the social media strip [pg.252]

® Personalize items in the social media strip [pg.253]

e Add a new item to the social media strip [pg.256]

e Remove an item from the social media strip [pg.257]

e Reorganize the social media strip [pg.258]

e Customize the social media strip [pg.258]

Adding an Existing Item to The Social Media Strip

A list of common social media items is displayed in the available icons pane, on the left-hand side of
the social media strip window. To add one of these items to your social media strip, simply select it
from this list and click the add button:

Click the add

button to add the
selected item to

your strip i l
- | Z
4 Felds
a Twitter b Facebook Field
[0 Linkedin b Facebook Label
T YouTube
3 Facebook
®# Flickr o
Google Plus
[0 Linkedin
£ Myspace
ﬂ Pinterest
£3 Reddit
Bl stumbleUpon | | _
Tumblr Felds
£ Twitter -

[ Move Up | Move Down|

The selected item is added to the end of the social media strip, shown in the center pane. The item is
added with an icon and generic properties which you then need to personalize [pg.253] with your own
details. If required, you can also choose to reorganize items [pg.258] in this pane to change the
sequence of the completed social media strip.
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Personalizing a Social Media ltem

When a social media item is added from the available icons list, it is added with an icon and generic
properties. For example, when the Facebook item is added, the default hyperlink associated with the
icon is http://www.facebook.com, therefore you will need to update this with the link to your own
Facebook page.

Properties for each item are listed within two main categories - field and label:

Gsplaynhsader .

ﬁ :

£ Tvitter b Facebook Field

I3 Linkedin b ™
M YouTube

Facebook Label
A string of text that appears before the field, expand for more
properties

Field properties [pg.254] are concerned with the behavior and appearance of the item - for example,
what image is used for the icon, what hyperlink is used when the recipient clicks on the icon, etc. Label
properties [pg.255] can be used if you wish to add some text to be displayed with an icon in the strip.
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Field Properties

When an item is added to the social media strip, a range of field properties is available however, there
are a number of key properties that should be checked and updated as required. These items are
shown below:

Display in this order L
[ f{Facebook i}

£ Twitter 4 Facebook Field

[0 Linkedin . :EQ" o

, ignm

E YouTube At text
Background Color
Convert to grayscale
Custom Style

P Height
Hue
Hyperiink
lcon Name

> Image Border
Image height
Image location

P> Image Padding
Image rotation 0
Image width 0
Lock aspect False

> Table Border

b Table Padding .. 5px.

_ B Width

Facebook Label
A string of text that appears before the field, expand for more properties

<|

Here:

e The alt text property contains text that will be displayed when a message recipient hovers their
cursor over the icon for that item. Default text is provided but you may wish to change this to
something more personal (for example, 'Visit us on Facebook!').

e The hyperlink property contains a link to the main site for the social media item - for example,
http://www.facebook.com. You should update this link to reflect your own feed/page - for
example, http://www.facebook.com/pages/Exclaimer/148766371817678.

e The image location property shows where the icon for the social media item is stored. If you are
happy to use the default icon then there is no need to change this however, if you wish to use an
alternative icon, you should change this property accordingly.
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Label Properties

Label properties can be used if you wish to add text to a social media item - for example:

Facebook Twitter Linkedin YouTube

Bl O O B

To do this, click anywhere within the topmost label field to activate it and then click the associated

down-arrow to open the text box and add required text:

Displayinthis order | | (®=:|4 ” =

[ f|Facebook  JEmpmr-nn

£ Twitter b Facebook Field

I Linkedin 4 v
Bold|Facebook

W YouTube = )

Font
Font
ftalic
Size

o

| Facebook Label
A string of text that appears before the field, expand for more properties

USER MANUAL
Signature Manager Outlook Edition

Page | 255




Adding a New Item to the Social Media Strip

If you need to add a social media item which is not shown in the available icons list, click the add new

option at the top of the social media strip window:

Add a new item

P Facebook Field
P Facebook Label

From here, the add icon window is displayed:
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Complete details for this item using the table below as a guide:

Toolbar Summary

option

Icon Name Enter a name for this item. This name is used to identify this item
in the available icons list.

Location Click the browse button associated with this field to navigate
drives and folders to locate the required image.

Hyperlink Enter the full URL associated with this item - for example,
http://www.facebook.com/pages/Exclaimer/148766371817678.

Alt Text Enter text to be displayed when a message recipient hovers their
cursor over the icon for this item - for example, 'Visit us on
Facebook!'.

Removing an Item from the Social Media Strip

To remove an item from the social media strip, simply select the required item (in the center pane)
and click the cross icon at the top of the social media strip window:

Remove an item

Available icons
Bebo

m Blogster
& Delicious
ki Digg

K3 Facebook
*# Flickr
Google Plus
] Linkedin
£ Myspace
@ Pinterest
3 Reddit

E‘J StumbleUpon —
Tumblr
a Twitter

P Facebook Field
P Facebook Label
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Reorganizing the Social Media Strip

Social media items are displayed in the sequence that they appear within the center pane of the social
media strip window. To change this sequence, select an item and use move up/ move down buttons
to shift its position in the list.

Customizing the Social Media Strip

Once a social media strip has been added to a template, you can define properties for the strip as a
whole. For example, you can define a border, background color and layout. To do this, select the social
media strip and access the properties panel:

Choose how the

social media strip

should be displayed =

i
the same celf V|
In a table with &@h field and each label in separate cells
In a table with each label and field in the same cell

One field after another with an optional separator

Each field on a new line
Allow fields te control the layout

b Alig it Top Near

Select the social

media strip element

{Original Message Below Reply} 2
v Arrangement
J The method used to organize the list
- — ” | of fi
~ {Social Media Strip} | oxnetd
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Composite Field

A composite field is used as a container for multiple fields that need to be used together. For example,
you might define a composite field which contains department, company and the user's web page. A
composite field might contain just fields, but it can also contain text. To define a composite field,

follow the steps below:

1. Use the fields panel to insert a composite field. When this field is added to a template, the content
window is displayed:

Pasﬁe

2. Use the fields panel to insert required fields - i.e. fields that will make up the composite field. Adding
fields here works in exactly the same way as adding any sort of field - you can select any field that has
been added and update properties in the right-hand pane:

:A |Pmpems
o=121 | 1 {Email}

Appearance
Behavior
Content
Trim Do not change =
Fallback va
Suppress n

b Prefix

Appearance

| oK ” Cancel I :
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3. Having entered all required fields, click OK to exit from the content window and return to the template
editor.

% Remember that you can switch to preview mode (from the template editor
o toolbar [pg.209]) to see the effect of any dynamic fields you have inserted.
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List of Fields

The list of fields is used to choose a number of fields to be added [pg.261], together with associated
labels.

Having added a list of fields, you can specify font properties for all labels [pg.264], so there is no need
to format each label individually unless you have a particular need for doing so. You can also choose
how the fields and labels should be displayed [pg.265] - for example, you might choose to use a tabular

layout or as a single line with a given separator.

The example below shows an extract from a template in both design and preview modes. Here, a list
of fields element has been added to insert three fields with associated labels, displayed as a single line
with a separator:

Design Mode Preview Mode
reen g
* gorgamsatlon orgg,weat.g

Emait-{E-mail} | Blog:{Web page} | Phone:{Telephone number} Emailkareng@greenora.net | Blog:www greenorg.net | Phone:+44 (0) 12

Adding a List of Fields
To add a list of fields:

1. Usethe fields panel toinsert a list of fields field. When this field is added to a template, the list of fields
window is displayed:
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2. Click the add button to add the first required field. The add field window is displayed:

3. Enter alabel for the field and use the arrow associated with field to choose the required field:

4 User
4 General
&4 Contact Block
E {A} First name
A} Initials
{8} Last name
{A} Display name
{A} Description
{a} Office
{a} Telephone number
{A} Other Telephone number
A} E-mail
| A | | Remove | (4 Custom Hyperlink
{A} \Web page :
(@] Web page (as hyperlink) K || Cancel
{A} Other \Web page
& Personal Block
4 Mddress
[& Composite Field

{A} Street ¥.
4L il ] »

\the field, expand for
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4. Add as many fields as required in this way and then click OK to return to the template editor, where the

list of fields element is added to the template:

v]' HTML | RichText Plain Text

[

=i=gEsE ©

9 Undo U‘"; $ecut | Adial

|3
Save & Dswme} 4 Redo
| Q Preview |

Closs
esions || Mods \‘5@9;”

Pasté@cq’vln I U X W, A-
l

Font

EETE e
l m‘f 1

Clipboard

~/organisati@

‘Display name}

Select the list of
fields element

€ Phone:{Tel umber;

S s s s Y O L
mail: ’E~mai{‘e/[ Blgﬁ: f\'\'eb/pa 3 e/phone n
D

s

<

>

| <TABLE> <TBODY> <TR> <TD> <P> <FONT> {ListOfFields}

[25]4)] ] fust Of Felds}

Each of the included fields can
be updated in the properties
pane (or double-click the list of
fields element to open the list
of fields window)

Label font
Fields
E-mail Label
E-mail Field
Web page Label Blog:
Web page Field

Telephone number | Phone:
Telephone number |

Layout

Arrangement

Arrangement
The method used to organize the list of field

Email:

b ¥ v VvV VvV VvV V¥ Ah vV

One field after anof v | v
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Changing the Appearance of All Field Labels

To quickly change the appearance of all labels in a list of fields, simply select the list of fields element
and update font settings within the label font section of the properties pane:

| HTML | RichText Plain Text

B S [ Cut il ~Jfox-smait - Jlj == mme | ©
s B @ B 7 U aeX 2% .A- wzamE| ‘
Close }QPrewew H F’sste S | | |nsen ‘

Font

A
"orgamsatl 41 1 tustof Relds)

4 Appearance ksl
Font Arial
Size
Bold

{Display name} Italic
{Title} i forall labelsin the

Set font properties

> Separator F
g (S  sclect the list of + (B

organisaty fields element Font Arial (Inherited from Lis
Size 8pt (Inherited from List
i Bold
% s s ﬁ Italic
Underline
Small Caps

Font color [l #cooooo
Font backgroun: E'

<IN » e - » N ) Control the default font to be applied to all the

<TABLE> <TBODY> <TR> <TD> <P> <FONT> (ListOfFields) | '°0°"

<
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Choosing How a List of Fields is Arranged

By default, a list of fields is presented in tabular form, with labels in the left-hand column and fields

on the right. If required, you can change the arrangement using layout > arrangement settings in the
properties pane:

Template Editor St/ x
| HTML | RichText Plain Text
‘gm 9 Undo| U focut  adal Jesmal | = EEE O
Source
‘ Save & QPrewew “‘Redo‘pasie@Copy‘BIuﬁGXgX’W A'\: %%E‘
}M_}___ EQV_*\*.MJ_‘\ Font }'  Paagraph || ‘
5 ’ Organlsaﬂ .Al {List Of Fields}
e 4 Label font (A
Font Arial (Inherited from Lis[
Size 8pt (Inherited from List
Bold
{Display name} Htafic
Mitle} Underline
Small Caps

Font color . #C00000
Font backgroun:[ ]
Select the list of

fields element Choose how the

fields are arranged

I RIS s

%{ ///// JMJ// /1///// e m /II WL ﬁ

AT v v T T T b

Arrangem.nt

" |In a table with each field and each label in separate cells

_|In a table with each label and field in the same cell
One field after another with an optional separator

I

Each field on a new line

i 7TR$‘<W>7PTZWMS’{[H’MH&I{ Allow fields to control the layout
1

L
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Available options are summarized below:

Action Summary

In a table This is the default setting with field labels in the left-hand column and fields on
with each the right:

field and

each label in Email: kareng@greenorg.net

separate Blog: www.greenorg.net

cells Phone:+44 (0) 1252 987 456

With this option, additional properties are available so you can also specify how
the table should be displayed:

4 lLayout
TN In  tble with eacl

Number of Column 2

Cell spacing 0
Cell padding 0
b Width
I Height
P Alignment Top Near
In a table Arranges the label and field in the same cell:
with each
label and Email:kareng@agreenorg.net
field in the Blog:www .greenorg.net
same cell Phone:+44 (0} 1252 987 456

With this option, additional properties are available so you can also specify how
the table should be displayed:

4 Layout
[T in 2 table with eacH ]

Number of Columns 1

Cell spacing 0
Cell padding 0
b Width
P Height
P Alignment Top Near

...Jcontinued

USER MANUAL
Signature Manager Outlook Edition

Page | 266




Action Summary

One field With this option, each label and field is arranged in a continuous line, optionally
after another | delimited by a separator:

with an

optional Email-kareng@greenorg.net | Blog:www.greenorg.net | Phone:+44 (0) 1252 S87 456
separator

The separator is defined using the field separator property, which is available
when this option is selected:

4 Layout
Arrangement One field after anothe

Having added a separator, you can apply formatting for your chosen character
using separator font properties:

4 Appearance
Font Arial
Size 8pt
Bold
Italic
Underline
Small Caps
Font color [ #76923C
Font background co[ |
y
Font Arial (Inherited from Lis
Size 8pt (Inherited from List
Bold
Italic
Underline
Small Caps
Font color Il #cooo00
Font backgroun:[ |
P Label font
4 Fields
b F-mail Lahel Email-

Each field on | Use this option to display each label and field together on a new line:
a new line
Email: kareng@greenorg.net
Blog: www .greenorg.net

Phone: +44 (0) 1252 987 456

Allow fields Select this option to accept the most appropriate layout as determined by fields
to control you have selected for inclusion:

the layout
Email: kareng@greenorg.net @ Blog: www.greenorg.net » Phone: +44 (0) 1252 987 456
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Smart Tables

The custom smart tables field can be used to insert a table and specify content / attributes using
straightforward data entry fields. This is a quick and easy way to insert a table and include Active
Directory fields (or other content) at the same time; the alternative would be to insert a standard
HTML table [pg.216] and add fields or other content manually.

Having selected the custom smart tables field, the smart table rows window is displayed:

| Suppress if ffield}isblank

By default, a two column table is added. If you need a smart table with more (or fewer) columns you
can continue with the setup for two columns and adjust the number of columns after the table is
inserted, or you may prefer to cancel this operation and use the table [pg.216] option from the HTMIL
toolbar (since this option allows you to specify the required number of rows and columns at the
outset).

From here, click add to start adding rows to the table. The smart table row editor allows you to define
content for each column in the row - you can add text or fields, as required. If you are adding a field,
you can choose to suppress this row if no Active Directory information is found for the field when the
signature is processed:

Use the insert option to select the
Type a label for the required AD field and then use the

field in the first column 2 R -ditor properties option to set properties
for that field

Insert ~ Properties v

N\ Suppress this row if l

Do not show this row if

no AD information is
present for this field
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If required, you can choose to not show a table row if no Active Directory information is found for a
specified field - for example:

Column 2

Insert ~ Properties ~

Extension Attribute 9

Last name

Manager Display name
Manager E-mail

Mobile

Notes

Office

Other Fax

Other Home

Qther IP phone

Other Mobile

QOther Pager

QOther Telephone number
Other Web page

P.O. Box

Pager

Home Address
Personal Title

Postal Address
State/province

Street

Telephone number
Web page L
ZIP/Postal Code e

Continue to add as many rows as needed. If required, you can select a row and use up / down options
to adjust the sequence. You can also edit and delete existing rows. Once all rows have been added,
click OK to insert the table into the template.

[[tem 1 Label|Item 1 Content]
[Itemn 2 Label|[Item 2 Content|
[Itemn 3 Label|[Iterm 3 Content|
[Iten 4 Label|Item 5 Content]|

Updating an Existing Smart Table
To update an existing smart table in a template, simply select and double-click the table. Alternatively,
select the entire table and expand the misc section in the properties pane. From here, select the

browse - L= - button to the right of the rows entry. The smart table rows window is displayed so you
can add, edit or remove rows as required.
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Advanced Fields

Fields in the advanced fields section are summarized below:

Field

Conditional
field

‘ Inserts...

Set conditions under which Active Directory information will or will not be included.
For further information please refer to the conditional field example sections [pg.272]
of this guide.

Other User's
AD field

Add Active Directory information for another (specified) user. Once this field is added,
the other user's AD field window is displayed so you can choose what Active Directory
information to include and for whom:

Field content:

r

'® From the Manager specified in the sender’s AD record
" From this user:

" Using this query:
Use the data from the sender’s | extensionatiributel
tofindthe other userbytheir | admindisplayname

Here, you can select Active Directory details to be included for another user (i.e. a user
who is not actually sending the message). You can include details for:

® The message sender's manager (as identified from the content of the sender's
manager display name field in the Active Directory)

® A specified user from the Active Directory (click the browse button to select the
required user)

® The user matched for a query defined using exchange advanced [pg.226] fields

Using field content options (at the top of this window) you can choose to include
information from a single Active Directory field, or multiple fields. For a single field,
select the down arrow and make your selection:

Get the data for this field
'@ From the Manager specified in the sender's AD record
' From this user:
i
. Using this query:
Use the data from the sender's | extensionatiribute’
tofind the otheruserbytheir  admindisplayname

L_'_I'QK [—]CIN 3

.../Jcontinued
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Field ‘ Inserts...

For multiple fields, click the [...] button to open the expandable field editor and then
select all required fields:

Field case Do not changg
Font

Size

Bold
Italic
Underline

Appearance

Click OK to confirm your selections and exit back to the updated other user's AD field
window - for example:

Field curtal
{Prst name} {Last name} \n{Web page)

Gt the daa for this field
'® From the Manager specified in the sender’s AD record
" From this user:
{
- Using this query:
Use the data from the sender’s | extensionatribute
tofind the other userbytheir | sdmindisplayname

[*
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Conditional Field Example 1

This example shows a conditional field being used to apply different signature content for users within
two given departments, and a generic signature for everyone else. The scenario for this example is
illustrated below:

CONDITIONAL FIELD

Is the user's DEPARTMENT set to IT?

v

A

_ Isthe user's DEPARTMENT set to SALES?

v

P -~

A4
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To achieve this scenario using Exclaimer Signature Manager Outlook Edition, follow the steps below:

1. Edit[pg.202] or create [pg.198] the required template so that the template editor is open.

2. Position your cursor at the position where conditional content is required.

3. Using the fields panel, insert a conditional field (listed in the advanced section). The conditional field
window is displayed:

 none of the above apply then this field's value is

4. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
the IT department). The add condition window is displayed:
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5. Using the drop-down lists associated with the if field, navigate to select user > organization >
department field:

&)

General

> Address
Dateand Time » Telephones
General » ) {I\)‘ Title
Exchange Advanced » |4} Department |
AD Photos |

Company.
Other AD Fields v | @ ManagerlThe Department from the ADI

{a} Manager E-mail

6. Leave the qualifier as the default is equal to and type IT into the associated value field:

[=] is equal to [

7. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Here, enter content to be inserted if the associated condition is met
(i.e. for messages sent by the IT department). You can enter text and/or fields as required:

ey

Paste @cmy :

{A} | You can reach the IT department Mon-Fri, 8am - 7om
» | Telephone: 01252 123450

Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 21 [pg.279] for
details about changing these properties.

310N
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8. Click OK to save changes and exit back to the add condition window, where your first condition is now
displayed:

[=] is equal to " ]

9. Click OK to exit back to the conditional field window:

<]

 none of the above apply then this field's value is |

10. Click the add button to enter the second condition (i.e. to add signature content and associated rules
for the Sales department). The add condition window is displayed:
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11. Using the drop-down lists associated with the if field, navigate to select user > organization >
department field:

&)

General
> Address
Dateand Time » Telephones

General >

, W) Tite -
Exchange Advanced » |{A} Department |
AD Photos R

Company.
Other AD Fields v | @ ManagerlThe Department from the ADI

{a} Manager E-mail

12. Leave the qualifier as the default is equal to and type Sales into the associated value field:

[=] is equal to [=] Sales

13. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Here, enter content to be inserted if the associated condition is met
(i.e. for messages sent by the Sales department). You can enter text and/or fields as required:

A You can reach the Sales department Mon-Fri, Sam - 6pm
| Telephone: 01252 123451
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Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 21 [pg.279] for
details about changing these properties.

310N

14. Click OK to save changes and exit back to the add condition window, where your second condition is
now displayed:

l

<] [

fm&h.mwyﬂm&isﬁdﬁmn\

16. To define signature content that should be applied for everyone else (i.e. people who are not in either
the IT or Sales departments), move to the bottom of this window and click the [...] button associated

with the if none of the above apply then this field's value is field. The expandable field editor window
is displayed.
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17. Use this window to enter content to be used if neither of the specified conditions are met (i.e. for
messages sent by non |T/Sales users). You can enter text and/or fields as required:

Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 21 [pg.279]
for details about changing these properties.

310N

18. Click OK to save changes and exit back to the conditional field window:

<] [ | [>

F none of the above apply then this field's value is You can reach s Mon-Fri, Sam - Gom\nTelephone: 01252 123455 Ell-]

Lok || concal

19. Settings for the conditional field are now complete, with two conditions (one for IT users and one for
Sales users) and then required content for everyone else.
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20. Click OK to exit back to the template editor, where the conditional field is now shown:

‘ (Select font...

lFoﬂ! size...

- _._gw‘%.m — Line

Pﬁb@}nzuﬁnx‘v A -

_Clipboard |

EE = E e @ Hpedik ®Fids -
Insert

* gorgamsatlon

IIJJJMJJJJJ
////////D’/////////?

=2 Zl| 3 {Conditional ...
Appearance
Font
Size
Bold
Italic

Underline

Small Caps

Font color E
Font backe[ ]
Behaviour
Interpret i False

Conditions
Conditions (Collection)

21. Select this field and use appearance settings in the properties pane (on the right-hand side of the
template editor) to apply required formatting. Any properties specified here will be applied to the
associated conditional content when it is used:

| HTm | mmx: Plain Text

v'xxsmdl

)

{. "U"""‘IT 1-,HAnal

Close meam

™ Redo ||| H@zuux.)éw A -

= = E = @lm — Line
EE = E T DHypedik ®Fiels
| Paragraph

© ey

green

organisation

IM//AJZ///J/{%
L m

241 ] {Condtional...
4 Appearance
Font Arial
Size 8pt
Bold True
Italic
Underline
Small Caps
Font color [Jl] #4F6128
Font backg E
4 Behaviour
Interpret i False

4 Conditions
Conditions (Collection)
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In preview mode for an IT user, this example is displayed as follows (notice that the text has the
same font settings as those defined for the conditional field element):

You can reach the IT department Mon-Fri, 8am-7pm
Tel: 01252 123450

22. Save the template in the normal way. The template can now be associated with an Outlook policy
[pg.94] where the only condition [pg.124] required is all messages (although you can apply further
conditions at policy level, if necessary).

Using nested conditional fields (i.e. adding one conditional field within
another conditional field) can be a particularly powerful approach for
advanced users who need to create complex signatures to cater for a wide
range of scenarios within an organization. For further information, please
refer to the conditional field example 3 (advanced) [pg.292] section.

310N
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Conditional Field Example 2

This example shows a conditional field being used to apply different signature content for users in:

® France (add a French flag image and a Paris address)
e Germany (add a German flag image and a Berlin address)

e Everyone else (add a globe image and a US address)

In this example, conditional content is added in the form of text and a custom image. The scenario for
this example is illustrated below:

.................................................................................................

CONDITIONAL FIELD

Is the user's country code set to FR?

v

A

Is the user's country code set to DE?

v

\J
\ 4

. -
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To achieve this scenario using Exclaimer Signature Manager Outlook Edition, follow the steps below:

1. Edit[pg.202] or create [pg.198] the required template so that the template editor is open.

2. Position your cursor at the position where conditional content is required.

3. Using the fields panel, insert a conditional field (listed in the advanced section). The conditional field
window is displayed:

lmdhtomq:plyﬂmﬂuﬁdd’svﬂ»ﬂ

4. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
French users). The add condition window is displayed:

USER MANUAL
Signature Manager Outlook Edition

Page | 282




5. Using the drop-down lists associated with the if field, navigate to select user > address > country/region

(2 letters) field:

¥ F
— v | Gener "
Thenthis condiional fields valve s Sequencers b ; {&}| Street
Date and Time  » Telephones {A} P.O.Box
General » Organization Al City
Exchange Advanced {A}  State/province
AD Photos A} ZIP/Postal Code
Other AD Fields {8} Countryiregion
A} Countrylregion (2letiers)

6. Leave the qualifier as the default is equal to and type FR into the associated value field:

[=] is equal to [-] FR

7. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter content to be inserted if the associated
condition is met (i.e. for messages sent by French users). You can enter text and/or fields as required -
to enter an image of a French flag, the custom image field can be used:

Yolut
. SiWordWrap

|

| Custom Hyperlink
' QR Code
Rotating Banner Aa
RSS Feed
Social Media Strip
Composite Field

| ListOfFields
Custom Smart Table

IA hyperlinked image built from text and/or fields I

m
i . N P
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8. Select the required custom image [pg.231] in the normal way and add Paris address details as text
(alternatively, you could use Active Directory address fields if applicable):

| D Ry """"’,‘_”‘?‘i W

pm@c.w

I range aux Belles, Paris, France
§_.'|Tel +33(1)122456 78

Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 23 [pg.290]
for details about changing these properties.

310N

9. Click OK to save changes and exit back to the add condition window, where your first condition is now
displayed:

[=] is equal to R ]
iage) \n10 rue de la Grange aux Belles, Paris.

[ ox WI
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10. Click OK to exit back to the conditional field window:

<] n

¥ none of the above apply then this field's value is

11. Click the add button to enter the second condition (i.e. to add signature content and associated rules
for German users). The add condition window is displayed:

12. Using the drop-down lists associated with the if field, navigate to select user > address > country/region
(2 letters) field:

General
Sequencers ; Street
Date and Time  » Telephones » {4} P.O.Box
General » Organization » [{a} City
Exchange Advanced » | {8} State/province
AD Photos » | {8} ZIP/Postal Code
Other AD Fields » | A} Countrylregion
{4} Countrylregion (2letters)
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13. Leave the qualifier as the default is equal to and type DE into the associated value field:

14. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter content to be inserted if the associated
condition is met (i.e. for messages sent by German users). You can enter text and/or fields as required
- to enter an image of a German flag, the custom image field can be used:

| Content from file
Custom Hyperlink
3% QR Code T :
°[ Rotating Banner ;JA hyperlinked image built from text and/or fields I
RSS Feed
Social Media Strip
W Composite Field
ListOf Fields
[ Custom Smart Table
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15. Select the required custom image [pg.231] in the normal way and add Berlin address details as text
(alternatively, you could use Active Directory address fields if applicable):

Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 23 [pg.290]
for details about changing these properties.

310N

16. Click OK to save changes and exit back to the add condition window, where your second condition is
now displayed:

[=] is equal to DE ]
age) \nLitzowplatz 1. 10785 Berln, Gemany'n el = |

[ ox WI
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17. Click OK to exit back to the conditional field window where both conditions are now displayed:

Condt
If {Country/region (2 letters)} is equal to FR then this field's value is {Custom Image}\n10 rue delz Grange zux Belles, Pari

<] n

¥ none of the above apply then this field's value is

18. To define signature content that should be applied for everyone else (i.e. people who are not in France
or Germany), move to the bottom of this window and click the [...] button associated with the if none
of the above apply then this field's value is field. The expandable field editor window is displayed.

19. Use this window to enter content to be used if neither of the specified conditions are met (i.e. for
messages sent by non-French/German users). You can enter text and/or fields as required - to enter an
image of a globe, the custom image field can be used:

e AL SET

»| 4 Content from file

— Dynamic Content”

1! Advanced » J\ Custom Hyperlink

o

= General » |E ‘Custom Image: |
3% QRCode

|A hyperlinked image built from text and/or fields I

9\ Rotating Banner Ag
EY RsSFeed

.‘ Social Media Strip
W Composite Field
ListOf Fields

ﬁ‘i Custom Smart Table

l OK I Cancel I
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20. Select the required custom image [pg.231] in the normal way and add the Head Office address details
as text (alternatively, you could use Active Directory address fields if applicable):

‘:‘- Head Ofﬁce 100 North Michigan Avenue, Chicago, IL 60611
2 [Tel: (312) 1234567

Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 23 [pg.290]
for details about changing these properties.

310N

21. Click OK to save changes and exit back to the conditional field window:

<] n | [>

¥ none of the above apply then this fields value is {Custom Image} \nHead Office: 100 North Michigan Avenue, Chicaddl ~ |

[‘ 0K ][—Gms!l ’]:zi
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Settings for the conditional field are now complete, with two conditions (one for French users
and one for German users) and then required content for everyone else.

22. Click OK to exit back to the template editor, where the conditional field is now shown:

HTML | RichText _Plain Text

‘ E , | 9 Undo ‘D" ‘HSeledfont.., « [{Fontsize.. ~|||§= i= = 2E| @ [Slimage = Line
e "RedoHp,.,sw HBI'!-\'X-X"Z-AW@§§E Table 2, Hyperlink {8} Fields ~

[ ——

* gorganlsatlon

L n Z 222

A [ SEREE

Underline

Small Caps

Font color El

Font backg E]
Behaviour

Interpret m False
Conditions

Conditions (Collection)

]

L ﬁ <TABLE> <TBODY> <TRs> <TD> <P> {Conditional Field}

23. Select this field and use appearance settings in the properties pane (on the right-hand side of the
template editor) to apply required formatting. Any properties specified here will be applied to the
associated conditional content when it is used:

| HTML | RichText Plain Text

ig!w'w
. a 'QMHD”‘I ‘HAnd - xc-small
A = H»n- I U & X X2 B . A
T — .

ll_'_EEJ___!

—EE\%.M = Line

E- = EJ Table 2 Hyperlink 8} Fields ~
Lm- Insert

Pmpems 2

({ll//ﬂ//////d/
I///W

@§§ “l| | {Conditional ..
4 Appearance
g Font Arial
orgamsatlon Size pt
Bold True

Italic
Underline
Small Caps
Font color [l #4F6128
Font backg El
Behaviour

pret  False

Conditions
Conditions (Collection)
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In preview mode for a French user, this example is displayed as follows (notice that the text has
the same font settings as those defined for the conditional field element above):

green

organisation

10 rue de la Grange aux Belles, Paris, France
Tel: +33 (1) 12345678

24. Save the template in the normal way. The template can now be associated with an Outlook policy
[pg.104] where the only condition [pg.124] required is all messages (although you can apply further
conditions at policy level, if necessary).

Using nested conditional fields (i.e. adding one conditional field within
another conditional field) can be a particularly powerful approach for
advanced users who need to create complex signatures to cater for a wide
range of scenarios within an organization. For further information, please
refer to the conditional field example 3 (advanced) [pg.292] section.

310N
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Conditional Field Example 3 (Advanced)

This example shows advanced use of the conditional field being used to apply different signature
content for users. In the case, nested conditional fields (i.e. one conditional field within another
conditional field) are used to achieve the example scenario below:

e Ifauser's country is equal to England then insert a conditional field where:

- If the user's town contains York then insert the York address
- If the user's state is equal to Surrey then insert the Guildford address

- Otherwise insert the London address

e Ifauser's country is equal to America then insert a conditional field where:

- If the user's town contains York then insert the New York address
- If the user's state contains Texas then insert the Dallas address

® Otherwise insert the Dubai head office address

For clarity, this example is illustrated on the following page.
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Conditional field example 3 scenario:

CONDITIONAL FIELD

‘< Is the user's country set to ENGLAND?

|
i J

CONDITIONAL FIELD

Does the user's CITY contain YORK'?

s

I the users STATE equal to ‘SURREY'?

_ Isthe user's country set 1o AMERICA? =‘

v

;

Is the user's STATE equal 1o ‘TEXAS'?

.
.
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To achieve this scenario using Exclaimer Signature Manager Outlook Edition, follow the steps below:

e Stage 1: Add a conditional field and specify the first condition for users based in England (via a
nested conditional field to refine by city/state) [pg.295]

e Stage 2: Specify the second condition for users based in America (via a nested conditional field to
refine by city/state) [pg.303]

e Stage 3: Specify signature content for all other users (i.e. users who are not in England or America)
[pg.309]

Additionally, further information about how appearance properties for nested fields are inherited
from the 'master' field can be found in the understanding inheritance of appearance properties
[pg.311] section, at the end of this section.
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Stage 1: Add a Conditional Field and Specify the First Condition for Users Based
In England

1. Edit [pg.202] or create [pg.198] the required template so that the template editor is open.
2. Position your cursor at the position where conditional content is required.

3. Usingthe fields panel, navigate to select the advanced > conditional field. The conditional field window
is displayed:

¥ none of the above apply then this field's value is

4. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
users based in England). The add condition window is displayed:
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5. Using the drop-down lists associated with the if field, navigate to select user > address > country/region
field:

¥ /| [
usern|  Genensl v B
Sequencers b : A} Street
Dateand Time » Telephones » | A} P.O.Box
General > Organization » |{A} City
Exchange Advanced » |{A} State/province
»
»

Thenthis condtion fields value s

AD Photos {8} ZIP/Postal Code
Other AD Fields Hi} ‘Country/region |
‘ Country/region (2 letters)

—]The Country/region from the AD|

6. Leave the qualifier as the default is equal to and type England into the associated value field:

[ Eis equal to

7. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter another conditional field to determine the
city/state and thus signature content for users in England. First, navigate to select advanced >

conditional field:

) Undo (¥ Redo ﬁ e ﬁ&m
Editor Pas; !.Cowl _— :’ | User »
_ pa———
= - | Dynamic Content » rull
| _ _ =8 Conditional Field |
I. | General » |8 OtherUser's ADField
=
o - l
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The conditional field window is displayed:

¥ none of the above apply then this field's value is

8. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
users based in York). The add condition window is displayed. Using the drop-down lists associated with
the if field, navigate to select message sender > address > city field:

L [
o [useee—n| | Genersl » I
Then this condtional field's valueis . — =
Date and Time  » Telephones A} P.O.Box
General » Organization 1A} City |

AD Photos {A} ZIP/Postal Code IThe City from the AD

Other AD Fields {8} Country/region
{a} Country/region (2 letters)

»
»
Exchange Advanced » | {A} State/province
»
»

9. Click OK to save changes and exit back to the add condition window, where your condition is now
displayed. Change the qualifier to contains and type York into the associated value field (alternatively,
you could use the equal to qualifier and enter the value as New York):

=], contins [ Yol
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10. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter content to be inserted if the associated
condition is met (i.e. for messages sent by users based in York, England). You can enter text and/or
fields as required:

l bt | 9 e
|')Umb © Redo Pasb @ ‘
o —
{a} |Contact our York office:

Ell 1, The Avenue, York, England, YO1 2AB

| {A} Fields ~

i

By default, any text entered here will inherit font and other formatting properties which are
applied to the 'master’ conditional field element as a whole (as defined at the very end of this
process). However, if you wish to apply specific appearance properties for England signatures,
you can define them in step 21 [pg.301]. For further information about how appearance
properties for nested fields are inherited from the 'master’ field, see understanding inheritance
of appearance properties [pg.311].
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11. Click OK to save changes and exit back to the add condition window.

12. Click OK to exit back to the conditional field window.

USER MANUAL
Signature Manager Outlook Edition

Page | 298




13. Click the add button to enter the condition (i.e. to add signature content and associated rules for users
based in Surrey). The add condition window is displayed. Using the drop-down lists associated with the
if field, navigate to select message sender > address > state/province field:

L

hi i B | General

Then this conditional ﬁddbﬁlelsli 8| Sreet

Date and Time  » Telephones » | {A} P.O.Box

General » Organization » | {a} City
Exchange Advanced b | {8} Statelprovince
AD Photos » [{A} ZIP/Postal Code
Other AD Fields » |4} Country/region

{4} Country/region (2 letters)

14. Click OK to save changes and exit back to the add condition window, where your condition is now
displayed. Leave the qualifier as the default is equal to and type Surrey into the associated value field:

[ iisequaito

15. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter content to be inserted if the associated
condition is met (i.e. for messages sent by users based in Surrey, England). You can enter text and/or
fields as required:

1' \Mlﬁespaoe

l")Undn 4 Redo ‘ hoa ‘ ‘{n}md,.
te @Cow‘
Editor

{a} |Contact our Gunld‘ord office: A
€|l 21, High Street, Guildford, Sumey, England, GU1 2AB
=
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Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 21 [pg.301]
for details about changing these properties.

310N

16. Click OK to save changes and exit back to the add condition window.

17. Click OK to exit back to the conditional field window:

Conditions
If {City} is equal to York then this field's value is Contactour York office:\n1, The Avenue, York, England, YO1 2AB
iOR If{State/province} is equal to Surrey then this field's valueis Contact our Guildford office:\n21, High Street, Guildford,

<| n

Fnone of the above apply then this fields value s

18. To define signature content that should be applied for all other users based in England (i.e. people who
are not in York or Surrey), move to the bottom of this window and click the [...] button associated with

the if none of the above apply then this field's value is field. The expandable field editor window is
displayed.

19. Use this window to enter content to be used - i.e. the London address. You can enter text and/or fields
as required:

"')Undo ¥ Redo (e . s }l W viespace. {A) Fields ~

i Paste - (cor. {4J

I Contact our London address:
E!l 1 Villiers Street, Covent Garden, London WC2N 1AB
o
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Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 21 [pg.301]
for details about changing these properties.

310N

20. Click OK to save changes and exit back to the conditional field window:

Condttions
If {City} is equal to York then this field's value is Contactour York office:\n1, The Avenue, York, England, YO1 248
OR If{State/province} is equal to Surrey then this field's valueis Contact our Guildford office:\n21, High Street, Guildford,

<[ [ | [>

¥ none of the above apply then tis field's valueis Contact our London address:\n1 Viliers Sireet, Covert Garden, Lonf2][ |

Settings for the conditional field are now complete, with two conditions (one for York users and
one for Surrey users) and then required content for all other users based in England.

21. Click OK to exit back to the expandable field editor for the England condition, which now contains a
conditional field element:

Underline
Small Caps

Appearance
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If required, select this field and use appearance settings in the properties pane
(on the right-hand side of the window) to apply required formatting. Any
properties specified here will be applied to the associated conditional content
when it is used - i.e. to all 'English' signature content.

However, appearance property settings for nested fields are inherited from the
'master’ conditional field, so if you intend to use the same formatting for all
signature content (i.e. for users based in England, America or anywhere else)
then you can leave these settings as they are and update properties for the final
conditional field at the end of this process (see stage 3, step 5 [pg.310]).

310N

For further information about how appearance properties for nested fields are
inherited from the 'master’ field, see understanding inheritance of appearance

properties [pg.311].

22. Click OK to save changes and exit back to the add condition window.

23. Click OK to exit back to the conditional field window, where the condition for England is now shown:

Conditions
ilf{Country/region) is equal to England then this field's value is {Conditional Field}

¥ none of the above apply then this fields value is |
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Stage 2: Specify the Second Condition for Users Based in America

1. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
users based in America). The add condition window is displayed:

2. Using the drop-down lists associated with the if field, navigate to select message sender > address >
country/region field:

i [ [+
o v Genenal v 1
Then this condtional field's valuels Bead 5 : e
Dateand Time » Telephones » | A} P.O.Box
General > Organization » |{A} City
Exchange Advanced » | {A}  Statelprovince
AD Photos » [ 1A} ZIP/Postal Code
Other ADFields  » |8} Countryiregion |
{A}‘ Country/region (2 letters)

—]The Countryfregion from the AD

3. Leave the qualifier as the default is equal to and type USA into the associated value field:

[=] is equal to [=] usa
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4. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Use this window to enter another conditional field to determine the
city/state and thus signature content for users in the USA. First, navigate to select advanced >
conditional field:

»

B

| General > |§ OtherUsers ADField |

The conditional field window is displayed:

¥ none of the above apply then this field's value is =]
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5. Click the add button to enter the first condition (i.e. to add signature content and associated rules for
users based in New York). The add condition window is displayed. Using the drop-down lists associated
with the if field, navigate to select message sender > address > city field:

I |l [
T - [Susen|  Genenal v B
Then this conditional field's value is o 5 , B ® oo
Date and Time  » Telephones A} P.O.Box

General » Organization

»

> | City |
Exchange Advanced » | {8} Statelprovince

»

»

AD Photos A} ZIP/Postal Code [The City from the AD

Other AD Fields {8} Country/region
{a}  Country/region (2 letters)

6. Click OK to save changes and exit back to the add condition window, where your condition is now
displayed. Change the qualifier to contains and type York into the associated value field:

e <] contsins

Notice that we have only entered 'York' here because we know that no other cities contain 'York'.
If you are not confident about this, be precise and use equal to / New York instead).

7. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Enter content to be inserted if the associated condition is met - i.e. for
messages sent by users based in New York, USA. You can enter text and/or fields as required:

9 Undo 4 Redo ‘ . *c“‘ L""‘""”‘” 8} Fields -

\Pasﬁe @Cow =) Word Wrap'

Cortadm.rNewYorkdﬁce
Y

228 Park Avenue South, New York, NY 10000-10d)
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Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 15 [pg.308]
for details about changing these properties.
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8. Click OK to save changes and exit back to the add condition window.
9. Click OK to exit back to the conditional field window.

10. Click the add button to enter the condition (i.e. to add signature content and associated rules for users
based in Texas). The add condition window is displayed. Using the drop-down lists associated with the
if field, navigate to select message sender > address > state/province field:

General

Sequencers » A} Street

Date and Time  » Telephones » | {A} P.O.Box

General » Organization » | {a} City
Exchange Advanced » | {8} Statelprovince
AD Photos » [{A} ZIP/Postal Code

QOther AD Fields » | {A} Country/region
A} Country/region (2 letters)

11. Click OK to save changes and exit back to the add condition window, where your condition is now
displayed. Leave the qualifier as the default is equal to and type Texas into the associated value field:
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12. Click the [...] button associated with the then this conditional field's value is field to open the
expandable field editor window. Enter content to be inserted if the associated condition is met (i.e. for
messages sent by users based in Texas, America). You can enter text and/or fields as required

) Undo ™ Redo ‘ g&lw%}M¢ -

Editor ( GM__“ View Insert

I Contact our Dallas office:
a‘ 100 Young St, Dallas, TX 75202
o

Any text entered here will inherit font and other formatting properties which

are applied to the conditional field element as a whole. See step 15 [pg.308]
for details about changing these properties.
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13. Click OK to save changes and exit back to the add condition window.

14. Click OK to exit back to the conditional field window:

Conditions
iIf {City} contai

York then this field's value is Contact our New York office:\n228 Park Avenue South, New York, NY 10004
OR If{State/province} is equal to Texas then this field's value is Contact our Dallas office:\n100 Young St, Dallas, TX 7520

<]

¥ none of the above apply then this field's value is
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15. Click OK to exit back to the expandable field editor for the USA condition, which now contains a
conditional field element:

"QUndo O'Redo" . deCut \
H"”“’@“‘”i'

1

. |Properties
él | =

4 Appearance
Font
Size
Bold
Italic

Underline
Small Caps

| o |

Appearance

If required, select this field and use appearance settings in the properties pane (on the right-
hand side of the window) to apply required formatting. Any properties specified here will be
applied to the associated conditional content when it is used - i.e. to all 'English' signature
content.

However, appearance property settings for nested fields are inherited from the 'master’
conditional field, so if you intend to use the same formatting for all signature content (i.e. for
users based in England, America or anywhere else) then you can leave these settings as they are
and update properties for the final conditional field at the end of this process

(see stage 3, step 5 [pg.310]). For further information about how appearance properties for
nested fields are inherited from the 'master' field, see understanding inheritance of appearance

properties [pg.311].
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16. Click OK to save changes and exit back to the add condition window.
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17. Click OK to exit back to the conditional field window, where the condition for USA is now shown:

‘Canﬁons  Add
{if{Countryiregion) is equal to England then this field's value s {Conditional Field)
OR If {Countryiregion} is equal to USA then this field's valueis {Conditional Field)
¥ none of the above apply then this fields valus s | B
,

Stage 3: Specify Signature Content for All Other Users

With the 'master' conditional field window now defined with two conditions (one for England and the
other for USA), the final requirement is to define signature settings for ‘everyone else' - i.e. users who
are not based in England, New York or Texas. To do this:

1. Move to the bottom of the conditional field window and click the [...] button associated with the
if none of the above apply then this field's value is field. The expandable field editor window is
displayed.

2. Use this window to enter content to be used if neither of the specified conditions is met (i.e. for
messages sent by users who are not based in England, New York or Texas). You can enter text and/or
fields as required:

SRR @Rado' . ‘Q-Cul { “WIA -

e
{g ContadouDLbawﬁice Lperh

= |P.0.Box 100000, Dubai, UntedArabErmaesI
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Any text entered here will inherit font and other formatting properties which
are applied to the conditional field element as a whole. See step 5 [pg.310]
for details about changing these properties.
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3. Click OK to save changes and exit back to the conditional field window:

Condtions add
If{Country/region) is equal to England then this field's valueis {Conditional Field}

ORIf {Countryiregion) is equal to USA thenthis field's valueis {Conditional Field}
¥ none of the above apply then this feld's value s Cortact our Duba office:\nP.0.Box 100000, Dubai, United Arab Emf.il = |

Settings for the conditional field are now complete, with two conditions (one for England users
and one for USA users) and then required content for everyone else.

4. Click OK to exit back to the template editor, where the conditional field is now shown:

| HTML | RichText PlanTa:t

\Q ooy [Selectont.. < Fonsze. | 2 E EE [ e e
‘ctm Qp,ev,ew m“"‘*’}PasTé “"Iﬂ*ﬁﬂz'év‘rﬁégé Table & Hyperlink {4} Fields ~

Properties a
A

2241 1 {Condtional...
4 Appearance
g n Font
organisation Size
Bold

Italic
Underline
Small Caps
Font color D
Font backg E]
4 Behaviour
Interpret m False
4 Conditions
Conditions (Collection)

— =

/J// /AEV//////

N .
B <
L ('\ <TABLE> <TBODY> <TRs> <TD> <P> {Conditional Field}

5. Select this field and use appearance settings in the properties pane (on the right-hand side of the
template editor) to apply required formatting. Any properties specified here will be applied to the
associated conditional content when it is used (see below for further information about how nested
conditional fields inherit appearance properties).
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Understanding Inheritance of Appearance Properties

Having added the 'master' conditional field to the template, you can select it and then set appearance
properties (on the right-hand side of the template editor) to apply required formatting:

=l 'S ‘i |Select font... '!IFontsize... "j‘; H=p= i= i= ‘ limage = Line ‘
| [ = |
P [1 B I U e X WA EEZSE . @ Hyperdik #Fiels -
_;H;EL_l*C!Mﬂ_.H Font . Paragraph Insert

&pﬂ‘ns 9.]

IIJMME’ IIIJI

/////////EIW////

organisation

941 1 {Condtional. .
4 Appearance
* green o
Bold

Italic
Underline

Small Caps

Font color []

Font backe D
Behaviour

Interpret e False
Conditions

Cenditions (Collection)

g <l
 <TABLE> <TBODYs> <TR> <TD> < <P> {Conditional Field}

Any properties specified here will be applied to the associated conditional content when it is used.
However, in this case, we know that the conditional field contains other conditional fields, so it is
important to understand how nested fields inherit properties from the 'master’ field.

If you choose to set appearance properties for nested conditional fields, content for those nested
fields will be formatted as per those properties - they will not inherit the appearance properties of this
'master' conditional field.

For example, suppose that you wanted to format signatures as follows:

e England address to be formatted as: Arial, 8pt, Green (you would define these properties at stage
1, step 21 [pg.301])

e USA address to be formatted as: Arial, 10pt, Red (you would define these properties at stage 2,
step 15 [pg.308])

e Address for everyone else to be formatted as: Grey (you would define these properties at stage 3,
step 5 [pg.310])
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General Fields

Fields in the general fields section are summarized below:

‘ Inserts...

Current Date The current date (which may not necessarily be the same as the
message sent date)
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Properties

Properties are used to format and control template content. Almost every piece of content added to
a template will have properties associated with it. For example, a section of text will have various font
properties, a table cell will have border and background color properties and a hyperlink will have URL
and target properties.

Properties are used in all template types - HTML, RTF and Plain Text. This section contains useful
information for working with properties, including:

e Working with the properties pane [pg.313]

e Examples of properties in use [pg.317]

Working With the Properties Pane

The properties pane updates to reflect the current selection in the template editor - for example:

View properties by

group or sort Shows the type of

alphabetically properties being

displayed

Prope

BorderColtE]
4 Element Layout
Align Left
Backgroun
EET ] #8700y
Border 0
CellPaddin 0
CellSpacin: 0
4 Element Style
Title
Class ImprintUniquelC
(Id)
Style BORDER-COLLAI
4 lLayout
Height
Width

[ BgColor
This attribute sets the
background color for the doc../
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The title at the top of the properties panel shows the type of properties displayed - i.e. the nature of
the selected item of content. In the above example, a table was selected in the HTIVIL editor, so the
title of the property pane is displayed as <table>.

Many properties are associated with drop-down lists so you can select a pre-defined value, whilst
others require direct input. At the bottom of the properties pane, a small information area displays
summary text for the currently selected property.

Remember - almost all items of content entered into the template editor will
have properties associated with them. If you aren't sure how to change
something, select it and check available properties.
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Understanding How Properties Are Inherited

As noted above, almost all items of content (i.e. text, images and fields) added to templates will have
properties that can be used to define formatting and/or behavior. However, when you are working
with content for templates, it is likely that you will encounter fields which are comprised of other
fields. For example:

e The contact block [pg.223] field is typically comprised of multiple user [pg.223] fields
e The address block [pg.224] field is typically comprised of multiple user > address [pg.224] fields
e Alist of fields [pg.261] is comprised of any range of other fields

e A conditional field [pg.270] might include other fields (and indeed other conditional fields)

Where one field (i.e. the 'master' field) contains another field, any properties associated with the
'master’ field will be inherited by the fields contained within it. This is illustrated in the example below,
where a list of fields item contains a number of fields, including telephone number.

When the list of fields item is selected, the properties pane shows that font settings for this item are
set to Arial, 9pt, Blue. Then, when the fields section of the properties panel is expanded, each of the
fields contained within this item are shown with their own properties - by default, these are inherited
from the main list of fields item and this is explicitly stated in the property values:

2= 41 ] {ust Of Felds} Top-level appearance
; properties to be applied to
Arial the 'master’ field and all
9pt elements within it
Bold False
Italic False
Underline False
Small Caps
Font color [ #318598
Font background co[ ] Elements within the 'master’
Background Color [ ] field automatically inherit
> Border properties from the 'master’
P Label font but these can be changed on
4 Fields an individual basis
4 Telephone number | phone
Font Arial (Inherited fre Is
Size 9pt (Inherited from List
Bold False (Inherited from Li
ltalic False (Inherited from Li
Underline False (Inherited from Li
Small Caps
Font color - #31859B (Inherited
Font backgroun D
Word wrap True
P Width
P Height |
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If required, you can change the values associated with inherited properties on an individual basis, as
shown below:

Top-level appearance

%é? a1l 7 {uist Of Fields} properties to be applied to
P e the 'master field and all

Fout Arial elements within it

Size 9pt

Bold False

Italic False

Underline False

Small Caps

Famk calor - 318598 The telephone field has some

Font background coE] ) ) .

Backgroind Calar [:I inherited properties from the
b Border ‘master’ list of fields field but
b font bold and font color properties

] have been changed
4 Telephone number | phone

Font Arial (Inherited from Lis
Size 9pt (Inherited from Lis;
Bold True
ltalic False (Inherited from Li
Underline False (Inherited from Li
Small Caps
Font color [ #76923¢
Font backgroun E
Word wrap True

P Width

P Height
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Examples of Properties in Use

The following examples show how the properties pane [pg.313] updates to reflect selected content in
the template editor.

Field Properties

) | lProperties q ]
o
T @== 4| | | {Address Block}
o ®= Zl |_j
El Appearance
g!emgn 1 Display Name Address Block
o Address block field B Field font
is selected B Inner fields font
[ Inner text font
Multi-line True
DY A Saaaadddadaddi Regional Format _|US Style
ZAStreet [ Content
Ity Content {Street}{City}{Stat
S m T s Field separator
Include country  False
office : erp -

email

Set properties for the
output of the field -

for example, font

attributes
Appearance
. =
| <TABLE> <TBODY> <TR> <TD> <P> {Address Block} |
Hyperlink Properties
il = |Properties q|
i_ ’g 4 | | {web page (as hyperli...
- . El Appearance
g ree n {Mal,pr\oto} Display Name ‘Web page (as hyperlink;
RN B Field font |
Bl Content

Address http://{Web page}
Hover text
H ype rlink is Text to display ~ {Web page}

selected

WY s Update the link URL,
4

fai
WA, a0 } W
(7777027 A o

name, hover text,
etc. using the
properties pane

| Address
_'_I; The destination URL when the hyperlink is
| clicked

USER MANUAL
Signature Manager Outlook Edition

Page | 317




Text Properties

;][onperties 1;]
[0 41| | <FONT>

* gol:ggmeag {Thumbnail Photo}

[] #FrFrrF

Item of text is
selected

Set properties
for selected text

WY,

Element Layout

|

_{<TAE.E‘," <TBODY> <TR> <TD> <P> <TABLE> <TBODY> <TR> <TD> <P> <FONT>

Table Properties

_‘.IIProperties 7
n [o= 41| | <TABLE>

Entire table is B Element Layout

green {Thumbnail Photd Align Left
organisation selected Background
BgColor ]

5 Border
T - {Title} BordeyColor [] #a3cedo

0
Set properties
- for the table
email
Class
Style BORDER-COLLAPSE: ¢
Title
Element Layout

_'J:

In some instances, content can be updated using the properties pane, or by using toolbar
options. For example, if you need to update the URL for a hyperlink, you can select the link
in the content pane and then either choose the hyperlink option from the toolbar - or you
can just change the required property in the properties pane.
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The Style Editor

When adding or changing templates in HTML format, it is likely that you will want to apply style

attributes to different items of content - for example, you might want to set font type, font color,

borders, positioning, etc.

If you are not familiar with HTML markup, this can be a daunting prospect however, Exclaimer

Signature Manager Outlook Edition includes an intuitive style editor which makes styling HTVIL

content a simple task. The style editor is accessed from the properties pane when an item of content

is selected:

| HTML | RichText Plain Text

H et ) Undo e *Cﬂ {'Tlma New Roman > small
= e

() Redo‘
Actions || Mode || sd@pr_“_a_mn | s

i

=
o
o
o

%Tapestry interior design

{First name}| {Last name}
{E-mail}

tel: kTeIeph:ne number} | fax: {Fax}

<

i [ Image  =Line
. Hyperlink {8} Fields ~

Insert

b Bz]4)| & <span>

4 Element Style
Class
(Id)

ST FONTSIZE: 10p; FONT-A.

Open the
styled editor

| current element.

<SPAN> <TABLE> <TBODY> <TR> <TD> <SPAN>

Style
This attribute specifies style information for the

Whenever the style property is shown, click the associated browse [...] button to open the style editor

and make required style selections. For further information please see understanding the style editor

window [pg.320].
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Understanding the Style Editor Window

The style editor is divided into upper and lower panes. The upper pane contains a series of tabs which
are used to access different style settings. The lower section contains a preview pane which is used to
preview how content will look when selected style properties are applied, and displays CSS markup:

A Font [E]Block | Background | {Border !Box | Position [ Layout ([ List (i Table

fortfamiy: Atal. Helvetica. sans serf -]
s T ——irs B (e d alio
S s HTML settings il ir
S e
: tabs " loverline
fortstie: | Flfine thioigh
font-variant: T blink
; I 7
text-transform: E][ %Inone
color: | [1#CCCCCC [=]
orevie
e code
ont-size: 10px; fortfamily: Aral, Helvetica, sans-serif; color: #CCCCCC; text-decoration: none} A

oK || Cance |

Style properties are accessed via the following tabs:

e Font [pg.321]

e Block [pg.322]

e Background [pg.323]
e Border [pg.324]

® Box [pg.325]

® Position [pg.326]

e Llayout [pg.327]

e List [pg.328]

e Table [pg.329]

All available options on these tabs relate to CSS properties. These options are summarized in the
following sections however, for more detailed information you may wish to consult a CSS reference -
for example http://www.w3schools.com.
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http://www.w3schools.com/

Font Properties

Use the font tab to set required font properties for the selected item:

Option ‘ Summary

font-family Use the drop-down list to select the required font.

font-size Use the drop-down list to select the required font size (x-small,
small, medium, etc.) or select (value) to select a unit (px, pt, mm, in,
em, etc.).

font-weight Use the drop-down list to select the required font weight (normal,
bold, lighter, etc.).

font-style Use the drop-down list to select the required font style (normal,

italic, oblique or inherit).

font-variant

Use the drop-down list to select the required font variant (normal,
small caps or inherit).

text-transform

Use the drop-down list to select the required transformation
(capitalize, lowercase, none uppercase or inherit).

color

Use the drop-down list to select the required color, or type a value
into the field.

text-decoration

Use check boxes to select one or more text decoration options.

310N

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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Block Properties

Use the block tab to set required block properties for the selected item. In HTML, elements (i.e. items
of content) can be 'block-level' or 'inline'. Typically, block-level elements may contain inline elements
and other block-level elements. Inline elements may contain only data and other inline elements.
Block-level elements generally start on a new line whilst inline elements do not. Available settings are
summarized below:

Option ‘ Summary ‘

line-height Use the drop-down list to select normal or inherit, or select (value) to
select a unit (pt, px, etc.) and enter the required numeric value.

vertical-align Use the drop-down list to select the required vertical alignment setting
(baseline, bottom, middle, inherit, etc.) or select (value) to select a unit
(%, pt, px, etc.) and enter the required numeric value.

text-align Use the drop-down list to select the required text alignment setting
(center, justify, left, inherit, etc.).

text-indent Use the drop-down list to select the required text indent setting. You can
choose to inherit settings from the parent element, or select (value) to
select a unit (%, pt, px, etc.) and enter the required numeric value.

white-space Use the drop-down list to determine how white space should be handled
(normal, nowrap, pre, pre-line, etc.).

word-spacing Use the drop-down list to select the required word spacing setting. You
can choose normal or to inherit settings from the parent element.
Alternatively, or select (value) to select a unit (%, pt, px, etc.) and enter
the required numeric value.

letter-spacing | Use the drop-down list to select the required letter spacing setting. You
can choose normal or to inherit settings from the parent element.
Alternatively, or select (value) to select a unit (%, pt, px, etc.) and enter
the required numeric value.

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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Background Properties

Use the background tab to set required background properties for the selected item. Available settings
are summarized below:

Option ‘ Summary

background- Use the drop-down list to select the required color, or type a value into

color the field.

background- Use the drop-down list to select none or inherit. Alternatively, click the

image browse button to select an image file from your local / network drive.

background- Use the drop-down list to select if/how a background image should be

repeat repeated (no-repeat, repeat, repeat x, repeat y or inherit).

background- Use the drop-down list to determine whether a background image is

attachment fixed or if it scrolls with the rest of the page.

(x) Use the drop-down list to set the horizontal start position for a

background- background image. Choose from standard options (normal, center, left,

position right, inherit) or select (value) to select a unit (%, pt, px, etc.) and enter
the required numeric value.

(y) Use the drop-down list to set the vertical start position for a background

background- image. Choose from standard options (normal, center, left, right, inherit)

position or select (value) to select a unit (%, pt, px, etc.) and enter the required
numeric value.

= Where inherit is selected, the item of content will inherit the given attribute from its

o parent element. For example, if you are setting the font-size for a particular word in a

_|

m

paragraph, the word would inherit its size from the paragraph <p> element.
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Border Properties

Use the border tab to define a border for the selected item. For each option, you can choose to define
individual settings for top, bottom, left and/or right borders, or select the same for all check box to
apply the first setting to all borders. Available settings are summarized below:

Option Summary

border-style Use the drop-down list to select the required type (dashed, dotted, double,
groove, inherit, etc.).

border-width Use the drop-down list to select the required width (thin, medium, thick,
inherit). Alternatively, select (value) to select a unit (%, pt, px, etc.) and
enter the required numeric value.

border-color Use the drop-down list to select the required color, or type a value into the
field.

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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Box Properties

In CSS, a 'box' model can be thought of as a box that wraps around HTML elements. It is typically used
for design and layout since it allows the placement of a border around elements, and to space
elements in relation to other elements. A box is comprised of margins, borders, padding, and actual
content, as illustrated below:

£S5 box model reference:
Top

Targin
Border

Paddin
wi l T e

Bottomn

Use the box tab to define margin and padding settings for the selected item (see border properties

[pg.324] for border settings). For each option, you can choose to define individual settings for top,
bottom, left and/or right borders, or select the same for all check box to apply the first setting to all
borders. Available settings are summarized below:

Option Summary

padding Padding is used to clear an area around the content. Use the drop-down
list if you wish to inherit padding from the parent element, or select
(value) to select a unit (%, pt, px, etc.) and enter the required numeric
value.

margin Margins are used to clear an area around the border. Use the drop-
down list to determine the margin size (auto, inherit) or select (value) to
select a unit (%, pt, px, etc.) and enter the required numeric value.

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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Position Properties

Positioning properties are used to position an element. They can be used to place an element in front
of or behind another, and to specify what should happen when an element's content is too big.

Here, you select a positioning method and (if required) define positioning using top, bottom, left, and
right properties. Note that properties work differently depending on which positioning method is
selected. The following positioning methods are available:

Option Summary

absolute An absolute position element is positioned relative to the first parent
element that has a position other than static. If no such element is found,
the containing block is <htmlI>. Static elements can overlap other elements.

fixed An element with a fixed position is positioned relative to the browser
window - it does not move even if the window is scrolled. Fixed positioned
elements can overlap other elements.

static A static positioned element is always positioned according to the normal
flow of the page. Static positioned elements are not affected by the top,
bottom, left, and right properties.

inherit Inherit positioning from the parent element.

The z-index property is used to control the behavior of overlapping elements - i.e. which element
should be placed in front of or behind others).

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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Layout Properties

Layout properties are used to determine if and how items are displayed on the page. Available options
are summarized below:

Option Summary

visibility Use this option to determine the visibility of an item. Choose from collapse
(typically for table elements), hidden, visible or inherit. Note that if an item
is hidden, its space on the page is still allocated.

display Choose from a range of display options (block, inline, none, inherit, etc.).
Note that if display is set to none, its space on the page is removed (i.e.
there is no indication that the item was ever there).

float Float properties are used to push an element to the left or right, allowing
other elements to wrap around it. This technique is often used for images,
but it is also useful when working with layouts. Use the drop-down list to
select left, none, right or inherit.

overflow The overflow property determines what happens if content overflows an
element's box [pg.325]. Use the drop-down list to select auto, hidden, scroll,
visible or inherit.

clip [top / Clip options are used to handle cases where an image is larger than its
right / bottom | containing element. The clip property allows you to specify the dimensions
/ left] of an element so the element is clipped to this size when required. Use the

drop-down list to select auto or inherit. Alternatively, select (value) to select
a unit (%, pt, px, etc.) and enter the required numeric value.

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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List Properties

List properties are used to determine how a table is displayed. Available options are summarized

below:

Option

list-style-type

Summary

This property is used to specify the type of list-item marker in a list.
Choose from a range of types including disc, circle, square, inherit, etc.

list-style-
image

Use the drop-down list to select none or inherit. Alternatively, use the
browse button to select your own image to be used as the marker in lists.

list-style-
position

Use this property to specify whether list-item markers should appear
inside or outside the content flow. Choose from inside, outside or inherit.

310N

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.

USER MANUAL

Signature Manager Outlook Edition

Page | 328




Table Properties

Table properties are used to determine how a table is displayed. Available options are summarized
below:

Option Summary ‘

table-layout Select auto to adopt an automatic layout, where the column width is set
by the widest unbreakable content in the cells. Alternatively, select fixed,
where the horizontal layout depends upon the table's width and the width
of the columns, rather than the content of the cells. You can also choose
inherit, to inherit behavior of the parent element.

border- Choose whether table borders are collapsed into a single border, or
collapse detached. Select collapse to collapse borders into a single border (border-
spacing and empty-cells properties are ignored). Alternatively, select
separate to display detached borders (border-spacing and empty-cells
properties are not be ignored). You can also choose inherit, to inherit
behavior of the parent element.

empty-cells Use this property to determine whether or not to display borders and
background for empty cells in a table (only when separated borders are
selected). Choose from hide, show or inherit.

caption-side This property is used to specify the placement of a table caption - choose
from bottom, top or inherit.

Where inherit is selected, the item of content will inherit the given attribute from its
parent element. For example, if you are setting the font-size for a particular word in a
paragraph, the word would inherit its size from the paragraph <p> element.
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How To...

This section contains instructions for completing a selection of common tasks with templates using

Exclaimer Signature Manager Outlook Edition, including:

e How do | create a dynamic signature template? [pg.331]

e How do | suppress blank lines if fields are not populated? [pg.332]

e How do | create a contact block? [pg.334]

e How do | set the font for text in a template? [pg.337]

e How do linsert a single banner ad for a campaign? [pg.338]

e How do | include images for an OWA signature? [pg.340]

e How can | tell which policies are using a specific template [pg.341]
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To create a dynamic signature template, simply create a new template and add fields
in the required sequence and format. When working in format, you can be as creative as you
like with tables, images, shading, etc.

To provide ideas and help you get started, a number of custom designs are included with the
installation - an example is shown below.

In this example, a template has been designed in tabular (business card) form. Font attributes are set
for certain fields to be displayed in pink and images have been included within the table:

&3 Tapestry interior design

{First name } {Last name}
HE-mail (as hyperlink)}

tel: {Telephone number} | fax: {Fax}

i'eb page (as hyperlink)}

ign Ltd. is a limited company registered in England and Wales. Registered number:
ite 1, Busi Studios, 1 Example Rd, London.

&3 Tapestry interior design

Karen Green

kareng(@qreenorg.net

tel: +44 (0) 1252 987 456 | fax: +44 (0) 1252 987 456

vy greenorg.net

s a limited company registered in England and Wales. Registered number: 1234567 .
uite 1, Business Studios, 1 Example Rd, London.




How do | Suppress Blank Lines If Fields Are Not
Populated?

When using fields in templates, it is often useful to suppress an item if there is no data in the Active
Directory to populate the field for a given user. There are a number of ways to suppress blank lines
when defining templates - you can:

e Use a contact block [pg.332]

e Use a smart table [pg.332]

e Use afield prefix [pg.333]

Using a Contact Block

A contact block is a pre-defined set of fields, presented in tabular form. For example:

,,,,,,,,,, V. L
O ORI i bvv e 7 v

s
gﬁel: 1 Telephone number}

o

TR

Fax |{Fax 7

[Mobile:|[vobile} 7
%Email: {E-mail {as hyperlink)}

;;;;;;;;;;;;;;;;;;;;; W//////////A/////A///////ﬁ

...produces:

Tel  +44{0) 1252 987 456
Fax  +44(0) 1252 987 456
Mobile: +44 (0) 7733 102345
Email. karena@areenorg.net

When a contact block is used, rows are not displayed if Active Directory data is not present. For further
information please refer to the user > general fields [pg.223] section of this guide. Other 'block’ fields
(e.g. address block [pg.224] and personal block [pg.223]) work in the same way.

Using a Smart Table

The custom smart tables field can be used to insert Active Directory information in tabular form, with
options to suppress rows if associated information is not present. For further information please refer
to the smart tables [pg.268] section.
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Using a Field Prefix

An alternative approach is to place all required fields on a single line, but use the prefix property to
insert a carriage return before each one (shown below):

Template Editor

| HTML | RichText Plain Text

| Avial - ||Fontsize.. ~|

‘ PO SEC.

B I U # X X% . A-
| -
{8y
o
T
S g

A irst namel ast name}(E-mail)
R n
Select the prefix
property
3
Press enter to
begin a new line
nterto tlEgiH a new line,
trl +Enter to accept Text,
FRT ST, b
v
9 Prefix
\ A string of text that appears
n(ﬁﬁ—T before the field, expand for m...
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How do | Create a Contact Block?

Example of a contact block
9’/////////////////////////1?//////////////////7/////
Tel.__|l{Telephone number}
Fax  |{Fax
Mobile][{Mobile}

Email: '{E-mail {as hyperlink)}

A M A A A A

Z

SANNRNRRNN E SN

[ S AN

...produces:

Tel: +44 (0) 1252 987 456
Fax  +44(0) 1252 987 456
Mobile: +44 (0) 7733 102345
Email: karen reenorg.net

How it Works

When the contact block field is selected, the smart table rows window is displayed. Here, a number of
default fields are included as a start point:

Properties for
Default fields in - I the selected
the contact block field

e e
g;';pm b Custom Hyperink Label Email-
b Custom Hyperink Field

{Mobile} Custom Hyperink Hide True
{Custom Hyperiink} |

{Web page (as hyperiink)}

Move the selected

field up or down in
the contact block
Add a field to the Remove field

contact block from the

contact block
Custom Hyperlink Label

A string of text that appears before the field, expand for
more properties

[ ok || cancet
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When a field is selected in the left-hand pane, its associated properties are displayed (and can be
amended) in the right-hand pane. For further information, please refer to the properties [pg.313]
section of this guide.

Contact blocks can be arranged as required but a typical layout has a field label in the left column and
the corresponding field in the right column - for example:

Depatmend || 8 Deparmens g

-~ oK || Cancel |

Selecting the table option in the HTML editor [pg.216] displays an insert table options
window, which includes the option to insert a contact block. If preferred, you can use
this method to insert a contact block instead of adding the contact block field.
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Updating an Existing Contact Block

To update an existing contact block in a template, simply select and double-click the required block.
Alternatively, select the entire contact block and expand the appearance, fields and/or layout section
in the properties pane to make adjustments:

| HTML | RichText Plain Text Expand the appearance
properties section to

adjust font settings for ] Wimage  —Line
FReda || pauliSen) fields in the contact block 9, Hyperlink {8} Fields ~
Select the
contact block

~ ] Design = —
@) | =l ﬂ'Cut Arial
£=] Source 5 L P S I

° ."".. Expand the fields
_. properties section to
espll’a| adjust fields in the

GROUP

{Telephone numb
{Fax]

4
é
7
2
Z
Z
%

contact block

Expand the layout
properties section to
change how the contact
block is arranged

<
<SPAN> <TABLE> <TBODY> <TR> <TD> <P> {Contact Block}
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How Do | Set the Font for Text in a Template?

To set the font (and any other formatting attributes) for field items in a template, select the required
field and use appearance properties in the properties panel (shown below). You can also apply
formatting via the template editor toolbar [pg.209].

| HTML | RichText Plain Text

=T sl " ?
DRI, i U’"w Yo TimesNewRoman - | Fontsize. - |
Rk G (DB Z U xR W A-

|
Editor H Clipboard || Font

% Tapestry interior d
e m : Field case Do not chang
{23. R - Ff)nt times New
Select field (or Size Default
Bold Default
Italic Default
Underline Default
Small Caps Default
Font color [Jl] #FF33CC _
Font backgE] Default |
Behavior
Interpret e False
Hide if blar False
Content
Trim Do not change
Fallback va
Suppress n
b Prefix
P Suffix
Appearance

other textual item
in the template)

<
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How Do | Insert a Single Banner Ad for a
Campaign?

To insert a simple banner image in a template (for example, for a campaign), position the cursor at
the very start of the template editor and use the image button to insert the required image:

Use the image option to

insert an image at the
current cursor position

| HTML | RichText Plain Text
= Sou'ee 9 oo || (= FRGS laval - Jhoc-smal__- 85 ;
o || e[|+ 2| o (2] oo FB S O S XSS A EETE T BHyerik WiFields -

Mode | “_&u_wf“ Clipboard “ Font H Parsgraph || Insert
leperties

A
Bejsi|Em <>

4 Element Layout
Align Left
Valign Bottom
Background
BgColor ]
ColSpan 1
Height
Width 120px
NoWrap False
RowSpan 1
Element Style
Title
Class
(Id)
Style

4 Misc

b Table <TABLE>

. P Row <TR>

Element Layout

£
<SPAN> <TABLE> <TBODY> <TR> <TD>

The image window is displayed:
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From here, you can:

® Use the location field to specify a physical location for the image. Click the browse |...] button to
select afolder location, or use the arrow associated with the location to choose an Active Directory
field (for example, you might wish to use an AD thumbnail photo.

e Inthe hyperlink field to enter a remote address for the image. Alternatively, if the required address
is stored in an Active Directory field, you can use the arrow associated with the hyperlink to select
the appropriate field.

UNC Images

It is recommended that Universal Naming Convention (UNC) referenced images are not used. Where
possible, we advise using URL referenced images (on a computer that can be viewed publicly) or that
images are copied locally to the machine upon which Exclaimer Signature Manager Outlook Edition is
installed. However, if you absolutely need to use UNC referenced images, you must ensure that the
Exclaimer Outlook Settings Connector Service is set up to log on with an account that has appropriate
network access permissions for the specified UNC path(s).

Using Images in OWA Signatures

It is important to note that any images used in templates for OWA signatures [pg.101] must be linked
using a URL and not embedded.
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How Do | Include Images for an OWA Signature?

Any images used in templates for OWA signatures must be linked using a URL and must not be
embedded. To do this, choose the insert image option from the template editor toolbar to open the
image window:

In the location field, type the required address for the image. Alternatively, if the required address is
stored in an Active Directory field, you can use the arrow associated with the location to select the
appropriate field.

Required images must be available on a computer that can be viewed externally - for example, on a
web server.
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How Can | Tell Which Policies Are Using A
Specific Template?

Each template is associated with a properties [pg.204] window, which includes a list of any policies
that are using the template:

[Z] General Information
Name: Copy of eSpiral
Size:
File: The template has not been saved

& Policies using this template

When a template is selected, the properties option is available from the template library toolbar and

from the right-click menu:

Select the required
template and use the
File Action Window Help toolbar option

&= AEg
E"@E"da‘m’ = . eSpiral
. gmﬂgmf::zl;ﬁlﬁm QEdit Z_}Delete gclone QRename {] Properties ﬁl Move sExport
& & Outlook Campaign Policies 5] Preview (@ Help
5] Outlook Disclaimer Policies
-~ )1 Outlook Mail Format Policies
i B3 Policy Tester
- [l “Template Library
B ﬁl “Signatures
- 2] Sampled01
- |=] Sample003 Karen Green
2] Sample00é . 0
- | SampleD05 @ o .. &)
=
- 2 Sampled0s : °0®
- [2] Sample007 %
) Sample0os ; espiral
[ Desp=t GROUP
i Edit

e |2 3¢ Delete
- B xR cone Right-click on the

T - H
=11l [ Rename template that you wish
G- Qi Campa| Properti
- @ Discla roperties to access

- [ Signature Move
@ Docum| | Export
- @ Main S [ New Window

.. Bl Garmas
I ] » Signatures ; eSpiral
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Chapter 9

Signhature Deployment
Policies




Signature Deployment Policies
Introduction

Signature deployment policies are used to control the way in which signatures are updated and
deployed to specified users. For each policy, you define settings including which users [pg.350] the
policy is applied for, which server [pg.350] should be used, a network share for deployed signatures,

how frequently ExSync checks for updates [pg.354] and whether OWA is updated from the server or
from ExSync [pg.354].

For many organizations, having one signature deployment policy which contains settings for all users
is sufficient however; some organizations will have more complex requirements. Some examples
might be:

® Your organization has offices in London and New York. You could configure Exclaimer Signature
Manager Outlook Edition to create signatures and deploy them to a single location for all users,
but it might be more efficient to deploy signatures for London-based staff to a London-based
server and for New York-based staff to a New York-based server. In this case, you would define
one signature deployment policy for London and another for New York.

To achieve this, Exclaimer Signature Manager Outlook Edition should be installed at each site
(London and New York), with remote deployment [pg.75] configured between them. The server
in London then generates signatures for London locally and similarly, the server in New York
generates signatures for New York locally - however, remote deployment between the sites
ensures that policies and templates remain consistent.

e Different groups of users within your organization require signature updates more regularly than
others. For example, it may be that signatures rarely change for one department, but change
frequently for another. In this case, you might prefer to define one signature deployment policy
which is set to check for signatures every 15 minutes and another which is set to check for
signatures once a day.

e Your organization is particularly large, with a very high number of signatures. In this situation, you
might choose to split the processing load between different servers for different groups of people.
Since signatures are generated one after the other, utilizing multiple servers in this way means
that signatures are generated in parallel according to the number of servers.

Signature deployment policies are associated with users via organizational units using signature
creation [pg.350] options.
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All work with signature deployment policies is completed from the signature deployment policies
branch of the console tree:

=-(2) Exclaimer
&- @ Signature Manager Outlook Edition
- & Outlook Signature Policies
- & Outlook Campaign Policies
- =] Outlook Disclaimer Policies
& 99 Outlook Mail Format Policies
: :-- 2 Policy Tester
l - @) Template Library
B & Siglalu'e mpluyment Policies

All existing policies are shown in the tree and from here you can:

e View or update general settings for signature deployment policies [pg.345]

e View or update information and settings for an existing signature deployment policy [pg.348]

e Add a new signature deployment policy [pg.360]

® Change a signature deployment policy [pg.362]

® Cloning a signature deployment policy [pg.363]

® Remove an existing signature deployment policy [pg.364]
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General Settings & Information
for Signature Deployment
Policies

When the signature deployment policies branch is selected (within the Exclaimer console [pg.66]),

general settings and information for these policies are displayed:

@ File Action Window Help
&= RE G
= (&) Exclaimer
&+ @ Signature Manager Outlook Edition

ti3 & Outlook Signature Policies [ New .
i & Outlook Campaign Policies W Gereral | Servers | @ Help
#- =] Outlook Disclaimer Policies ) Gen
A 3 Outlook Mail Format Policies a i v e

= Policy Tester
- WP Template Library
=+~ [ Signature Deployment Policigs

General settings for
signature

The signature deployment policies

deployment policies
branch is selected

From here, you can:

e Update general settings [pg.346] from the settings tab

e View existing policies [pg.347] (and associated server settings) from the servers tab

e Addanew policy [pg.360] via the toolbar option
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Signature Deployment Policy Settings

The general tab is used to enable or disable all signature deployment policies:

File Action Window Help
o 3EJ
= () Exclaimer
= @ Signature Manager Outlook Edition
& & Outlook Signature Policies ¥ New
i € Outlook Campaign Policies @ Gerersl | B Servers (@ Help
- =] Outlook Disclaimer Policies ) Gen

- ) Outlook Mail Format Policies .
i =3 Policy Tester ¥ Enable Signature Manager Outlook Edition Servers @

The enable option

The signature

deployment policies
branch is selected

If this option is not set to enabled, no signature deployment policies will be processed - i.e. signature
updates will not be deployed to any users.

If required, you can disable a specific signature deployment policy by accessing that policy and using
the enable/disable policy option [pg.349] at that level.
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Signature Deployment Policy Servers

The servers tab contains quick access to existing policies (and associated servers) with options for
completing key tasks:

Policie L Save &3 Cancel

gNew aDeIete gClone 1 Move Up 4 Move Dogwn ™!/ Move to Top MoveTo Bottom

I General l ) Servers | @ Help:
Name

. Description
Signature Deployment Policies The signature
i Documentation Department deployment policy
g Mokt Save toolbar
s Geman Office

Existing signature

deployment policies (and
associated servers)

| % General |G Signature Creation ‘SSeﬂmgs @ H.elp
[¥] General
-iDocumenlation Department
.E. oo

Settings and

information for the
i selected signature
deployment policy

1>}
@

W&a&ed@

From here, you can select any policy in the list to view settings and information [pg.348] in the lower

pane. Using toolbar options, you can also:

e Add a new signature deployment policy [pg.360]

e Remove an existing signature deployment policy [pg.364]

e Clone asignature deployment policy [pg.363]

You can also select a policy and use move options to change the position of the policy in the list. Unlike
Outlook policies [pg.94], the sequence in which signature deployment policies are listed does not
affect processing.
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The Anatomy of a Signature
Deployment Policy

A signature deployment policy contains settings which control the way in which signatures are
updated for and deployed to specified users. . These settings are organized across a series of tabs,
displayed in the content pane when a policy is selected:

| 3 General |3 Signature Creation | [ Settings

Use links below to learn more about these options:

e General [pg.349]

e Signature creation [pg.350]

e Settings [pg.354]
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General

The general tab contains general settings for the signature deployment policies:

Do entation Departme b Save &3 cancel

# New [ Delete [ Clone

¥ General |G Signature Creation | [ Settings | @ Help

[¥] General
;Documenlation Department ‘;@
~ @
I [v]
 Enabled (D)

Options on this tab are summarized below:

Option Summary

Name Each policy must have a uniqgue name. The name entered here is displayed in the
Exclaimer console tree, and on any other policy lists.

Description This field can be used to add any useful information for the policy - for example,
usage notes, version history, background or explanatory information. The first
line of description text is displayed in any policy lists [pg.118] (but not the console
tree).

Enabled Select this option to activate the policy. If a policy is not enabled, it will not run,
therefore any associated users [pg.350] will not receive signature updates.

Changes are retained if you move to other tabs within the content pane. When you are
satisfied that all tabs have been updated correctly, click the save button to save changes
[pg.79] across all tabs. Alternatively, use the cancel button to abandon all changes.

USER MANUAL
Signature Manager Outlook Edition

Page | 349




Signature Creation

The signature creation tab is used to specify the server that will process signatures for associated
users, who those users are, the frequency with which signatures are created and where updated
signatures are deployed on the given server:

Do entation Depa e L—x‘iave @g_an(el

 New [ Delete [#.Clone
% General I@ Signature Creation '.‘ %"@Mp 3
4 Signature Creation
'HELPFILEMACHINE =@

This server will create signatures for the members of the following OUs:
BAAdd X Delete

Organizational Unit i @
network26 local/Users

sty WEE s
"\\HELPFILEMACHINE \signatures =@

These options are summarized below:

Option Summary

Server Specify (or browse and select) the required server.

The server will create Use add and delete options to manage organizational units (and
signatures for members of | thus users within them) to be associated with this policy. For
the following OUs further information, please see associating organizational units

with a signature deployment policy [pg.352].

Create new signatures Signatures are generated and deployed at regular intervals, as
every n minutes specified here - specify the required frequency (in minutes).
...Jcontinued
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Option Summary

Create the signatures in The network share is primarily used to store signatures (as

this network share generated by Signature Manager Outlook Edition) in the form of a
zip file. It is from here that signatures are deployed to specified
users. Local paths (C:\, F:\, etc.) are not supported for deployment
and you must specify a UNC path
(\\servername\networksharedfoldername).

Note that When choosing a deployment folder you should ensure
that specified drive has enough disk space to store signatures for
specified users in your organization. Signatures are generated
according to the update interval (see above) and stored in the
deployment folder. Therefore, if you have 1000 users, 1000 ZIP
files will be created and stored.

The specified network share is also used to deploy the ExSync
agent to users. The ExSync [pg.27] agent must be run by each user
at login so that local signatures and settings are updated. To
achieve this, the ExSync agent (ExSync.exe) and its configuration
file (ExSync.cfg) should be available to users from a shared
location on the network.

When a deployment folder is specified and the configuration is
saved, these two files are automatically copied from your initial
installation folder, into the deployment folder specified here. For
more detailed information about deployment see the installation
and deployment [pg.15] section of this guide.
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Associating Organizational Units with a Signature
Deployment Policy

Signature deployment policies are associated with users via organizational units. Within a signature
deployment policy, organizational units are added and removed using options in the center of the
signature creation tab:

This server wil create signatures for the members of the following OUs:

Organizational Unit @
network 26 local/Users

<] " [>]

To add an organizational unit, click the add option to open the select container window. From here,
you can navigate the structure of organizational units and make required selections:

B ] F5 network26

[7] & Computers

[7] =] Domain Controllers

[7] &1 ForeignSecurityPrincipas

= 7 =] GreenOrg

7] 5] Australia

@ (<! 5] Europe

@ [T Z] North America

7] ] South America

[7] [&] Managed Service Accounts

[7] 5] Microsoft Exchange Security Groups
[7] & Microsoft Exchange System Objects
(7] &1 Program Data

5] System

[E] 7 Test

@] &1 Users

HEEEHEBB

Once an organizational unit is added to a signature deployment policy, all users within that unit will
have their signatures processed according to settings defined in that policy.
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To remove an organizational unit that has already been added, simply select the required entry from
the list (within the signature creation tab) and select the delete option.
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Settings

The settings tab is used to determine how frequently ExSync checks for updated signatures, and
whether OWA is updated from the server or from ExSync:

Do o on Departme b Save &3 cancel

 New gDelete Vg.Clone
% General | Signature Creation | W) Settings | @ Help
(@ Outlook Update Client (ExSync.exe)
Check for new signatures: (1)
'® Every 15Q%] minutes
' Once atruntime only
I” | Show Error Bubbles @)
" Pause
|O]OwA Signatures )
@ Update OWA using ExSync on client
(Nt avaiabie for Maiboxes on Office 365 or Exchangs 2013)
' Update OWA from Server
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Options on this tab are summarized below:

Option Summary

Outlook update client (ExSync.exe)

Check for new signatures

Choose how frequently user computers should check for new signatures
(via ExSync [pg.27]). You can either:

® Update at continuous intervals - select the every n minutes radio
button and specify the required interval. Note that for large
organizations, more frequent updates will increase network traffic
between clients and the server.

® Update once and then close down ExSync - select once at runtime only
to work in this way. For further information please refer to setting up

ExSync [pg.27].

Show error bubbles

Select this option to show errors on user computers when signatures and
settings fail to update. This is useful (for example) when diagnosing
connection errors however, you are advised to disable this option under
normal circumstances.

Pause Select this option to pause signature and settings updates on user
computers. This is useful (for example) if you are performing
maintenance tasks on the server and wish to prevent errors being
reported during this time.

OWA signatures

Update OWA using ExSync
on client

Select this option to only update O\WA signatures via the ExSync [pg.27]
agent on client computers as part of the standard signature update
process.

Note that this option is not available for mailboxes on Office 365 or
Exchange 2013. If this is a requirement within your organization, you
should use the update OWA from server option instead (see below).

Update OWA from server

Select this option to update OWA signatures via the server (which
removes the need for O\WA users to log on to the domain to update their
signatures). This method should only be used if most of your users always
access their email via OWA and rarely log on to your domain, or if their
mailboxes reside on either an Exchange 2013 Server, or on Office 365.

If this option is not selected, O\WA signatures are only updated by the
ExSync [pg.27] agent on client machines as part of the standard Outlook
signatures update process. If this option is selected, click the configure
button to configure OWA updates from server [pg.33].
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Working with Signature
Deployment Policies

This section contains topics for working with signature deployment policies [pg.343], including:

e Understanding the difference between signature creation and update intervals [pg.357]

e Adding a new signature deployment policy [pg.360]

e Changing a signature deployment policy [pg.362]

e Cloning a signature deployment policy [pg.363]

® Removing a signature deployment policy [pg.364]
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Understanding the Difference between Sighature
Creation and Update Intervals

Within Exclaimer Signature Manager Outlook Edition, signatures are created and copied to a specified
deployment share as a ZIP file. To use these signatures, client computers run the ExSync agent; this
pulls the ZIP file from the deployment share, extracts the ZIP file and makes the new signatures
available in Outlook. Using settings within Exclaimer Signature Manager Outlook Edition, you can

control:

e How frequently Exclaimer Signature Manager Outlook Edition creates new signatures and copies
them to the deployment share (the creation interval).

e How frequently the ExSync agent runs on users' computers to retrieve these signatures for use in
Outlook (the update interval).

This process is illustrated below and described in the following sections:

Deployment Share
@ E—Creation Interva
Signature Manager
Outlook Edition
Server

Epdalt:él;ntemlé

[——1
Client with Client with Client with

ExSync ExSync ExSync

USER MANUAL
Signature Manager Outlook Edition

Page | 357




The Creation Interval

Signatures are created by the computer which has Exclaimer Signature Manager Outlook Edition
installed (larger or and/or more complex systems may have the product installed on more than one
computer). The frequency with which signatures are created (the creation interval) is defined for each
signature deployment policy, via the sighature creation tab - for example:

File Action Window Help
« o G
= (2) Exclaimer ‘
- (@) Signature Manager Outlook Edition |
#-& Outlook Signature Policies B New [@Delete @ Clone : :
& Outlook Campaign Policies || [ General & Signature Creation | [@ Settings (@) Help
L= Outlook Disclaimer Policies 3 Signature Creation
- 4 Outlook Mail Format Policies e
5 Policy Tester 'HELPFILEMACHINE
- @ Template Library
B g Signature Deployment Policies This server will create signatures for the members of the following OUs:
HELPFILEMAGHINE gpAdd X Delete
Server

Organizational Unit

Selected signature

deployment policy

The creation
interval

Create new signatures every \7 15%“& @
\\HELPFILEMACHINE \signatures

The creation interval determines how often Exclaimer Signature Manager Outlook Edition creates new
signatures (by processing Outlook signature policies [pg.104], Outlook campaign policies [pg.108],

Outlook disclaimer policies [pg.110] and Outlook mail format policies [pg.112]). Generated signatures

are added to the specified deployment share as a ZIP file.

The creation interval also determines how often OWA signatures are updated if the update from
server [pg.355] option is enabled.

What Frequency Should | Use?

If your organization does not change its signatures very often, generating new signatures every few
hours may be sufficient. However, if your signatures include dynamic content which may be time
sensitive (for example, RSS feeds [pg.248] or rotating banner ads [pg.248]), it is advisable to generate

new signatures more frequently - typically every 15 minutes.
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The Update Interval

The frequency with which users' computers are updated with new signatures (the update interval) can
vary for each user or group of users. The update interval is defined for each signature deployment
policy, via the settings [pg.354] tab - for example:

File Action Window Help
& 3E S
= () Exclaimer = HELPFILEMAC @ gancel
&+ Signature Manager Outiook Edition | [R5 The update interval
#- & Outlook Signature Policies ]
(& & Outlook Campaign Policies
i+ =] Outlook Disclaimer Policies
- 34 Outlook Mail Format Policies
-8 Policy Tester
- ) Template Library
- [ Signature Deployment Policies

Selected signature
deployment policy

The update interval determines how often client computers running ExSync check the specified
deployment share for a new signatures and settings ZIP file. The frequency entered here will apply for
any users associated with the signature deployment policy.

The update interval also determines how often O\WA signatures are updated using ExSync on client
computers. This value should always be equal to or greater than the creation interval; otherwise the
client computers running ExSync will simply be pulling the same ZIP file as the last update.

What Frequency Should | Use?

If your organization does not change its signatures very often, using the once at runtime only option
may be sufficient - or you could configure ExSync to run every few hours.

If it is likely that users may continue to create their own signatures (for example, if you have recently
implemented Exclaimer Signature Manager Outlook Edition and users are still getting used to the new
process), it may be helpful to run ExSync more frequently so you can be sure that any signatures and
mail formatting applied locally are removed and replaced with signatures generated by Exclaimer
Signature Manager Outlook Edition.
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Adding a New Signature Deployment Policy

Signature deployment policies are added using the new signature deployment policy option; this

option is available from the console tree [pg.70] and from the console toolbar [pg.69]:

e

@) File Action Window Help

& o RE I
= (2) Exclaimer ’
(@) Signature Manager Outlook Edition |

' New

-8 X

bl save @ cancel

#- & Outlook Signature Policies

i+ & Outlook Campaign Policies '
t## =] Outlook Disclaimer Folicies
- 31 Outlook Mail Format Policies

i B35 Policy Tester

| 2 General

: [ General | [ Servers (@ Help -

v/ Enable Signature Manager Outlook Edition Servers (1)

Deployment Policy

Right-click on the

signature deployment
policies branch in the
console tree
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Having selected this option, a new signature deployment policy is created. This policy is added to the
console tree and the signature creation [pg.350] tab is displayed:

@ File Action Window Help
&= AE G
E}@) Exclaimer l
- @) "Signature Manager Outlook Edition
& & Outlook Signature Policies ! New @iDelete @ Clone
i+~ & Outlook Campaign Policies (% General" | & Signature Creation™ | [l Settings® | @ Help
- =] Outlook Disclaimer Policies || &g Signature Creation
- 31 Outlook Mail Format Policies Server:
= Policy Tester HELPFILEMACHINE
-lﬂ Template Library ‘ The signature creation
- [} “Signature Deployment Policies B bl tab is displayed for the
i [@ Documentation Department 2EAdd X Delete new policy

The new signature
deployment policy is
added to the console

tree

Create the signatures in this network share:

By default, the new signature deployment policy is created with:

® The name set to server

e The server used for signature creation set to the name of the local machine (upon which you
created the policy)

e A warning symbol - this is because there are no organizational units (and therefore users)
associated with it.

From here, you can:

e Use options on the signature creation tab to select a different server, add organizational units,
change the signature creation interval and define a network share to determine where new
signatures should be saved. For further information, please refer to the signature creation
[pg.350] section of this guide.

e Select the general tab to change the name of the policy and (if required) disable it. For further
information, please refer to the general [pg.349] section of this guide.

o Selectthe settings tab to check/update how often the Outlook update client (ExSync) should check
for new signatures, and how Outlook Web Access (OWA) signatures are updated. For further
information, please refer to the settings [pg.354] section of this guide.
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Changing a Signature Deployment Policy

To update an existing signature deployment policy, simply select the policy (either from the console
tree [pg.70] or the server list [pg.347]) and update settings on selection tabs [pg.348] as required.

When a policy has been changed but not saved, the branch is displayed with an asterisk (*) symbol.
You can see which tabs contain these unsaved changes, by looking for an asterisk to the right of the
tab name.

When you are satisfied that all required changes have been made correctly, click save to save the new
settings. All asterisk symbols are cleared once changes have been saved.
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Cloning a Signature Deployment Policy

If you need to create a new signature deployment policy which has similar settings to an existing
policy, it is quicker to take a copy of the existing version and then update required settings for that
copy (as opposed to creating a new policy from first principles [pg.360]).

The clone option is used to create a copy of an existing signature deployment policy for this purpose,
and is available from the console toolbar [pg.69], or the right-click menu:

@) File Action Window Help
« o 3E G
& (2) Exclaimer ’ o
=S @ *Signature Manager Outlook Edition
i | :
- @ Outlook Signature Policies ¥ New 8t Delete [#.Clon
: Outlook Campaign Policies | B General | & Signature Creztion | 14
& <] Outlook Disclaimer Policies | GZ Signature Creation
- )4 Outlook Mail Format Policies e Select the policy that
& Policy Tester | EXCHANGEDE you wish to clone and
i WP Template Library ) _ use the toolbar option
=+~ [} “Signature Deployment Policies This server wil create signatures
i [ Documentation Department gaAdd X Delets

E; New Signature Deployment Policy ” .

|
E\ Delete Signature Deployment Policy
i: Clone Signature DeploymentPolicy
1 New Window

Right-click on the policy
that you wish to clone
to display available
options

Create new signatures every  15[5] minutes (1)
i \\HELPFILEMACHINE\signatures

To clone an existing signature deployment policy, select the policy to be copied from the console tree,
then either click clone from the toolbar (or right click and select clone from the context menu). A copy
of the selected policy is added to the console tree, ready to be updated - from here you can change
the name [pg.349], server and/or associated organizational units [pg.350] and any other required

settings [pg.348].

Having updated the cloned policy, click save to save changes.
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Removing a Signature Deployment Policy

To remove an existing signature deployment policy, select the policy (either from the console tree
[pg.70] or the server list [pg.347]). Then, either right-click and select delete from the context menu,
or click delete from the toolbar:

@) File Action Window Help
@« = AE g
=) Exclaimer ’
&+ @) *Signature Manager Outlook Edition |
- & Outlook Signature Policies
i €9 Outlook Campaign Policies
[=] Outlook Disclaimer Policies
31 Outlook Mail Format Policies - ' Select the policy that
=5 Policy Tester ] you wish to remove and
- WP Template Library use the toolbar option
- [ Signature Deployment Policies

E; New Signature Deployment Policy

|
s\ Delete Signature Qeployment Policy

E.: Clone Signature Dep¥
New Window

Right-click on the policy
that you wish to
remove to display
available options

i \\HELPFILEMACHINE\signatures

Having chosen to delete a signature deployment policy, you are asked are you sure you want to delete
this policy?

Click yes to confirm the deletion or no to abandon the task. Finally, click save to save changes.

% A policy is not permanently deleted until settings have been saved. If you exit
= without saving (or cancel changes), the policy will be reinstated in the console tree.
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