
Notes for Technical Resource only: Please ensure the shared mailbox has been assigned to a
signature in exclaimer before giving this advisory. Please refer to this article on how to add the
signature to a shared mailbox; Assigning a signature ... | BookStack (pbr.org.au)

Please read the below note before you follow the steps in this article!

Note: If you are a member of a shared mailbox and have a PBR log-in and PBR device, you can add
in the shared mailbox signature. If you are using a personal device, you cannot use Exclaimer.

Open up outlook. Make sure you have selected the envelope icon on the far left and you are on the
home tab highlighted below. Click new "email".

When you generate a new email, your email signature will automatically appear if you have the
exclaimer app installed. If the signature does not appear, please contact IT Helpdesk and ask for
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them to check your PBR device for the exclaimer app.

If your email signature does appear please do the following:

Select the "From" dropdown highlighted below and select the email of the shared mailbox. If the
mailbox name does not appear please click "Other Email Address..." and add in the shared mailbox
email address.

Once you have selected the shared mailbox email address make sure you select the "Message"
tab. On the far right you will see the "Exclaimer Cloud" icon, click on the icon.
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Once the icon has been selected, another window will appear within the outlook email. Select the
"PBR all staff_Default" image circled in red. This will put the signature into the email.

The email signature will appear as below. Make sure the email in the signature matches the shared
mailbox address.
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If you wish to reply to an email and include a signature for a shared mailbox it will be very similar
to the above.

Adding the signature for a reply
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Navigate to the email you wish to reply to. Select the email and click "Reply".

If replying to an email sent to the shared mailbox, then the "From" address should appear as the
shared mailbox. If the "From" field is showing anything other than the shared mailbox name, then
change to the "From" field to match the shared mailbox name:

Make sure you select the "Message" tab. On the far right you will see the "Exclaimer Cloud" icon,
click on the icon.

Once the icon has been selected, another window will appear within the outlook email. Select the
"PBR all staff_Default" image circled in red. This will put the signature into the email.
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The email signature will appear as below. Make sure the email in the signature matches the shared
mailbox address.
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If there are any issues, please reach out to the IT team.
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