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Outlook — Email Signatures (Automatic Footers in Messages)

Step 1
While not in an e-mail, click the TOOLS/OPTIONS menu. Then click the MAIL
FORMAT tab.

You should see this screen:

Options

Preferences | Mail 5E1:u|:|| Mail Format |5pe||ir1g Security | Other | Delegates

Message format
_jj Choose a format for outgoing mail and change advanced settings.

Compose in this message format: ||—|TI'~'1L w |

[ Jus=e Microsoft Office Word 2003 to edit e-mail messages
[ Jus=e Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Internet Format... ] [lnternaﬁunal Options. .. ]

Stationery and Fonts

f Ise stationery to change your default font and style, change colors,
AC and add badkgrounds to your messages.

|se this stationery by default: | “Mone = w |
[ Fonts... ] [ Stationery Picker... ]
Signatures

LY
é; Select signatures for account: |Microsoﬂ: Exchange Server w |
Signature for new messages: |Thar1ks. .. Tom C. w |
Signature for replies and forwards: | <Nonex w |
[ Signatures, .., |

/
[ oK /]/[ Cancel ] App

Step 2
Click the signatures button
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Step 3
The window below appears. Click NEW

Create Signature

Signature:

@ External
Thanks. .. Tom C,

Preview:

Thanks.. Tom C.

O ] [ Cancel
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Step 4

Name your signature (footer) whatever you’d like it to be. Leave the “Start with blank

signature” button selected. Click NEXT.

Create Mew Signature

@ 1. Enter a name for your new signature:
|New Signature| |

2. Choose how to create your signature:
() Start with a blank signature

() Use this existing signature as a template:

() Use this file as a template:

MNext = l[ Cancel ]
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Step 5

Enter the text you wish to appear; click FINISH when done.
(Optional step. If you want to format the text, highlight it and click the font
button. Make your selections and click OK to get back to this screen)

Edit Signature - [New Signature]

Signature text
g This text will be induded in outgoing mail messages:

Tom Cook
123 AnyStreet
Blah, Blah.__etc, etc.

[ Font... ] [ Paraaraph... ] [ Clear ] I Advanced Edit. .. l

vCard options

Attach this business card (vCard) to this signature:

| <Mane L |

[ Mew wCard from Contact... ]

’ Einish ” Cancel l
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Step 6.
Your new signature now appears in this screen. Click OK.

Create Signature

Signature:

|®]External Edit...

@ Mew Signature

S Tamc

Mew...

Preview:

Tom Cook

123 AnyStreet

Blah, Blah___etc, etc.

oK, i l Cancel
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Step 7.
We’re now back to the MAIL FORMAT tab. Select, via the drop-down boxes, the

signature you created the type of e-mails for which you’d like it used.
Click APPLY/OK when done.

Preferences | Mail 5E1:u|:|| Mail Format |5pe||ir1g Security | Other | Delegates

Message format

Choose a format for outgoing mail and change advanced settingd.

Compose in this message format: ||—|TI'~'1L l

[ Jus=e Microsoft Office Word 2003 to edit e-mail messages
[ Jus=e Microsoft Office Word 2003 to read Rich Text e-mail esFages

4

[ Internet Format... ] [lnternaﬁunal dpﬁmhs... ]

Stationery and Fonts

f Ise stationery to change your default font and style, change colprs,
AC and add badkgrounds to your messages.

|se this stationery by default: | “Mone = / w |

[ Fonts... ][ Slaﬁunenf Picker].. ]

Signatures

b,
é; Select signatures for account: |Microsoﬂ: Exchange Eler-...-er w |
[

Signature for new messages: | w |

|
Signature for replies and forwards: | <Nonex + w |

[ Signatures... ]

Ok H Cancel ][ Apply ]
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Step 8.
Create a new e-mail message and you’re signature (footer) should automatically appear

EEX

£ Untitled - Message (HTML)
i file Edit View Insert Format Tools Actions Help
o 4| & [ T Attach as Adobe PDF

8 2 ! 8| |[S| 3 odtons. ;ﬂ_.“@!

|w

i = EE i=

icasend | b ) 4
HEE [AlB LU=

E%Se_ndPersonaﬂy | Paste macros - | Help - |Langgage' !

(o]
1

[ L .

Subject:

Tom Cook
123 AnyStrest
Blah, Blah...etc, etc.
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