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ADDING A SIGNATURE TO EMAILS

1. In Outlook, choose Tools from the Menu Bar and then Options from the
drop down list

2. Choose the Mail Format tab from the Options window and then Signatures
at the bottom right hand of the window as per below.

Options

Preferences] Mail fletup  Mail Farmat lSp ingl Security ] Other ]
Message Format
Choose a formal TOr ootgoing mail and change advanced settings.

Compose in this message Format:  |[gRGGIE -

[ Use Microsoft Word ko edit &-mail messages
[ Use Microsoft Word to read Rich Text e-mail messages

Internet Format... | International Options. .. |

Stationery and Fonts

Use stationery ta change vour default Fant and style, change colars,
and add backgrounds to wour messages.

Use this stationery by defaulk: |<None> j

Fonts... | Stationery Picker... |

Signature

Automatically include your signature or attach an electronic business
card {wCard) to oukgoing messages.

Signature for new messages: |Purchasing @ Cookacom j
Signature for replies and forwards: |purc i
Signatures,.,
| QK | Cancel T

3. In the next window choose New

4. In the Create New Signature window, do the following:

Create Mew Signature EE3 1. Type a relevant and easy
@ 1. Enter a name For wour new signakture; to remem ber name.
[ <

_ 2. Choose Start with a
2. Choose how to create wour signature: .
f* Skark with a blank signature 4 blank s'Qnature
7 Use this existing signature as a termplake:
| =i

" Use this File as a ktemplate:

3. Click Next
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Signature bexk
% This text will be included in outgoing mail messages:

BASED I . T PROVIDER

1. Insert the message you want to
appear in your emails

<

| Advanced Edit... |

Clear

| Paragraph...

Font...

\;1@%

2. Format the message by
(a) Highlighting the relevant text

(b) Choose Fonts and apply desired
formatting.

Attach this business card (wCard) ko this signature:

|=:N0ne>

e wCard Fram Conkact, .

3. Click Finish

5. Click OK in the next window to save the signature

6. To attach your new signature to your emails, do the following:

Options

Preferences ] Mail Setup  Mail Format lSpeIIing ] Security ] Other ]

Message format

Choose a format For outgoing mail and change advanced settings.

Compose in this message Format: |HTML j

¥ Use Microsoft Word ko edit e-mail messages
™ Use Microsoft Word ko read Rich Text e-mail messages

InternetFormat...I | International Options...|

Stationery and Fonts
Use stationery to change your defaul@font and stvle, change colors,
and add backgrounds to your messagls.

[~

Stlionery Picker. ..

Automatically include vour signature o attach an

Use this stationery by default: |q ne >

Fonts. | |

Signature

lectronic business

Furchasing @ ¢ Jotacom
A—

Signature For new messages:

Signature For replies and Forwards: Purchasing @ Cookacamn

_1. Ensure itis listed in the Signature for
new message box

2. Ensure it is listed in the Signature for
- replies and forwards.

3. If it does not appear, click on the

down arrow for each option and
. choose your newly created signature

4. Click OK

7. Your signature will now appear in messages you create, reply to and forward.
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