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Purpose: You might choose to create a signature block if you would like to automatically add a
closing, name, job title, etc., to the end of e-mail messages.

How to create a signature block

1. From the Microsoft Outlook window, choose Tools from the main toolbar.
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2. Under Tools, select Options...

Tools | Actions  Help
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3. Click on the “Mail Format” tab.

Options \ /_,____-\ @

| Preferences | Mail Setdy | Mail Format | gbeling | Other | Delegates | SAP Calendar |
I

4. Under the “Mail Format™ tab, click Signatures...

Options IE

| Preferences | Mail Setup | Mail Format | Spelling | Other | Delegates | SAP Calendar |

Message format

Choose a format for outgoing mail and change advanced settings.
_; Compose in this message format: [I—FI'ML ,]

Internet Format... ] [ International Options... ]

HTML format

Reduce the file size of the message by remaoving formatting information
that is not necessary to display the e-mail message

Rely on €55 for font formatting

[] 5ave smart tags in e-mail

Stationery and Fonts

J Use stationery to change your default font and style, change colors, and
AL add backgrounds to your messages,

[ Stationery and Fonts... ]

Signatures

Es and forwar

g Create and edit signatures for outgoing message
. +

Editor options

Signatures...

: j Change the editing settings for e-mail messages.

E

[ Editor Cptions. .. ]
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5. To create a new signature, click New.

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit C

6. When prompted, enter a name for the signature ("External," "Internal,
you will see the name of the signature. When finished, select OK.

Personal," etc.). Only

Mew Signature @

Type a name for this signature:
External|

o [ o |
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7. Write and format your desired signature. You can adjust the font, size, style, etc. If desired,
you can also insert a picture or hyperlink.

**Please note that adding a picture to your signature block will add to the size of e-mails**

Signatures and Stationery @
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
External ] E-mail account | wicrasoft Exchange IEI
Mew messages: {none) |E|
Replies/forwards: {rone) |E|
Delete ] [ Mew ] [ Save ] [ Rename ]
dit signature 1
Gil Sans MT [#][11 E|| B 7 U Automatic E| = = | 92 Business Card |t:§ 2,
Sincerely,

Jennifer Hutain
Direct Relief Writing Intern
jhutain@directrelief.org

8. Repeat steps 5-7 to create as many signatures as you would like.
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9. To set a signature block to default, click the down arrow under New Messages and make a
selection.

Signatures and Staticnery [ | [
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
E-mail sccount: | vicrosoft Exchange -
Internal
o
Replies/forwards:  [\02Ne
- Internal
Co Jlw [ -
Fdit cimn= hira

10. Click OK. Your signature block(s) is now complete.

11. To choose a signature other than the default signature, from a "New Message" window, click
the Insert tab. Under the Signature button, select which signature you would like to use.

—// Message Options Format Text
ﬂ § =) ﬁ'

— = | 4 1

Attach Attach Business Calendad|Signature

File Item Card ~ v l
| Include ] External

— | Internal
- - ‘| Signatures...
s !
| (e

Subject:

Sincerely,

lannifar Hiitain
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