HOW TO ADD A SIGNATURE TO OUTLOOK (2013)

1. Click the “FILE” tab ... and select ‘Options’
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3. Select ‘MAIL” from the box that opens...

FILE HOME SEND / REQEIVE FOLDER VIEW DEVELOPER McAfee E-mail Scan

= l._\:l (B Ignore & @4 E’} 52 Meeting FI Extra §8 ET ECA e-mail B2 Reply With Mee... ¥ . @ & H
o < 7| : -
. 7 Clean Up~ € > Calendar SR Manager EJ Team Email =1
MNew  Mew e | Reply Reply Forward [{§ pore -~ Vv © —|  Move Rules OneNote | Unread/ Categ
Ermail Ttems - | o Junk= Al 0 Done < Reply & Delete ¥ Create New . N - 1
New Delete Respond Quick Steps [F] Move Tac
r = —

D Here Outlook Options - - - - ug

4 Elizabeth H_Yargici@mcpsmd. General —

4 Inbox 23
Calendar
Receipt of Delivery
Drafts [1]
Sent [tems
| Deleted Itermns &
Junk E-mail
Outbox
I RSS Feeds

Search Folders

Jeas—

N
H Change the settings for messages you create and receive.

Compose messages

alendar

People %Fj Change the editing settings for messages.

Tasks Compose messages in this format:  HTML Iz‘
Search

Language ABC Always check spelling before sending
Advanced Ignore original message text in reply or forward

Customize Ribbon . o
_# Create or modify signatures for messages,
Quick Access Toolbar

Add-Ins '
faen A’% Use stationery to change default fonts and styles, colors, and backgrounds.
Trust Center

Outlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:
Play a sound

Briefly change the mouse pointer

Show an envelope icon in the taskbar
Display a Desktop Alert
[} Enable preview for Rights Protected messages (May impact perform

m

Editor Options.
Spelling and Autocorrect. —

Stationery and Fonts...

Reading Pane

Desktop Alert Settings.

ance)

Then, click the “SIGNATURES” button...
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5. Click on ‘New’ and give your signature a NAME, then click ‘OK"... ©
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6. Inthe ‘Edit Signatures’ box below, type in the signature you would like to use... (Feel
free to use the text editing tools to change the font, color, size etc. You can even insert
a picture!)

7. Repeat the signature creation process (step 5-6) for any different signatures that you
want to have.

8. Next, click the drop-down box in ‘New Messages’ and select the signature you created
that you would like to use for all “New Messages”

9. Now, click the drop=down box in ‘Replies\forwards’ and select the signature you
created that you would like to use for all ‘Replies\forwards’

10. Click “OK” and then “OK” again and you are done!!! ©



