How to Insert a Signature in a Message with Outlook 2003

You may wish to create your signature outside of

and this is perfectly acceptable. You can use , or
an . Once you have created the signature of your choice, save
it as one of the following formats: .html or .rtf (rich text file) or .txt (plain
text).

However, you are not required to create your signature before you set up
your signature files in . Either way, you are now
ready to begin the process that is outline below. Have fun!
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3. Select the Mail Format tab, located at the top of the Options menu box.
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If you created your
signature before
starting this process,
make sure that the
“Compose in this
message format:”
option is set to the file
type of your saved
signature.

. Within the Signatures
section of this menu,
click the button titled
Signhatures...

Select New... from the
Create Signature
window to put in your
signature.

Meredith College-Technology Services

Compose in this message Formak: HTI"-'1L vl

V¥ Use Microsoft Cffice Word 2003 b edit e-mail messages
[~ Use Micrasaft Office Ward 2003 ba read Rich Text e-mail messages

Inkernet Format... | International Cptions. .. |

Stationery and Fonts

'-15 Use stationery ko change your default font and style, change colors,
A(- and add backgrounds to your messages,
-

I(Nune> j

Fants... |

IJse this stationery by default:

Stationery Picker. .. |

Signatures

f-{i Select signakures for accounk: Iwhiterabbit.meredith.edu j

|<Nane> j

Signature For replies and Forwards: |<None:> j

C_swres.._

Signature For new messages:

options 2l
Preferences I T1ail Setupelling I Security I Cither I
Message Format
_]j Choose a Format For outgoing mail and change advanced settings. R

K, I Cancel | Apply

x
Signature:
Edit:. .. |
Remove |
Previgw:

Unable to preview selected signature, or no signature selected.

[ 1|

Cancel

10/24/2006




7. Insert the name of this
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select the location of where
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8. This window is where you can either create or edit the signature
depending on the option that you chose above. Once you have your
signature to your satisfaction, click the Finish button.
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9. Congratulations! You have added a signature to all outgoing messages.
Below is an example of what your sent emails will look like when a

signature is added.
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Subject: |
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Hella,

Thank you for contacting us about the problem that you are experiencing. %We will be contacting you shortly to offer a remedy.

Thark you, |
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“Where the customer is our number one priotity.”
(919) 760-8591
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