CREATING A SIGNATURE IN OUTLOOK 2003

Begin by highlighting and copying your existing signature from a sent email.

Go to Tools > Options
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Under the Mail Format tab, for message format choose Rich Text, then click the

Signatures... button at the bottom of the window.
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Options

%]

Jther RightFax Delegates
Preferences Mail Setup Mail Format speling Securiby

Message format
j Zhoose a format For outgoing mail and change advanced settings.

Cormpose in this message format: | Rich Texk v

Use Microsoft OFfice Word 20oHTRL
[ use Microsoft Office Word 200

Plain Texk

| Internekt Format. .. | | International Options. ..

Stationery and Fonts

¢ Ise skationery to change wour defaulk font and style, change colors,
.:"-t.f + and add backgrounds ko your messages.,

Use this stationery by defaulk:

Signatures
,_ﬂ Select signatures For account: Microsoft Exchange Server v
Signature for new messages: Speak when angry v
Signature For replies and Forwards: | Speak when angry v
Signatures. ..
8] 4 | | Cancel
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Click the New ... button to create a new signature. Highlighting a signature and clicking Edit...

will open that signature in the Edit Signature window.

-~

Create Signature
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Signature:

Edit...
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Mew. ..

Preview:
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Cindy Two
Project Management Practices
Starbucks Coffee Company

206-318-6217%
‘Cpesk whet Fou are &Sy -
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Name your new signature file and click Next >.

-~

Create Hew Signature

@ 1, Enker a name For wour new signakure:
Example

2, Choose how ko create your signakure:
(#) Skart with a blank signature

() Use this existing signature as a kemplate:

() Use this file as a template:

Mext = || i_ancel
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Paste your signature information (or enter and format the information if you do not have your
prior signature copied). The Advanced Edit... button will launch Word if rich text was chosen

as the message format on the Options > Mail Format tab.

Click the Finish button when done.

-,

Edit Signature - [Example]

Signature bexk
;/ This bexck will be included in oukgoing mail messages:
]

Cindy Ty

Project Management Prachces
Starbucks Coffee Company

2Z06-318-6217 hal
| Forit. .. | | Paragraph... | | Clear | | Adwvanced Edit. ..
wiZ_ard options
V= Atkach this business card (wCard) to this signature:
= <Mone > v
| Mew wiCard from Contact, .. |
| Finish | | Cancel

At the Create Signature box, click OK to return to the Options > Mail Format window.
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You have the choice to pick one signature for new messages and one for replies and forwards.

When you have chosen your signatures, click OK.
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(ptions ﬂ

Ckher RightFax Delegates
Preferences Mail Sekup Mail Format Spelling Security

Message Format
jj Choose a Farmat For outgaoing mail and change advanced settings,
- Cormpose in this message Format: | Rich Text W

Use Microsaoft Office Word 2003 to edit e-mail messages
[ JUse Microsoft Office Waord 2003 ta read Rich Text e-mail messages

| Inkernet Format... | | Inkernational Options. ..

Stationery and Fonts

Use stationery to change your defaulk fonk and skyle, change colors,
.:‘lf +  and add backgrounds to your messages.

Use this stationery by defaulk:

Signatures
,_{1 Select signatures For account: Microsoft Exchange Server W
Signature for new messages: Speak when angry el
Signature For replies and Forwards: | Speak when angry w
|-=:Nu:une:=—
Example

Speak. when angry

] o | | iZancel

Outlook 2003 Tips — Signatures PM Practices

Page 6 of 6



