OUTLOOK

Creating a Signature
1. Open Outlook

2. Select Tools > Options
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3. Select the Mail Format Tab and "Options

Mail Format | Spelling | Other

Click the Signatures Button | Preferences | ail sétp.

Message format

. Choose a format for outgeing mail and change advanced settings.
g Compose in this message format: [HI'ML v]

Internet Format... ] [Inhemaﬁonal Options... ]

" | HTML format

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

Rely on €SS for font formatting
[T 5ave smart tags in e-mail

Stationery and Fonts
Use stationery to change your default font and style, change colors, and

AC add backgrounds to your messages.
Stationery and Fonts...

Signatures
}& Create and edit signatures for outgoing meggages, replies and forwards,

Editor options
E j Change the editing settings for e-mail messages.

Editor Options...
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4. Click the New Button

5. Enter a name for the New Signature
and click OK

6. Enter your name in the bottom box.
Highlight the text and format as
desired.
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Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

Chaose default signature

| Emailarcount: lizcicond @iacksboroisd.net
Mew messages: | Dianna Jacksan

Replies/forwards: |hiamna Jackson

KN {EN|EN

New ][ Save
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Edit signature

Batang Fl#l]e r u

Automatic

FE = = | m3snescad |9 8

Signatures and Stationery

121 = |

E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature

[ «| E-malaccount: |sacksond @jacksborsisd.net
New messages: | pjanna Jackson

Replies/forwards: [ pyanna Jackson

EFIEIE

peete | [ dew ][ save ][ mename | | NewsSignature ?
Edit signature Type a name for this signature:
[Bateng 2| =

E

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature
E-mal account:  [j3cksondi@jacksboroisd.net

New messsges: | (one)

GEE

Reples/forwards: [(none)

elete | [ wew | [ swve | [ mename |
Edit signature
Kunster Soipt |26 El B I U Automatic El == ‘ 8- Business Card ‘ N
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8. To add a picture, click the add S S
picture button.

Select signature to edit

Choose defaut signature
E-mail account: g5 cksond|giacksboroisd.net

New messages:  [(non)

Reples/fornards: |(none)

]

[ Delete ][ New ][ Save ][ Rename ]

9. When you are finished designing

. . Batang F=Ee 7 v awme []|E
your signature, click the OK button. ” >
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Technology Assistant
Jacksboro ISD

Office: 940-567-7295
Cell:  940-229-4843]

WO

10.  Set the Default Signatures for New _
messages and Replies/Forwards ] =
and click Apply. | et Soranae | pson Sty |

Select signature to edit

Choose default signature

Diznna Jackson

i E-mail account:

jacksondl @jacksboroisd.net |z|
MNew messages: | piznng Jackson |z|
Repliesfforwards: A~ |
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