How to Create a Signature in Outlook
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Click on New>and Type in a name for your signature>OK

Signatures and Stationery @
E-mail Signature | Personal Stationery ]

Select signature to edit Choose default signature

I E-mail account: |Exchar1ge

|z| -
New messages: |[r|one}| |E| ]
=]

Replies/forwards: |[r|one}|

| Delete | Mew | Save, ]
Edit signature - - -
= L-I'ypeaname for this signature:
cobieod) [l e s [Frreed J [mermce |2 & ]
st signature,
-
[ o« cancel | K

TT [T ENMdETE QJTeEvTeEwW TOT BT PFIOTETIET MES X dUEs [IWidy TMTErdTT TETTOTITdTTCE]

Type in your signature>click OK
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When you open a new email your signature will be therel!
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You can create a new signature for your reply email or select the current signature for replies and
forwards.



