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How to create signatures in Outlook 2003

e Go under Tools -> Options. The Outlook “Options” window will open.

Options

Preferences | Mail Setup | Mail Format | Spelling | Security || Other | Delegates

Message Format
_jj Chonase a Farmat For aukgaing mail and change advanced settings,

Compaose in this message Format: |HTML b |

[]use Microsoft OFfice Word 2003 to edit e-mail messages
[]use Microsoft OFfice Word 2003 to read Rich Text e-mail messages

[ Internet Format., .. ] [lnternatinnal Opkions. .. ]

Stationery and Fonts

f Ilse stationery to change wour defaulk Font and skyle, change colors,
AT+ and add backgrounds ko your messages.
'

IJse this stakionery by defaulk; | <Mone = w |
[ Eonts, ., ] [ Skationery Picker... ]
Signatures
b
é Select signatures for account: r'-'1i|:r|:n::|:|Ft Exchang
Signature for new messages: | “Mone = W |
Signature for replies and Forwards: |q:r'-j|:|ne:> v|
[ Signatures, .. ]
(04 l [ Cancel ] [ Apply ]

e Click on the “Mail Format” tab. Then click on the Signatures button.
e The “Create Signature” window will open.
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x]

Create Signature

Signature:

Presview:

Unable ko preview selected signature, of no signature selected.,

[ oK ] [ Cancel

¢ Inthe “Create Signatures” Window, click on the “New” button.
e The “Create New Signature” window will open.

x]

Create New Signature

@ 1. Enter a name for wour new signakure:;
|Ringling| |

2, Choose how ko create wour signature:
{#) Start with a blank signature

(") Use this file as a template:

Mext = l[ Zancel ]

e Enter a name for your new signature (e.g., Ringling) and click Next.
e The “Edit Signature” Window will appear.
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Edit Signature - [Ringling]

Signature text

%+ This kext will be included in outgoing mail messages:

4

Enter your signature here |

[ Font... ] [ Paragraph. .. ] [ Clear ] [ Advanced Edit. ..

wZard options

= atkach this business card (vCard) to this signature:

<Mone > w

[ e wZard from Contact... ]

[ Einish H Cancel ]

e Type in what you want to appear as your signature in the “Edit Signature” window.

e Click “Finish” when done to preview your signature.

e Click “OK” once to go back to the Mail Format tab under the Options window.

e You can choose which signature you want to add for “New Messages” and for “Replies and
Forwards”. Usually new messages contain signatures but you can choose to add them to
replies and forwards also if you wish. Whenever composing a new message, you will have
the option of choosing one signature or the other but the choice that you make on this screen
would be your default choice.

How to use multiple signatures

e When you compose a new message, you will see your default signature appearing. You will
need to clear it first if you don’t want to use it.

e To choose a different signature in its place, click on the signature button and choose the
signature you want appearing in this message.
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