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Creating a signature in Outlook 2010

1. Click on File.

2. Click on Options.

Click on
options.
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3. Click on Mail.

Click on

Mail.

4. Click on Signatures.

Click on Signatures.
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5. Click on New and enter the name of your signature and click Ok.

-

-
Signatures and Stationery m
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
I | el 2ot [vaibox - ]
New messages: | (none) |E|
Replies/forwards: |(ngone) |z|
" Delete Save ] [ Rename [l
Edi signature Mew Signature i ? %
Calibri (Body)  [w] (11 E|| B 7 U = | Business Card | @ % |
Type a name for this signature:
Enter the name of your
#’ T signature.
[ oK ] [ Cancel l
L - I
0K l [ Cancel l [
W I e e . i — — . o — J
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6. Enter your signature and choose whether the signature will appear in new messages
and/or replies/forwards. Click ok.

-

-
Signatures and Stationery M
E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature

T - | Emaiaccount: [uibox - ]
Mew messages: {nane)
Replies/forwards: {none)

-

Delete l [

Save ][ Rename ]

Edit signature
cabri@ody)  [+][11[]| B 7 U [E—~| =)

= |s_=7lﬁusinessCard | 5 %

Click onthe drop down I*I

Enter your signature here. arrow and select your T
signature for New

Messages and/or I

Replies/Forwards.

Click ok. H [ oK l[ Cancel [

e e o e e e e

W — - E——

7. Click ok again at the outlook options window.
8. Create a new email and/or reply to an email to view your signature.
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