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Creating and Configuring an Auto Signature in Outlook

Create Auto  The Signature feature in Microsoft® Outlook is used to append your contact
Signature information to the end of your e-mails upon creating a new email. This section of
the job aid will show you how to create an auto signature.

Step Action
1. Open Microsoft Outlook 2003
Click the Start button >> Programs >> Microsoft Office >> Microsoft
Office Outlook 2003 OR Double click on the Microsoft Office
Outlook 2003 Icon on your desktop.
2. Select the menu Tools >> Options...
3. Select the tab Mail Format >> Signatures... button
4. Click the New... button
5. 1. Enter a name for your new signature:
1. Enter a name for wour new signakure;
My Tracen Signature
6. 2. Choose how to create your signature:
If Then
You do NOT have a Select the radio button that states
pre-existing file to Start with a blank signature.
create your signature... Click Next > button. Go to Step 7
You have a pre-existing | Select the radio button that states
signature you want to Use this existing signature as a
use as a template template:
Click on the dropdown arrow to
select your template.
Click Next > button. Go to Step 7
You have a pre-existing | Select the radio button that states
file you want to use for | Use this file as a template:
your signature Browse to the file, select it. Click
Select button.
Click Next > button. Go to Step 7
7. Signature text Section
Enter/edit all necessary information into the large Signature text field.
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8. vCard options Section

If you want to include your vCard, which has your work phone numbers
and addresses, for others to add to their address book, then select the
down arrow under ‘Attach this business card (vCard) to this signature’.

Select your name (should be displayed as Last, First).
Click Finish button

Edit Signature - [My Tracen Signature]

—Signature kext

“# This text will be included in outgoing mail messages:
5

¥ris Thayer

L-3 Comrunications

In Support of:

USCE Tralning Center Petaluma's
Information Resource Center (IRC)

FEarit | Eatagramtin.. Clear Advanced Edit... |

—wCard options

Attach this business card (wCard) ko this signature:
= IThayer, Kristine j

Mew wCard from Contact. .. |

Einish I Cancel |

9. Verify the “signature” is to your liking in the Preview section.
Click OK button.

Choose How Signature(s) will be used
Options 7]
Preferences I Mail Sekup  Mail Format ISpeIIingI Security I Other I Delegates I
Maszage format
jj Choose a Format For outgaing mail and change advanced settings.
= Compose in this message format; IPIain Text j
¥ Uz Mictasaft Gffice Word 200E ko edi e-mailmessanes
I¥ | W5 Micrasoft Office Word 2006 bstead Rich Texb e-msl messaaes
Internet Format. .. I International Options. .. I
Stationery and Fonts
q Use stationery to change vour defadlt Fant and style, change colars,
.A( «  and add backgrounds to wour messages.
Use this stationery by default: |<N0ne> j
Fonts... | Statiomers Ficker:. I
Signatures
,_é Select signatures For account: IMicrosoFt Exchange Server j
Signature For new messages: IKrisThayerl YI
Signature For replies and Forwards: IKrisThayerl 'I
<None:=
KrisThayverl
My 2nd Tracen Signature
My Tracen Signature
oK I Cancel | ot I
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If

Then...

You want the signature
to appear on every new
e-mail message.

Select a Signature in the dropdown
field next to Signature for new
messages: Go to Step 11

You don't want a
signature to appear on
every new e-mail
message.

Select <None> in the dropdown
field next to Signature for new
messages:

Go to Step 11

You want the signature
to appear in any reply or
forwarded message.

Select a Signature in the dropdown
field next to Signature for replies
and forwards: Go to Step 11

You don’'t want the
signature to appear
when you are replying or
forwarding to e-mail
messages.

Select <None> in the dropdown
field next to Signature for replies
and forwards:

Go to Step 11

11. Once you’'ve made your selection for both new messages and
replies/forwards, Click OK button. Your signature will - by default — be
placed at the end of the e-mail messages you send.
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