Outlook Signature

Objective: Learn how to add a signature to Outlook

1. Opening Outlook

a. Double Click on Microsoft Office Outlook 2007
w -

Microsoft Office
Outlook 2007

2. Open New Mail Message

a. Click New (circled in red below)

i~ Inbox - Microsoft Outlook (Trial)
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Mai Mew Mail Message| ¢

3. Open Insert Tab

a. Once in New message click on Insert Tab (circled in red below)
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4. Signature Button

a. Click small arrow below Signature
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b. Click on Signatures in Drop Down
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5. Signatures and Stationary Window
a. This window will open win you click on signatures

b. Click New (circled in Red)
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6. Signature Name

a. New Signature window
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i. Type in Name for this signature

ii. Click ok
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Type a name for this signature:

insert the name you want here

0K ‘ ‘ Cancel |

7. Adding Your Signature
a. This window appears after you clicked ok
b. The signature name created will be the highlighted signature
c. Enter your info into the box below

d. Click Save
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E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
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Inserting your Signature

a. Click insert tab once back in Message screen

b. Click Signature Button

c. Click on Signature you want to insert
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9. Signature will appear
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This message has not been sent.
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Terms of use

« Give it away to your blog/website readers

» Give it away as a freebie to those who sign up for your mailing list
* Give it away as a free bonus to your paid products

« Give it away to members of your membership site as a free bonus
» Give it away to your customers or clients as a gift

* Give it away during a webinar as a learning tool

» This checklist is not be sold

e This checklist is not to be altered or edited in any way.
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