This visual guide was designed to assist you with creating

signatures in Microsoft Outlook.
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Towards the bottom of the
screen, there will be a
signature section.

To set up a new signature,
click the signatures button.

You will now see a “create
signature” dialog box.

Click the “new” button to start
creating your signature.
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Attach this business card {wCard) bo this signature;

meaningful to you.

You can enter all your text into
the “Signature Text” box.

The font, paragraph and clear
buttons will allow you to format
your text, or delete it all.
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The advanced edit button will
open a more advanced text
editor. It's not recommended
that you use this area unless
you're comfortable with using
different text editors.
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Underneath my personal
information, | added a
line to say, “Not a
member of the Buffalo
Urban League? Ask me
how you can change
that!”

Since | wanted this text
to be a bit more
noticeable, | used the
“Comic Sans MS” font,
italicized it and set the
~ size at 10. | left the font
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color at the default
setting of black.

The last part of this signature includes a few

lines about our 80" Anniversary and an
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‘\/ This text will be included in outgoing mail messages:

Join us in celebration of our 80 years of
service to our communityl There will be

special events throughout the year.
Visit http://buffalourbanlea:

invitation to visit our website. Any URL
(website address) that you enter will be
clickable link.

| chose the Comic Sans MS font to keep my
fonts fairly consistent. | set the font style to
regular with a 12 point size. The color |
chose was a custom color because | wanted

this text emphasized.
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Select your new signature
for your email messages.

Click ok to save the settings.

All new emails you send, as
well as any replies you
send, will have your new
signature in them.



