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Course contents

- A— o ——— —

Overview: Professional polish, personal flair
Lesson 1: Create a simple signature
Lesson 2. Get fancyd signatures with pizzazz

Lesson 3: Multiple signatures for your multiple
roles

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Professional polish, personal flair

-

A signature is a fundamental aspect of
correspondence that weoOv
expect and value. It adds a personal

touch and an element of sincerity.

E-mail signatures can play a role in
providing contact information, making
your identity or affiliation instantly
clear, and helping to close messages
with an appropriate tone.

Il n this course, youoll f
create and manage e-mail signatures
In Outlook 2007.
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Course goals

e

Create your own signatures using text, hyperlinks, pictures,
or even an Electronic Business Card.

Use your signature in every message or just when you
want to.

Create different signatures for your different roles or e-mail
accounts, and switch between them to suit your needs.

Create great-looking signatures

for your e-mail
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Create a simple signature

Like a signature in a
letter, an e-mail
signature is added to
the end of your
message.

The most familiar element of a signature is the
complimentary c¢closing. Youol |l generally
that matches the tone of your message.

Even a simple e-mail signature can be applied to your

messages automatically. That means you can save
yourself a little typing at the end of every message.
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Wh at 0 s -mai sigaature®

———— .

In addition to a
complimentary
closing, your signature
can contain
Information about you.

PIA LUND . Cheers!
rector of]

Liire,

Many professionals like to include their business contact
Information so that clients and business partners can
reach them easily.

A signature might also include a marketing message or
even a favourite quotation to express humour or
personal values.
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Wh at 0 s -mai sigaature®

———— .

Cheers!

In addition to a
complimentary
closing, your signature
can contain
Information about you.

A simple e-maill signature might include:

A Your name.
A Your professional title.

A Your physical business address and phone number.

Create great-looking signatures

for your e-mail



Wh at 0 s -mai sigaature®

———— .

Cheers!

In addition to a
complimentary
closing, your signature
can contain
Information about you.

You can also add fancier elements to a signature:

A Your e-mail or Web address formatted as a hyperlink

A A graphic such as an image resembling your hand-
written signature, a company logo, or your photo

A An Electronic Business Card
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Wh at 0 s -mai sigaature®

———— .

As you think about

what your signature
might contain, keep in

mi nd that 1t
keep it simple.

Cheerst That way, the key
Information is easy to
recognize.

You never want to annoy recipients with a signature
that s overly |l ong or distracting.

Also be sure to consider your audience carefully before
you disclose any sensitive information such as your

physical address or phone number. You d
unexpected calls from strangers.
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Start your signature

n af = D9 ' Creating a signature
= B & 0 3 [mu4d ¢ gia sy
= :| Address Check Attach Business Calendar|5ignature| Follow ) d O e S n O t t a. k e

Book Mames ~ Card - i Up~

Mames Include . Signatures...

Choose defaulk signakure

Replies/forwards:

inone)

You create and work with signatures in the Signatures
and Stationery dialog box.

You can quickly get to it from any new message by

clicking the arrow under the Signature button and then
clicking Signatures, as shown in the picture.
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Give It a name

m’ natures and Stationery

E-mail Signature | Personal Stationery

Select signature ko edit Choose default signature

The first step in
creating a signature is
to give it a name. You
start by clicking New
and then typing the
name in the New

ECLApne Signature dialogue

= Business Card b OX -
You can give your signature your name,
signature, 0 or choose anything el se.
| f you intend to create multiple signat
use descriptive names such as NnBusi ness
NBusiness (all contact info)o or nPerso

so you can keep track of which one to use.
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Make it look the way you like

Select signature to edit ‘ . Aﬂ:er yo u n a.m e yO U r

Iy work, signature .
The picture illustrates

create it.
Best regards PLA LUND

e the steps for creating

Contoso, Ltd.

Director of marketing a Slmple Slgnature

Contoso, Ltd.

Edit signakure

@ Type your text in the text box.

® Specify some of the basic design elements of your
signature, such as its font and font size.

® Choose a colour if you want.
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Make it look the way you like

Select signature to edit ‘ . TO get a. Ilttle fanCy,

Iy work, signature .

o formatting for different
4 lines of your signature.

Regards,
PlA LUND

:—:‘Zizlziga rds, :_:.:'l'r-_-"tu:r:lr |:IL|‘t :':'JD rketing H e re y fo r i n Stan Ce ) P i a
Eir‘e ft?r th:arketin I L u N d 6 S n a m e
—— different colour from

the rest of the text.

en youodre satisfied with your basi c s

at os Tanm It takes to get your signat.¢u
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Make it look the way you like

Select ::igature bo edit : : Modlfylng your
My work signakure .
relete N Save I Edit signakure P
CROgy] ~fter youov
B0y Regards, S I g n a. t u r e y
Best regards, EI:L:T Elrnﬂ rketi mOdl t
Pia Lund :-:‘::lr;tL:J;::l_,Ll:t::;iD i fy It.
Director of marketing
Contoso, Ltd.
To make a change one time, for a particular message,
you can modify the signature right in the message,
changing it just as you would any other bit of text.
To modify the saved signature, youol |

the Signatures and Stationery dialogue box and make
your changes from there.
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Apply your signature automatically

Signatures and Stationery When yOU create your
RS e (e first signature, Outlook
Seect snature o el sets that to be your
S default signature and
applies it to all new
messages
automatically.

Regards,
PIA LUND

5550189 fw)

512-555-1090 {m)

So to use your new signature, simply start creating
messages.

Youol | see the signature Iin each new me
create.
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Apply your signature automatically

| f youbve cr

e T than one signature,

Select signature to ed: you can verify which
e signature is set as the

LA default by looking in

the Signatures and

Stationery dialogue

box.

Signatures and Stationery

Regards,
PIA LUND

5550189 fw)

512-555-1090 {m)

The default signature is listed next to New messages
under Choose default signature.

The picture shows an example of a signature called My

work signature being used automatically for new
messages.
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Use your signature only when you choose to

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

Py wiork signature

usiness Card

If you prefer to add
your signature on a
message-by-message
basisd that s, if you
dondot want
added automatically to
new messagesd you
can adjust your
settings in Outlook.

In the Signatures and Stationery dialogue box, click
(none) in the New messages list under Choose default
sighature.
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Use your signature only when you choose to

———— .

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

Py wiork signature

usiness Card

If you prefer to add

your signature on a
message-by-message
basisd that s, if you
dondot want a
added automatically to
new messagesd you

can adjust your

settings in Outlook.

Then, when youore ready t
message, use the Signature button on the Ribbon, In
the Include group.

Attach Attach Business Calendar]Signature
File Item Card =

Include

Create great-looking signatures
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What the recipient will see

Hello! - Message (HTML) .ETn Hella! - Message (Plain Text) Wh en y ou 6 vV €
— S — a signature and
From From: started using it, you
;j:biect: Hello! E::biect: Hella! may Wonder Whether

' ' all recipients see it the

same way.

Regards, - Regards,

PLA LUND PIA LUND

Director of Marketing
Contoso, Ltd.
612-555-0189 (w)
612-555-108298 (m)

Directar of Maorketing
Contoso, Ltd.
§12-555-0189 [w)

§12-555-1090 [m)

The answer is, probably not.

How a recipient sees your signature depends on the
program they use to read e-ma i | and how theyove
chosen to set it up.
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Hello! - Message (HTMIL) ID,. Hello! - Message (Plain Text) Here are tWO
Message e MMessage examples Of Sltuatlons
From From in which what you

e © o send may be different
' ' from what they see.

What the recipient will see

Regards, - Regards,
PlA LUND PIA LUND

Director of Maorketing

Contoso, Ltd. Director of Marketing

612-555-0189 (w] Contoso, Ltd.

.".I--I 2= ] E .."l‘l.ul g, W L o 4 y

£12-555-1090 [m) ?1%—555-513;5 {:1-1:}
512-555-18%96 (m)

The recipient reads e-mail in Plain Text format

Someone who reads e-mail in Plain Text (text-only)

format may not see colours or other fancy effects. So

when you design your signature, |Itos a
iIn mind how it will appear in plain text.
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Hello! - Message (HTMIL) ID,. Hello! - Message (Plain Text)
Message = MMessage

From: From:

To: To:

Cc Cc

Subject: Hello! Subject: Hella!

Regards, - Regards,
PlA LUND PIA LUND

Director of Maorketing

Contoso, Ltd. Director of Marketing

Contoso, Ltd.
612-555-0189 (w)
612-555-108298 (m)

§12-555-0189 [w)

§12-555-1090 [m)

Here are two
examples of situations
in which what you
send may be different
from what they see.

What the recipient will see

The recipient doesnot have
your signature

Fonts are not embedded in your message. That means

that in order to see the font that you used, the recipient
must have that font installed on his or her computer.

Create great-looking signatures
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Suggestions for practice

S ——————

Create a signature.
Set the default signature.
Edit a signature.

Delete a signature.
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Test 1, question 1

- —

Why is an e-mail signature so useful? (Pick one answer.)

1. It verifies to recipients that your message came from you and
has not been altered.

2. It enables you to automatically give your messages a polished
look by including familiar elements such as a standard closing
and your name and phone number.

3. It prevents people from forwarding your message.
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Test 1, question 1. Answer

e -

It enables you to automatically give your messages a polished look by
including familiar elements such as a standard closing and your name
and phone number.
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Test 1, question 2

—

When you create your first e-mail signature, that signature

will automatically be applied to all new messages. (Pick one
answer.)

1. True.

2. False.
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Test 1, question 2: Answer

S ——————

True.

A new e-mail signature will be applied by default to new messages
unless you change your settings.
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Test 1, question 3

e

Fancy touches to your signature, such as bigger or more
colourful fonts, will not be visible to someone who receives
e-mail in which format? (Pick one answer.)

1. Plain Text.
2. Rich Text.
3. HTML.

Create great-looking signatures
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Test 1, question 3: Answer

S ——————

Plain Text.

| f t he r -eailippograennstcanfsgured to display messages in
Plain Text format only, that person will see a very plain version of your
signature.
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Get fancyod signe
pizzazz




Get fancyo signatures with pizzazz

The previous lesson
showed you how to
mwo o create a simple
signature by using text

| and for matt.
a great start.

§12-555-1090 {m)

.‘. = .v.,
- Hezlthcare
ﬁ with heart PIA LUND

Director of Maorketing
£12-E55-0189 [w)

Now 1 tos tin
little fancy.

pla@contoso.com

But first | etodos stress that fancy doesr

A wel | pl aced Afancyo el ement | i ke a hy
picture (a company logo or professional photo of

yourself, for example) has the potential to help make

your signature ultra useful.
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Use pictures and h

Edit signakure

Regards,
PlA LUND

Director of Marketing
Contoso, Ltd.

Edit signature

Regards,

PIA LUND

Director of Marketing
Contosa, Ltd.

B I U 5| Business Cari

B I U =] Business C

yperlinks

Regards,
PIA LUND
; Director of Marketi

F';Ictu el = Contoso, Ltd.

Regards,

ard | |2 PIA LUND

Director of Marketi
Insert Hyperlink

Pictures and
hyperlinks are
informative additions
to your e-maill
sighature.

A picture in your signature offers more than just a fancy

touch. For example, in your signature a photo of yourself
or a company logo can serve as a powerful visual cue to

help customers easily identify you or your company.

To add a picture, click the Picture button in the
Signatures and Stationery dialogue box.
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Use pictures and

Edit signakure

Regards,

PIA LUND

Director of Marketing
Contoso, Ltd.

Edit signature

Regards,

PIA LUND

Director of Marketing
Contosa, Ltd.

B I U 5| Business Cari

B I U =] Business C

hyperlinks
e

Regards,
PIA LUND

) Director of Markeh

F';Ictu el = Contoso, Ltd.

- Regards,
ard | 3], PIA LUND
Director of Marketi
Insert Hyperlink

Pictures and
hyperlinks are
informative additions
to your e-maill
sighature.

Note t hat | f

You canot r es

youdre picture I s too bi
need to resize it before you insert it into your signature.

| Edet signiatare box. e s

Create great-looking signatures
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Use pictures and hyperlinks

.
Edit signature Regards, P I C t U r eS an d

Arial W w " | Business Cari = | & PIA LUND .
il — hyperlinks are

Director of Markeh

e CETRE ) - SSUETSl  informative additions
o ¢ = to your e-mail
signature.

Edit signature
=TF Regards,

B I U 8- Business Card | |2 ﬂ PIA LUND

i e Director of Marketi
Regards, Insert Hyperlink

PlA LUND

Director of Marketing

Contosa, Ltd.

A hyperlink can be another powerful aspect of your

signature. For example, you can use one to advertise

your companyo6s Web site or to direct r €
particular e-mail address.

To include a hyperlink, click the Hyperlink button in the
Signatures and Stationery dialog box.
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Advanced layout and design in the message body
.

“";' ﬁ Cut
53 Copy
f Format Painter
Clipboard

ig |10 =
E-mail Signature

Select signature to edit

Edit signature

|, Paste

A | Font..

E-mail Signature

Select signature bo edit

PIA LUND

Director of Marketin

pia@contoso.com

Are you having trouble
getting your signature
to look just the way
you want by using the
tools available in the
Signatures and
Stationery dialogue
box?

Design the signature in the e-mail message body, and
then copy and paste it to the Edit signature area of the

Signatures and Stationery dialog box.

Create great-looking signatures

for your e-mail



Advanced layout a

“";' ﬁ Cut
53 Copy
f Format Painter
Clipboard

ig |10 =
E-mail Signature

Select signature to edit

. r/—_-

E-mail Signature

Select signature bo edit

Edit signature

PlA LUND
Director of Marketin

|, Paste

A | Font..

pia@contoso.com

nd design in the message body

Because the Outlook
editor is based on
Microsoft Office Word,
many of the features
available in Word are
available in Outlook.
And you can use them
to get fancy.

Here are a few examples of what you might do:

A Use atable for layout. A table will give you better

control over the position and alignment of each part of

your signature.

A Insert symbols. You can use symbols as identifiers
for different text elements in your signature.

Create great-looking signatures
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Advanced layout and design in the message body

“";' ﬁ Cut
53 Copy
f Format Painter
Clipboard

ig |10 =
E-mail Signature

Select signature to edit

Edit signature

all JII' = | e i £l IR L=
E-mail Signature

Select signature bo edit

Because the Outlook
editor is based on
Microsoft Office Word,
many of the features
available in Word are

available in Outlook.
And you can use them
to get fancy.

PIA LUND

Director of Marketin

|, Paste

A | Font..

pia@contoso.com

Here are a few examples of what you might do:

A Size and format pictures.Whi | e you cano6t si ze

pictures directly in the Signatures and Stationery
dialog box, you can size pictures in the Outlook editor.

Create great-looking signatures
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Advanced layout a

i e
=

| ﬁ Cut

53 Copy
f Format Painter
Clipboard

ig |10 =
E-mail Signature

Select signature to edit

Edit signature

|, Paste

A | Font..

nd design in the message body
.

E-mail Signature

Select signature bo edit

PIA LUND

Director of Marketin

pia@contoso.com

S0 you see, you can
get very fancy if you
want to.

And of course, how
much you choose to
do is up to you.

But with all the signature formatting options available in
the Outlook editor, remember that simplicity counts too.
If you choose to design your signature in the Outlook
editor, take care not to get too carried away.
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Use a handwritten signature

=] % ot e ienatures and stationery | ONE Clever way to

|l el [P make your e-malil
Clipboard - Seleck sigratur‘e ko edit Select ::igrature ko edit S I g n atu re IOO k re al Iy
| personal is to include
" — Edit ||:|r|:|I'urn- — a h an dW”tte n

E=EEE sSignhature in it.

o o
| ﬁ W

Iﬁ : A5 : Director of Marketing
: A | Font.. :

B paste [ PIA LUND

£12-555-0189 [w)

To do this, you can use a Tablet PC or create a picture of
your signature.
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Use a handwritten signature

= b Bl sicoatures and stati p—T-rer— Using a Tablet PC

53 Copy — — ]
.. ; Format Painter B E-mail Signature E-mail Signature
E E Pal
Clipboard ) ] Select signature to edit 3 Select signature to edit I f y 0 u 0 V e g O

CETE— || — TN R o)

Edit signature pen_enabled deVICe,

E—Em k. )YOou can hand-write
- your signature.

o com g

e :
_ : : PIA LUMND
A |, Paste :

Director of Marketing

A Eont. 512-555-0189 [w)

The signature in the example was created using a Tablet
PC.

To re-create it, first write the signature in a message.
Then select it and copy it, and paste it into the Edit
signature area of the Signatures and Stationery
dialog box.
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Use a handwritten signature

“"l' n'i Cut

53 Copy —

. E-mail Signature E-mail Signature
f Format Painter B E = J : - ]

Clipboard ) Select signature to edit 3 Select signature to edit

Handwritken Handwritten
relete T relete e

Edit signature

[— = S

s o gy

ey : |

: B Paste PIA LUMND

Iﬁ : "“ : Director af Marketing
; A | Font. :

£12-555-0189 [w)

Create a picture of
your signature

| f you donot
pen-enabled device,
there are- ot
techo ways t
the effect of a
handwritten signature.

For example, If you have a scanner, you can use a
regular pen and paper to write your signature, scan it,
and use that image as the picture in your e-mail
signature.

Or, if you can receive faxes on your computer, send
yourself a fax with your signature.

Create great-looking signatures
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Use a handwritten signature

“"l' n'i Cut

53 Copy — —
.. ; Format Painter B E-mail Signature E-mail Signature

Clipboard ) Select signature to edit 3 Select signature to edit

Handwritken Handwritten
relete T relete e

Edit signature

[— = S

s o gy

ey : |

: B Paste PIA LUMND

Iﬁ : "“ : Director af Marketing
; A | Font. :

£12-555-0189 [w)

Create a picture of
your signature

| f you donot
pen-enabled device,
there are- ot
techo ways t
the effect of a
handwritten signature.

Once youobve got the picture, you can sS.i

the Picture button in the Edit signature area of the
Signatures and Stationery dialogue box to insert the
picture into the signature.
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Use an Electronic Business Card

E-mail Signature | Personal Stationery Electronic Business
Select signature ko edit Choo Card S (E B CS) are new

ey k. signakure

sestsuamd (0 Outlook 2007.

Jelete e Save Lenanne E B CS 3 an eXte nS i O n Of
Edit signature o el o Contacts , €N ab I e yO u
B 7 U SdeusmessCard || el to easily share contact

PIA LUND |M S B i information with
others.

Making your own Electronic Business Card is as easy as
switching to Contacts and creating a contact for
yourself.

Create great-looking signatures
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Use an Electronic Business Card

E-mail Signature | Personal Stationery Electronic Business
Select signature ko edit Choo Card S (E B CS) are new

ey k. signakure

sestsuamd (0 Outlook 2007.

Jelete e Save Lenanne E B CS 3 an eXte nS i O n Of
Edit signature o el o Contacts , €N ab I e yO u
B 7 U SdeusmessCard || el to easily share contact

PIA LUND |M S B i information with
others.

Once you create a contact for yourself,
Electronic Business Card to use, which you can then
include in your e-mail signature.

Just click the Business Card button in the Signatures
and Stationery dialog box, as shown in the picture.

Create great-looking signatures
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Use an Electronic Business Card

E-mail Signature . Personal Stationery An E B C WI I I ad d a.
Select signature to edit Zhaoo p rofess i O n al to u C h to

Py wark, signakure

et /OUT Signature.

Edit signature
B I O ,Elﬂu::inessggard

{512) 555-1
PIA LUND |Ir'|sert Business Card 4567 M3k &

Minneapois

In addition, recipients can easily save your contact
information to their own contacts, because an EBC has
two parts: a picture and a file in vCard format.

The use of a vCard file means that the contact
Information associated with the card will be easy for
reci pients to save even I f they donot u

Create great-looking signatures
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Design skills lacking? Download a template

E!I’. Micresoftt

. .0ffice Online

Home Products Help and How-to Downloads Clip Art Templates Oifice Live

Templates

Home

Harne
# Templates Home Outlook 2007 PowerPoint 2007 word 2007
1 i - ’ i

Template Resources

SR

Community
Templates

» Recently Submitted Electronic business card Buzinesz plan prezentation

< Cubmail o Taranlaka

One way to get a
really professional
looking e-mail
signature Is to start by
copying one that you
like and then
substituting your own
iInformation as
appropriate.

You can do this with any signature that anyone sends
yOu.

Another great option is to download and use the

signatures template, available from Templates on
Microsoft Office Online.

Create great-looking signatures
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Suggestions for practice

- A— o ——— —

Get fancy with design and layouit.
Copy and paste a signature.

Create a signature with a picture and a hyperlink.

Create great-looking signatures
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Test 2, question 1

e

Which one of the following fancy elements included in a
signature will allow a recipient to save contact information
directly to his or her own Contacts folder? (Pick one answer.)

1. A hyperlink.
2. A company logo.

3. An Electronic Business Card.

Create great-looking signatures
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Test 2, question 1. Answer

S ——————

An Electronic Business Card.

An Electronic Business Card includes a vCard file that can be easily
saved to Contacts.

Create great-looking signatures
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Test 2, question 2

- —

| t 6s possi ble to resi ze
Stationery dialogue box. (Pick one answer.)

1. True.

2. False.

Create great-looking signatures
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Test 2, question 2: Answer

S ——————

False.

Size your picture first, save it, and then add it to your signature.
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Test 2, question 3

- —

Youbre not a designer. How can

create a fancy signature that looks professional? (Pick one
answer.)

1. Hire a designer.

2. Download a template from Templates on Microsoft Office
Online.

3. Take a design course.

Create great-looking signatures

y ou

for your e-mail



Test 2, question 3: Answer

Download a template from Templates on Microsoft Office Online.

On the Templates site, you can find examples of some really nice e-mail
signatures with just a few clicks.

Create great-looking signatures
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Multiple signatures for your multiple roles

ﬁ?_ﬁ:a;aﬁ‘ﬁe account
ke

Volunteer Position

Family

SOCCER COACH

On any given day,

y ouoO | tmalus e
accomplish a variety
of tasks.

Your correspondence
IS likely a mixture of
personal and
professional.

You can create as many signatures as you want to use
for different occasions and situations.

What 60s
anot her
a message.

mor e, | t0s easy to

even when youore

Create great-looking signatures
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rirght i n th
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Create more than one signature

Signatures and Stationery I t 6 S eas y t 0
e multiple signatures.

Seleck signature to edit Choose default signature

Email account:
e ;

Edit signature

W ¥[s ¥[(6] 2 u [ee—

Regards,

PlA LUND

Director of Marketing
Contoso, Ld.

Just click the New button in the Signatures and
Stationery dialogue box, give the new signature a

name, and type (or paste) what you want in the Edit
signature box.

As you can see in the picture, your signatures collection
IS listed in the Select signature to edit list.
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Switch to another signature in a message

%

Subject:

Regards, :
PIA LUND s PIA LUND
Director of Marketing : ¥

Director of Marketing
Contoso, Ltd.l

Contoso, Lid.
612-665-0189 (w)

Easic Signature (Work)

Basic Signature (Work, reply]
Basic with personal quote
Fancy Signature [picture)

Signatures...

There are situations
when you want to
switch to another
signature while writing
a message.

For example:

A Your formal signature with business contact
Information may be the one you assign to your work
e-mail for correspondence with most colleagues.

AWh en vy o u émasing cowasrkers who know you
well, you may want to use a plainer signature.
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Subject:

Regards, :
PIA LUND = PIA LUND
Director of Marketing : ¥

Director of Marketing
Contoso, Ltd.l

Easic Signature (Work)

Basic Signature (Work, reply]
Basic with personal quote
Fancy Signature [picture)

Signatures...

Switch to another signature in a message

There are situations
when you want to
switch to another
signature while writing
a message.

For example:

A When you correspond with a new customer, you may
want to use something fancy.
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Switch to another signature in a message

t o

Subject: [ y t h a t
Regards, 5

PIA LUND
Director of Marketing
Contoso, Ltd.l
Easic Signature (Work)

Easic Signature (Work, reply
Basic with personal quote
Fancy Signature [picture)

Signatures...

Just click the arrow on the Signature button at the top of
your message.

Or, as shown in the picture, right-click the signature itself
and then choose another signature from the list.
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Different signatures for replies and forwards

Signatures and Stationery There are situations in
E-mal Sgnature. | Personl Stationery. which youodl |l
Select signature ko edit ':hI:lI:ISE.e default signakure use a dlﬂ:el'ent
: S signature when
replying to or
forwarding a message
i than the signature you
use for new

Pla LUND

- scior of Marketing m essag eS .

For example, for new messages you may want to use a
fancy signature with a picture and hyperlinks.

But for replies and forwards, a more basic signature with
only text will save space and reduce delivery time.
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Different signatures for replies and forwards

Signatures and Stationery There are situations in
E-mal Sgnature. | Personl Stationery. which youodl |l
et sanature o edt Choose defeul sanatre use a different
S signature when
replying to or
forwarding a message
i than the signature you
use for new

Pla LUND

- scior of Marketing m essag eS .

As you see here, you can set this up easily by making a
selection in the list for Replies/forwards under Choose
default signature.
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Different signatures for different e-mail accounts

Choose default signature

2
=

Regards,

PIA LUND

Director of Marketing
Contoso, Lid.

If you use more than
one e-mail account in
Outlook, consider
assigning a different
default signature to
each account.

Why? Because you might use a specific account for a

specific role in your life.
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Different signatures for different e-mail accounts

Choose default signature

Regards, example_
PIA LUND

Director of Marketing

Contoso, Lid.

2
=

@ For her Microsoft Exchange Server account (her work
e-mail at Contoso, Ltd.), Pia Lund uses My work
signhature.

® Pia has a Basic with personal quote signature for a
different account that she uses primarily for non-work
e-mail.
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Different signatures for different e-mail accounts

However many
Sighatures vy
created, Outlook uses

PlA LUND

Ej'frﬁ-u:tc-r of Marketing O N Iy th e O N e S yo u
Contoso, Lid. .
assign.

Choose default signature

2
=

At any time, if you wanted to stop using a signature on
an account, you would just set your signature options to
(none).

Create great-looking signatures

for your e-mail



Suggestions for practice

- S ——————

Switch to anether signature.

Assign different signatures to different e-mail accounts.
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Test 3, question 1

- —

How many e-mail signatures can you create in Outlook 20077
(Pick one answer.)

1. One.

2. One for each e-mail account you have.

3. As many as you like.
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Test 3, question 1. Answer

S ——————

As many as you like.

You can have plain and fancy signatures, professional and personal
signatures. The number you have is completely up to you.
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Test 3, question 2

s A

What do you need to do to switch from one signature to
another in a message? (Pick one answer.)

1. Delete the default signature and then copy and paste the new
one from a different message.

2. Switch the signature from the Signatures and Stationery
dialogue box.

3. Use the Signature button on the Ribbon and select a different
one from the list.
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Test 3, question 2: Answer

e -

Use the Signature button on the Ribbon and select a different one from
the list.

| f youdove created more than one
one of them by clicking the arrow under the Signature button on the
Ribbon and selecting a new one from the list. You can also right-click

directly on the signature to bring up the same list.

Create great-looking signatures
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Test 3, question 3

—

You must use the same signature for new messages that you
do for replies and forwards. (Pick one answer.)

1. True.

2. False.
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Test 3, question 3: Answer

S ——————

False.

You can use whatever signature you want.
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