Create a signature Outlook 2013

1) Select File

2) Select Options
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3) Select Mail and then select Signatures
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QOutlook Options - &g

General . .

Change the settings for messages you create and receive.

Mail

Calendar Compose messages

People ﬁj Change the editing settings for messages. Editor Options...

i

Tasks Compose messages in this format: |[HTML ﬂ

Search

Language ABC Always check spelling before sending l Spelling and Autocorrect.. l

Advanced Ignore original message text in reply or forward

Customize Ribbon " o -

Create or modify signatures for messages.
Quick Access Toolbar
Add-Tns B 1

4) Select New

Signatures and Stationery e c——

E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature
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| New Signature

Type a name for this signature:

| my signature

6) Create the signature, to add graphics select the graphics icon. Once completed select Save and
then under “Choose default sighature” select where the signature is to be used. Select OK once

completed
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Signatures and Stationery P — \
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E-mail Signature | Personal Stationery \

Select signature to edit

my signature
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Edit signature

Choose default signature

E-mail account: |engage.365@csuohio.edu

MNew messages: |(none)

Replies/forwards: |(n0ne]
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