How to create a personalized signature for your email

1. Download the email signature template from Arthritis Research Canada's website.
2. Open a new email message.

3. On the Insert menu, select Signature > Signatures.

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

lsignature Exampte1 [N E-mail account: | e@arthritisresearch.ca v |
Signature Example 2 -
Signature Example 3 New messages:  signature Example 1 v|
Signature Example 4 ’ —
Signature Example 5 Replies/forwards: | (none) v |
Signature Example 6 b =

Delete New Save Rename
Edit signature
Calibri(Body)  [V][11 V]| B 1 u I | & Business Card | [

|Jane Brown ~
Marketing & Communications Officer

NCC

ARTHRITIS RESEARCH canaDA
ARTHRITE RECHERCHE canADA

Il
d
bl

Get signature templates

oK Cancel

4. Choose New, and in the New Signature dialog box, type a name for the signature.
5. Under Edit signature, Paste the signature in the empty box.
6. Make sure you update your Name, Title, and Phone Number

7. Click OK.

8. Change your default signature for new messages, replies and forwards to the signature you created and
you’re done.
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