From: LSA Learn <LSALearn@scstatehouse.gov>
To:
Date: 2/15/2017 2:07:14 PM
Subject:  LSA Tech Tip - Creating a Signature in Outlook

Creating a Signature in Outlook

Create, edit, and attach a signature to email messages you send, reply to, and forward.

1. Click the New Email button to start a new email message. |jj"
Signature Atta
2. On the Message tab, within the Include group, select Signature, then Signatures... | o

1 Signatures...

3. Click the New button, then type a name for the signature.

4. In the Edit signature box, type your signature information. Use the mini toolbar to change the font, color, ete.
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Click here to insert a saved picture of

a logo or your handwritten signature

5. In Choose default signature:

Select the E-mail aceount you want to use this signature for. E-mail CCOUnt | joateam@scstatenouse.gov

Blew messages: [nane)

Select the signature you want to use for New messages.

Replies/Tonyards: tnun:i

Select the signature you want to use for Replies/forwards.

Note: Select (none) if you don’ t want a signature automatically attached to New messages or

Replies/forwards.
Click to watch a short video
Direct questions or comments to [saleam(@scstatehouse.gov or 803-212-4420
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