Let Your E-mail Reflect Your Professionalism with an Automatic Signature!

Have you often wished you could make those professional signatures and add a quotation to the bottom of your e-mail?  Did you have an automatic signature (“Auto Sig”) when you were using Microsoft Exchange, and now that you are using Outlook, you can’t figure out how to make an “AUTO SIG?”  An important part of an e-mail is the signature.  Signature lines reflect your professionalism, and provide your reader with important information.

In an educational setting, at minimum your signature should include:

1.  Your name

2.  Your position

3.  Your location or school 

Depending upon your position and the number of professional contacts your have outside of your school or district, your signature could include:

1.  Your name and position

2.  Your location or school

3.  Your postal address

4.  Your phone and or fax numbers

5.  Your e-mail address

6.  Your web site (if you have one)

Many e-mail users add an inspirational quotation at the end of the signature.  This is a wonderful way to share some thing about yourself and your philosophy of life or education.  Be sure to provide the source of your quotation.  This can usually be a simple mention of the individual’s name.

To make an Automatic Signature in Microsoft Outlook:

1.  Open your Outlook program.

2.  On the menu bar a the top, click on “Tools”, then click on “Options.”
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3.  Click on the tab for “Mail Format.”  At the bottom of the dialog box you will see information for “Signature.”  Click on the “Signature Picker.”

[image: image2.png]@) Inbox - Microsoft Dutlook

I

Fie Edi View Favoites Tooks Actions Help

IEEENE]

|ew - | & | D X | 0 erly €8 RepltoAll 2 Forward | 2 Send/Regeive | o Find g Diganize

Folder List

5% Dutook rmy =
=y

@ Bridge (3]
£ Calendar
B Centers of
B Computer |
B Conferenct
P Contants
3 Deleted |
£ Drats (1)
B enews

B Friends anc
@ Grants

22 Hartison
2 Humor (1]
G Inbox (4
2 Intermet
€3 doundl
PKTIPE
B KvHS
2 Lansdoune
B Notes
5 Oubos
2 RosaPark
P savetola
P savetol
B SavetoSe
£ Sentltems
2 Social Fu
2 Standards
@ STLP

B Subsciptio
B swK

O Tasks
P ToDo )

My Shor.
Other .

ES

[+ D% eg

|Recened

2kB M € Qptionl 4 KYTRT@LSV.UKY.EDU Fri 8/23/2002 2:41
T8 & | roforences | MaiServces. | el Fomat | peling | Securky | Obhr | Deegates || =2 Lansdowne Teachers  ri0/23/2002 2:4t
1k 4 5 KYTRT@LSV.UKY.EDU Fri 8/23/2002 2:37
201B 38 Message format. &4 Barr, Barbara (Faye... Fri8/23/2002 2:37
28 Gy Choose a format for autgoing mail and change advanced settings. £ Barr, Barbara (Fayette)  Fri8/23/2002 1:37 PM
6578 ) 2 Barr, Barbara (Fayette)  Fri 8(23/2002 1:05 PM
e @ Sendinthis message format: [FTML =1 ||| B, Barbara (Fayetie) Friszajzonz 17 A
26 2 ™ Use Micrasoft Word o edite-ma messages 1 KYTRT@LSV.UKY.EDU  Fri8/23/2002 8135 AM
soKke @ 6 £ FCPS Tech Resource T.... Thu 822/2002 10:32 P
e Gy 7 send pictures from the Inernet Internatonal Optons. 2 Bar, Barbara (Fayetts)  Thu 6/22/2002 9:56 AN
10108 ) Sty aEs (£ FCPS Tech Resource T... Thu 8/22/2002 9:46 AM.
JUCI=) £ FCPS 5TCs; FCPS Ele...  Thu 8/22/2002 8:53 AM.
e @ % Use stalonery ko change yourdefe fonk and tle change cobrs, | | cps Tech Resource ... Thasjz2/2002 825 AN
3B (@ £ Bar, Barbara (Fayette) Thu 822(2002 7:50 AM
6798 (g > 211 | | & s, Borbora Feyette) Tho gjzzjz002 7:32
LTI o ationery Picker £ Tnnavative-Teachers... Wed 8/21/2002 7:48 PM
4K ) L‘ s £ Undisclosed-Recipient:;  Wed 8/21/2002 7:43 PM
sk Q) S 2 Barr, Barbara (Faytte) Wed 8212002 3:22 PM
PO % Automaticaly ncude your signature or atach an lecronic business. | | 2 Barbara Barr Borrie .. Wed 812112002 2:34 P
16 G R P 1 Barr, Barbara (Fayette) Wed 821/2002 2:01 PM
3KB L@y Use this Signature by default: ~ 2 Barr, Barbara (Fayett... Wed 8/21/2002 12:51
Be 3 o L Py s 2 FCPS Tech Resource T... Tue 8/20/2002 2155 PH
3k A B DT R D S e 2 bbarr@fayette k12 ky... Tue 820/20029:22 AM  w|
Thanks, Barb. Cancel izl =

Original Messag

.~ |From: Barr, Barbara (Fayette)

Sent: Friday, August 23, 2002 1:26 PM
To: Wilson, Maggie
Subject. FW: Getting Together

2 TR Stuff
TR

)

59 tems, 4 Unread

Sstan]|| & 11

WEEed 2| €8 T

|| TP (B B | stsu. | ke | i | 100, | (MBS GLOBMBGOS 2550




4.  If this is the first time you have created a signature, the white signature area will be blank, and you will want to click on “New.”  
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5.   In the “Create New Signature” dialog box, give a name to your signature under # 1.  Under # 2, click on “Start with a blank signature.”  Then click on “Next.”
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6.   In the next dialog box, enter the text for your signature.  To adjust the fonts, highlight an area of text, and then click on “Font.”
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% This text wilbe included in outgoing mail messages:
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7.  When you have completed designing your signature, click on “Finish.”  Click on “OK.”  In the last box you should look again at the “Signature” portion of the dialog box.   There is a check box that says, “Don’t use when replying or forwarding.”  If you check this, your signature will only appear when you create a new mail message.  If you do not check this box, your signature will show when replying and forwarding as well.   Then click on “Apply” and “OK.”
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If you need additional help, or want more advanced directions, be sure to contact your Technology Resource Teacher (TRT).  In addition to assistance with your signature, your TRT can help you with distribution groups, and many other features of Outlook.

NOTE:  If you travel or use different computers, you will need to set up your “Auto Sig” on each computer you use!

