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Creating an Email Signature in

Outlook 2013

In order to create an email signature that contains your actual handwritten signature, you will
need to scan a copy of your signature into the computer and save it in a picture format ( jpg,
png , bmp, tiff, etc. ). Alternatively, you may also draw your signature in an image editing
program such as Microsoft Paint. Instructions for Outlook 2013 are shown below.

1. Open Outlook and click New E-mail.
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2. Click the Signature dropdown, and click the Signatures... option.
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3. The Signatures and Stationery window appears. Under the E-mail

Signature tab, click the

New button. You will be prompted to choose a name for your new

signature
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4. Typ:in a;y text you want to appear in your signature in the Edit signature
text box. If you wish to include a hyperlink in your signature, you can do so
by clicking the Hyperlink icon. To insert an image or handwritten signature,
click the Picture icon next to Business Card.
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5. The Insert Picture window appears. Find the location of the saved picture
of your handwritten signature, in this case, signature.png is saved on the
Desktop. Double click on the picture to insert it into your email signature,
or click once on the picture, and then click the Insert button.
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6. Your scanned handwritten signature should now appear in your email
signature. Change the default signature for New messages and
Replies/forwards to the signature you just created.

This will apply the signature automatically when you create a new email,
reply or forward. Click

OK when you are finished editing and your new signature will be saved.
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7. The blank email message window appears. Click Signature again and click
the name of your new signature, in this case Default.

MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

2 -'.;-E é’%@ . [ll U I_j,-. [* Fallow

3 Copy ; ! HighIn
Paste | i BE T U f A = ;= | Address Check | Attach Attacl Signature
- Formigt Famtar Book Mames | File Hem b ¥ LowIm
Clipboard 1 Basic Text Mames | Inclufl Default E
T Signatures..,

Brandable Domains Forever!



.rD.rO.b ea-jQJ Accredited Registrar for
W Rroutepce .n

% Managed Web Services

8. The new signature complete with the scanned handwritten signature will
appear on your new email. Any new email you create will use this custom
signature until you specify otherwise.
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