SIGNATURES IN EMAIL
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INTERNET HANDOUT #10

A signature in email is not a scrawled name, but rather a listing or sequence of lines.  This gives information about the person who sent the email.  It is optional but many businesses are now including a signature as a matter of course.

You can include any information you would like, including quotes or graphics you create by typing characters from the keyboard.  However, when creating a signature or signature file, the shorter the better.  Five lines should be the maximum signature file.
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To create a signature file in Outlook Express, at the Outlook Express main menu, click on ‘Tools’, and choose ‘Options’.  At the next screen, click on the ‘Signatures’ tab. 
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This window appears:





To use different signatures for different accounts, in the Signatures area, select the signature, click Advanced, and then select the account you want to use the signature with. 

To use a signature on individual messages only, make sure to clear Add signatures to all outgoing messages. When you compose the message, on the Insert menu, point to Signatures, and then click the signature you want to use. 
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To create a signature, click New.


 


Then enter your text in the Edit Signature box.
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Click to choose the Add signatures to all outgoing messages check box.
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