
To change your email signature in MS Outlook, please follow the steps below: 

Select “Tools” from the main menu bar and click on 

“Options” 

A pop up window appears. Click on the “Mail Format” 

Tab and then click on the “Signatures…” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your “Email Signature” win-

dow appears. Select your Carey 

Signature (if you have more than 

one), place the cursor on the ad-

dress and change your address 

and phone information. Click 

save and you are done. Please 

make sure that the Carey signa-

ture is selected as a default for 

“New messages” and “Replies/

Forwards”  

Changing Your Email Signature In MS Outlook 

DATE OF SALE 

TIME OF SALE 


