Changing Your Email Signature In MS Outlook

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”

E3]

Tab and then click on the “Signatures...

button.

Message format

HTML Format

Reduce the file size of the message by removing formatting information
that is not necessary ta display the e-mail message

Rely on CSS for font Formatting
[:I Save smart tags in e-mail

Choose a format for outgoing mail and change advanced settings.
Compose in this message format: [ v ;

[ Internet Format...

] [International Options... ]

Stationery and Fonts
Use stationery to change your default font and style, change colors, and

AL add backgrounds to your messages.
Stationery and Fonts...

Signatures

./ Create and edit signatures for outgoing messages, replies and forwards.
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Recover Deleted Items...

Account Settings...
Trust Center...

Customize...
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Change the editing settings for e-mail messages.
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Editor Options...
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