- Sonya's
& Tech Tip of the Week

Email Signatures

It’s always nice to run across something that saves you time. Automatic email
signatures do just that. My name and contact information appears automatically in any
email that I start. I have also created a different signature for replies and forwarded
emails. Here is how you can do it in Microsoft Office Outlook 2013.

With your Outlook 2013 program open, make sure that you are in the Mail section.

Then choose New Email, as though you are going to start a new email.
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Sonya Rosenglick

Career & Technology Specialist
Lake Technical College

2001 Kurt Street

Eustis, FL 32726

(352) 589-2250, ext. 1855
www.laketech.org

“T've learned that people will/forget what you said, people will forget what you did, but people will
never forget how you madg them feel.”

Then choose Signature, then Signatures from the drop down list. As you can see in
the figure below, the Email-Signature tab must be chosen. You will then choose New,
name the signature, and type the signature that you desire in the text box. On the right
hand side, make sure that you choose which signature you want to appear in New
messages and whether you want the signature to appear in replies/forward emails as
well.
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E-mail Signature | Personal Stationery

Select signature to edit

Professional signature
Reply Signature

E-mail account: |ggsenglicks@lake k12 flus

New messages: | professional signature

Replies/forwards: Reply Signature
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“T've learned that people will forget what you sajid, people will forget
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As you can see above, I have a different signature for New messages than I do for
Replies/Forwards.

You can also make a business card signature, such as the one below:
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Subject

attached | & sonya M Rosenglickvef (29 KB

Sonya M. Rosenglick T
Career & Technology Specialist

Lake Technical College

2001 Kurt Street

Eustis, FL 32726

(352) 589-2250 Ext. 1855 Work
rosenglicks @ lake k12.fl.us

The first person who sends me an email with a business card signature and photo on it

(similar to mine) will win a special prize. Put the words: My Business Card Signature in
the Subject line.




