Howdol ...
add a signature to my emails?

Have you noticed that some of the emails you receive contain the
wnh as a
Il appear
automatically on every email you send. Follow these easy steps and

sender’'s mail address, phone number, etc.? This is kno
signature. You can easily create your own signature that wi

your messages will take on a very professional look!

1. Click Edit > Preferences > Messaging > Initial

Content
2. Add your signature information

3. Select the Automatically add to new messages option

4. Click Apply and OK

[ 1. Click the
Messaging Tab

E& Preferences

General | Calendar | Content | Viewing | Messagin |

Mail Rules | Initial Content | Ing Audio

Cursor placement in reply: 2. Click Initial [
Content
Reply tagging: ot
Forward tagging: Default 3. Be sure to click the

"Automatically add
signature” option.

( | Automatically add signature to new messages

Signature text:

Janice Cook, Technology Trainer
Marion School Digtrict
Marion, Arkansas 72364
Phone &70.739.5100

FAX 870.739.5114
jcooki@m=d3.org

URL: www m=d3.org/~jcook

4. Type your
signature text here.

Drefault I [ Apply ] [ Cancel ] [

Ok,

Janice Cook, Technology Trainer
Marion School District




