Creating an Automatic Signature Line:
	A signature line is an ending to a message that is automatically placed there.  To create one, click on Tools, then Options.
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	This window will then appear.  Click on Signatures near the bottom of the window.  You can also set a default signature in this window.  If you only have one signature, or have one that you use most of the time, you may want to set it up so that signature goes directly into the message box.  If you don't set a default, you can insert it manually in the message box by clicking on insert, Signature, and then the name of your signature.
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	To create your signature, you click on the New button and follow the directions.  A preview of the signature will then appear in this box as shown on the left.  When you are finished creating your signature, click on OK until you are back to the main screen.


Click New tab
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Type name for your Signature. e.g. Work
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Type your Signature here > click Finish
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Here is the signature I created. Click OK
[image: image6.png]Create Signature

Signature:

[@wec

Remove

Preview:

Rodrick Shao
Texas Lutheran University
Instructional Support Services
Blurberg Library

(830)372- B870





Click Apply > OK
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Select Mail Format tab > Then Sinatures tab








