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Creating e-mail signatures with Outlook 2007

. 7. Inthe section of
the form, indicate when this signature
should be used.

Creating an e-mail signature

1. Open anew e-mail. _ 8. Click
2. Click the arrow beside the 0 == T e
icon on the P E-mail account: =
section of the ribbon gccounc |ﬁ'ledafe bgsu.edu j
and select on the New messages: |.\._.Ork Zl
submenu. ]
Replies/forwards: I(ﬁone} j
3. Inthe form,
click hew. Personalizing a business card

You can personalize the business cards that
E-mail Signature | Personal Stationery appear in the view of your

Select signature to edit

One reason you may want to do this is to create
a special card for yourself, which you can
include in your e-mail signature or forward
separately to associates.

Before:
Delete | | New i v
v Falcon, Frieda
4. Type a name to distinguish this signature Frieda Falcon
and click . Bowling Green State University

1001 Wooster St.

Type a name for this signature:
s - Bowling Green, OH 43403

I'\-'v‘orkl

http: /fwww.bgsu.edu/offices/saflife/fr... |
I OK 2 Cancel I ‘

5. In the box below, type the text you would
like to appear in the signature.
6. Select and format the text if you wish.

After:

| Falcon, Frieda

Edit signature
Calbri (Body) ¥ 11 ‘ﬁ; I

= Bowling Green State University
Mascot

- Uc (418) 372-9555 Work
Mascot friedaf@bgsu.edu
- - - 1001 Wooster St.
Bowling Green State University Bowling Green, OH 43403
1001 Wooster St. http: /fwww.bgsu.edu/offices/sa/li...
Bowling Green, OH 43403
Need Technology Support Center (TSC), 110 Hayes Hall 7% 419-372-0999

Help? http://www.bgsu.edulits/tsc Select Self Help or use online form. £ 419-372-9499




Creating e-mail signatures with Outlook 2007

Creating a personalized card: Adding an image:
1. |If you do not already have a 1. To add a photo, logo, or other image, click the
g /3} record for yourself, icon.
L& create one. 2. Navigate to the file you wish to insert, and click
Business 2. With the contact record open,
Card click the icon
on the ribbon to show the Insert —H J W —— Insert
form. Image T o Hyperlink
3. To add your own image, click the
button and navigate to the file you Adding a link:
want to add. Click
4. Then use the menu to position the 1. To add a link, click the
image on the card. icon.
5. Make the image larger or smaller using the 2. Navigate to the page you'd like to link, or
_ menu. _ paste the URL of the page. (Click the small
6. Click a name in the list and the text g|0be icon to access a web browser_)
in that field will appear in the box to the 3. Inthe box, type the words
right. You can then format the text. you would like to use to represent the link in
= 4. When you are satisfied with the signature,
21| click
Card Design "
j ; Layout: ’ [mage e 7] Backgrounc: ] 5. To see your changes, click the arrow beside
M:;sc‘;tg Green State University the |C0n and SeleCt the name Of
mage: hange...
(31 ImZA % the Signature you have just edited.
o image Algn: [rop ek =] > If_you added a bl_Jsiness card to this_ _
g edoffces)... signature, you will see the file in the

box, in addition to seeing the card
in the signature.

Fields Edit

AN BIZIUEEEA
|=rwe:a Falcon N
Label | Poisse =] Al Attachedf [8]FNeda Falcon.vet (5 KB
More complex signatures |
Now you can add your personalized business card
to your e-mail signature. You can also add other Mascot
im nd links. i . .
images and links Bowling Green State University
Adding a business card: 1001 Wooster St.
Bowling Green, OH 43403
1. Open a new e-mail. 7 419-372-9555
2. Click the arrow beside the 0 B3~ Check out my photo gallery.
icon on the g
ribbon and select o
on the submenu. g
3. Inthe Incis
form, highlight the
name of the signature you want to edit. Bowing Green State Linive
4. Move the cursor to the point in the signature Mascot
where you would like to insert the card, and
click the icon.
‘ 8 =| Business Card &
Need Technology Support Center (TSC), 110 Hayes Hall 7% 419-372-0999
Help? http://www.bgsu.edulits/tsc Select Self Help or use online form. & 419-372-9499
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