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Instructions for installation of Email Signature in Outlook for Office 365:

1. Make sure that you are using Google Chrome Browser. You can download that here:
https://www.google.com/chrome/
2. Click the link for the relevant signature

JULIE HARBOR

3. When the signhature opens in a new window press Ctrl + A to select the whole signature

ulie Harbor
Business Aufomation Consultant

p: [763.670.8505
e: Julie@cashesoftware.com
w: cashesoftware.com|

ﬂ 1 Imation Place 4FRONT Technolog

Suite 200 Oakdale, MN 55128

Building #3

4. Open outlook and navigate to the follow path:
a. File > Options > Mail > Signatures

G | 7 i
Enera @ Change the settings for messages you create and receive.

Calendar Compose messages

People @ Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format:

Search

ABC [] Always check spelling before sending | Spelling and Autocorrect... |

Language

Ease of Access Ignore original message text in reply or forward
Advanced

? Create or modify signatures for messages,
Customize Ribbon

Quick Access Toolbar
Use stationery to change default fonts and styles, colors, and backgrounds. | Stationery and Eonts...

Add-ins
Trust Center Outlook panes

5. Click New on under the top left window
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Select signature to edit C

6. Name the new signature whatever you would like and then press “ok”

Type a name for this signature:

lulie Signature 3.16.18] |

[ ox || Cancel |

7. Click in the empty window below “edit signature”
Edit signature

|C.alibri [Body] | B I U | Automatic H%I = = ‘ﬂusinessCard ||__||;| %

el
8. Press Ctrl + V to paste the signature:
EQIT SIgRature
| Calibri (Body) | B I U | Automatic ||§| = = | [2] Business Card ‘ i &
’Q‘"‘ Cashé Software ~
'& p: 763.670.8505
i e: julie@cashesofiware.com
CASHE SOFTWARE | w: cashesoftware.com
a: 1 Imation Place 4AFRONT Technology Campus. Building #3.
Suite 200 Oakdake, MN 55128
L
. oK | Cancal

9. Make sure that the newly created signature is selected in the drop downs on the right:
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Choose default signature

I E-mail account: |andrew@uriginalandrew.cum

New messages: |Ju|ie Signature 3,16.18

[<]<ql<]

Replies/forwards: .Iulie Signature 316,13

W

ename
rtomatic . ||§| = = | [25] Business Card | L—||;| %

10. Press ok to save the changes

v]

[ ok | caner

11. All done!



