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INSERTING AN ELECTRONIC
BUSINESS CARD AS YOUR
OUTLOOK 2010 SIGNATURE
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Goal of this tutorial:

* |n afew simple steps, you will learn how to
insert an electronic business card as your
Outlook signature for emails you send.

Jane Doe

Amazing Company, Inc.
F= Trainer _

555-1212 Work

555-1515 Mobile
555-1313 Home
jane.doe@amazing.com
1 Amazing Way

Amazingville, OH 55555 LSA
WwwW,.amazingcompany.com




Step 1: Make Yourself a Contact

A. InOutlook, go to the
Contacts Item
(bottom left of
screen) and Choose
New Contact.

B. Fill outthe ap—
information about
yourself that you
want to share.
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Step 2: Go to File Tab,
Options, Mail and Create a New
Signature

Compose messages
Change the editing settings for messages. | Editor Option
mpose messages in this format | HTML EI

d Journal
'ways check spelling befare sending

Ignore original message text in reply or forward

Create or modify signatures for messages.

[_{{?. Use stationery to change default fonts and styles, colors, and backgrounds. |

Outlook panes

stomize how items are marked as read when using the Reading Pane. N
ading Pane.

Message arrival

'hen new messages arrive:
Play a sound

Show an envelope icon in the taskbar

V
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Display a Desktop Alert

Enable preview for Rights Protected messages (May impact performance]

Conversation Clean Up

Cleaned-up items will go to this folder: l:l |




It looks like this..

Click the Business Card button and
choose Yourself from the list.

Signatures and Stationery
E-mail Signature | Personal Stationery

Select signature to edit

My Signature

Delete | | Mew |

Edit signature
Calibri (Body) «|11][«]|B 1 ©

People often create 2 signatures — one for
work and one for family and friends.




| Step 3: Finish and Save!
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My Signature
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The final product: When you
create a New Email.. Voila!
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Please visit
www.brainybetty.com for the
pdf file download to this

tutorial!

Join our Facebook Fan site
for daily freebies,
tutorials and more!



http://www.brainybetty.com/
http://www.facebook.com/pages/Worthington-KY/Brainy-Betty-Inc/342188810471?ref=ts&__a=6&

