Standard Work Form: How to Update your Outlook signature

Start: Get Email Signature Lockup
Go to Dartboard > Resources > Company Resources

DARTboard

HOME DEPARTMENTS QUICKLINKS  RESOURCES
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-

DOWEE m < Company Resources

Scroll down to Email Signatures > ECM_Industries_Signature
Click on the link

- How to add your email signature in
Outlook
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= Ancor_signature

- Gardner Bender_signature
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Open

Do you want to open or save ecm-email-signature-sample.docx (24.5 KB) from dartboard.powerprodlic.com? ’ Open

Highlight entire Signature Lockup > then Ctrl C to copy
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Go to Outlook (Email)

File > Options
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Print
Help

Mail > Signatures

Outlook Options ? X
General . . q
Change the settings for messages you create and receive.
< [ Mail
-
Calendar Compose messages

Contacts Z'_ij Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format: |HTML v

Notes and Journal
< h Ay |:| Always check spelling before sending Spelling and Autocorrect...
earc
lgnore original message text in reply or forward
Mobile

Language Create or modify signatures for messages.
Advanced

Click on the your existing Signature OR create,New Signature
Paste the Signature Lockup in the box beloyand edit Name, Job Title, Phone # and Email address > OK

Signatures and Stationery ? X

E-mail Signature  Personal Stationery
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