Signatures

Office 2000
1. Click Tools on the menu bar, then scroll down to Options.  Click on the mail format tab, then under message format, click the selection arrow.  Select Microsoft Outlook Rich Text.
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Type the Your new signature and click start with a blank signature.  Click next.

2. Type the text that you would like to include in all your outgoing email messages.  Highlight (select) all text.

3. Click Paragraph to change the alignment of your text (but remember, the text must be selected first!).

4. Click Font to change the type of font, font style, size, effects, color, or script.  Click OK 3 times.

Office XP

1. Click Tools on the menu bar, then scroll down to Options.  Click on the Mail Format tab, then under message format, click signatures.

2. In the Signatures window, click on new.
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3. Type the name of the Signature (You might like to have a signature for grown-up stuff and call it Professional, another for personal issues and call it Personal, and so on) and click next.

4.  Follow the steps 2 to 4 for Office 2000 as listed above. 
