
1. To add a signature to your outgoing email messages, click Tools from the top menu, and 
select Options.

2. Click the Signatures tab. In the Signature Settings area, you may decide to include this 
signature in each of your outgoing messages by selecting Add signatures to all outgoing 
messages. 

Click on New button and then in the Edit Signature field, select Text and enter your signature 
as you would like it to appear in each of your outgoing messages. Click Apply and then OK.

3. Now, each time you compose an e-mail message, our 
signature will be included by default.
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