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OUTLOOK APP

Open the Outlook app and go to Preferences. Click on
Signatures.

Under the Edit signature section click the + button to add a
new signature (double click to change its name).

First things first, drag and drop your head shot into the
blank Signature box on the right.

Type in your first and last name, your title and
TapGoods.com. Your phone number and email is optional.

In order for TapGoods.com to hyperlink, select that text,
right click on it and select Hyperlink.

In the blank Address box type tapgoods.com/pro and then
click OK.

Select your name, right click and select Font (this is where
we will format our text).

Under Font select Arial.
Under Font Style select Bold.
Under Size select 14.

Under Font Colors select More Colors and enter the Hex
value in the box: 278ADA and click OK. This color will now
be available for you to select from the options.

Click OK.

Select the rest of the copy under your name, right click and
select Font.

Font will remain Arial but this time the Font Style will be
Regular, Size will be 11 and the color will be black. Click OK.
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(@00 Signatures 7 Your signature should resemble the example on the left.
Show All
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Edit signature:
this case, we will remove the phone number and the email
Signature name ST
TapGoods Signature addl’eSS.
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Senior Art Director
267 994 4884
natalia.rodriguez@tapgoods.com
EB TapGoods.com
Choose default signature:
Account: natalia.rodriguez@tapgoods.com (Natalia Rodriguez) 2]
New None a
Replies/forwards: None a
o0 Signatures Under New messages and Replies/forwards select the
Show All .
| signature you created from the drop down menu.
Edit signature:
‘ : ' Youare all set!
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TapGoods.com
=

Choose default signature:

Account: natalia.t i com (Natalia Rodriguez) (<]
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OUTLOOK IN WEB BROWSER

Settings * Click on the gear icon in the nav to the right.

ot Ol Click on View all Outlook Settings at the bottom.
Focused Inbox @ [ o]
Desktop notifications () @)
Display density O
Full Medium Compact

Conversation view ©

(®) Newest on top
Select an item to read
(O Newest on bottom

Qo

Reading pane

Nothing is selected

(®) Show on the right
(O Show on the bottom

QO Hide

View all Outlook settings &3

Compose and reply . Select Compose and reply from the menu.

Emsll ignaturs Click on Insert Pictures inline icon (first on the left).

Create a signature that will be automatically added to your email messages
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Find the image on your computer and Open.

(] Automatically include my signature on new messages that | compase

] Automatically include my signature on messages | forward or reply to

Message format

Choose whether to display the From and Bec lines when you're composing a message.
[ Always show Bec
[ Always show From

Compose messages in | HTML | format
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Compose and reply x Type in your first and last name, your title and
TapGoods.com. Your phone number and email is optional.

Email signature

Create a signature that will be automatically added to your email messages

Select all text and change the font to Arial (third icon from
the left). Your name should be at 14 point (bold and blue)
and the rest at 11. See the selected blue color on the left.
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Natalia Rodriguez

Senior Art Director
267-994-4884
natalia.rodriguez@tapgoods.com
TapGoods.com e

[
i
Il
®

[] Automatically include my signature on new messages that | compose

[ Automatically include my signature on messages I forward or reply to

Message format

Choose whether to display the From and Be lines when you're composing a message.

[ Aways show Bec
[ Aways show From

Compose messages in | HTML ~ | format
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Compose and reply

Email signature

Create a signature that will be autematically added to your email messages
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Natalia Rodriguez
Seniar Art Nirector
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[ Automatieally include my signature on new messages that | compose

(] Automatically include my signature on messages | forward or reply to

Message format

Choose whether to display the From and Bec lines when you're composing a message.

[] Aways show Bec
[ Aways show From

Compose messagesin | HTML | format

Compose and reply

Email signature

Create a signature that will be automatically added to your email messages
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Natalia Rodriguez

Senior Art Director
267-994-4884
natalia.rodriguez@tapgoods.com
TapGoods.com

B Automatically inelude my signature on new messages that | compose

B Automatically include my signature on messages | forward or reply to

Message format
Choose whether to display the From and Bec lines when you're composing a message.
(] Always show Bec

[ Amways show From

Compose messages in | HTML | format

Insert link (36-+K)

@

Save

To hyperlink TapGoods.com highlight that text and click the
hyperlink icon (second from the right).

Type in tapgoods.com/pro in the Web address (URL) field
and click OK.

Check off the two boxes that read Automatically include
my signature on new messages | compose and
Automatically include my signature on messages | forward
or reply to and click Save.

Your are all set!



