Adding email signature in outlook.

Signature template -

Warm Regards,
 
	[image: ] 
	Ankit Anand
IT Admin
+91 96934 84632
www.osmosys.co


This email may contain confidential information and should not be shared with any third party without the prior written agreement of Osmosys Software Solutions.
The Subject of this email is for discussion and information purposes only. Only those matters set out in a fully executed agreement are legally binding.
 If you are not the intended recipient of this email, please contact the sender immediately.


Step 1 - 
Select and copy the above template.

Step 2 - 
Open Outlook Settings and head over to Mail > Compose and Reply.

Step 3 - 
Click on New Signature.
Enter a name for your signature.
Paste the copied template form above in the text box.
Change the Name, Phone number and Designation as per requirement.
Click on Save.
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Step 4 - 
Under Select default signatures.
Change both For New Messages and For Replies/Forwards to the signature you just created.
Then Click on Save.
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DONE, the email signature should be visible in mails now.
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Messages you wite will look like this by default.

You can also change the format of your messages in the new message window.
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