Kids in Distress MIS
Instructions on how to create and setup a standard Outlook Signature File
Here you will find step by step instructions to create and setup you outlook signature
After you login to the network Left Click on START
Then Left Click on My Computer.
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Your screen should now look like this
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Now, Double Click the P drive

Your screen should now look like this

Double Click on the file called Signature.rft to open it.
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The file will open with Microsoft Word, make all necessary changes like your name, Title, etc.
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Once you have completed the necessary changes, save the file to your H: drive by Left Clicking on File > Save As. Name the file with your first name and make sure the file type is Rich Text Format
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Your H: drive should now include a called yourfirstname.rtf, i.e. modesto.rtf
Now we will show you how to apply the signature to your Outlook.

Open your outlook
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Left Click on tools and Left Click on options…
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If you already have a signature setup for outlook you will get a window that looks like this, Left Click on NEW and go to the next step, if you do not get a window like this go to the next step
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You will get window that looks like this
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Select the Mail Format Tab and make sure that message format is set to rich text.

Now Left Click on the Signature button towards the bottom of the screen
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You will get a window that looks like this.  On this screen, type the name of your new signature, you should use your fist name for the name and then select “Use this file as a template:” and Left Click on browse.
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You will get a window that looks like this, Navigate to your H drive and select the signature file you modified and saved with you name and Left Click on Select.
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You will get a window that looks like this. Left Click on Next
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You will get a window that looks like this, Left Click on finish
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You will get a window that looks like this, Left Click OK
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You should now be back to this screen.
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On this screen go to the Mail Format tab (if you are not already there) and select your name on both (signature for new messages and signature for replies and forwards.  Once you’ve completed this Left Click on OK.

You are done, close your Outlook and reopen it for the changes to take effect.

