
How-to:
	 Update Your
	 Indian Hills Email Signature

1.	 Click on File in the top left corner

2.	 Click on Options

3.	 Click on Mail

4.	 Select Signatures

5.	 Type your signature to reflect the layout below:
a.	 Name
b.	Position/Title
c.	 Indian Hills Community College
d.	Address
e.	 Phone
f.	 Web address
g.	 Logo
h.	Select OK to save

6.	 Select Stationery and Fonts

7.	 Select New Mail Messages
a.	 Select Font = Georgia
b.	 Select Size = 11
c.	 Select Color = Automatic
d.	Select OK to Save

8.	 Repeat Step 7 for Replying or Forwarding Messages and Composing and reading plain text messages
a.	Select OK to Save

9.	 Select OK to save out of the Stationery and Fonts Tab

10.	Select OK to save out of the Options Tab

11.	Test to make sure all is well



 
 

 
 

 

 



 
 

 
 



 
 

 
 



 
 

 


