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Login to your Account
Click Settings

Click Signatures

Account

Profile

Autoresponder
Calendar Settings
Connectivity
Content Filtering
Events

Mailing Lists
Sharing

Cancel Change Password

User

Language

English

Time Zone

(UTC-05:00) Eastern Time (US & Canada)

Reply-To Email Address

Recovery Email Address

Plus Addressing

Disabled

Motifications

- Calendar reminders

- New emails

Folder Auf




SMARTERMAIL Signature

Mame *
Primary Slgnature

Enter the information you want:

B i
Your Name, address, email, phone, etc.

Your Name
There are simple settings for Bold, Italic and Vg:rf:]f‘f:"’”rE'“r”a‘”-':”r”
Underline. Any other text you want to add

If you want more extensive settings, click the plus
sign for more.




SMARTERMAIL

Enter the information you want:
Your Name, address, email, phone, etc.

There are simple settings for Bold, Italic and
Underline.

If you want more extensive settings, click the
plus sign for more. Including the ability to
change the fonft, font size, and color.

Click Save

NOTE: The choice of fonts is limited to fonfts
that appear the same on all computers.

Signature

Name =

This field is required.

Signature

Mame *
Primary Slgnature

B [

Your Name
YourEmail@YourDomain.com
7241231234

Any other text you want to add




SMARTERMAIL

Adding an image (logo) to your signature

Adding an image to your signature is possible but
requires:

* An image that is stored online (like on your website
or a 39 party website like Facebook.

« Some knowledge of HTML

Signature

Mame *
Frimary Signature

<div>Jane Neoel</dive

<div>Chroma Studics</div>

<divi<img src="https://chroma-marketing.com/wp-content

fupleoads/2018/08/chroma-loge-1.png™ width="200"

height="autoc"></div>

<divs<a href="mailto:janefchroma-
roma-marketing.com</ax»<,/div>




SMARTERMAIL

Click on the code symbol to see the
code for the information already
entfered.

Place your image tag with the link from
your online image.

<div><img src="yourimageurl" ></div>
If your image is not the right size, you may

need to add the width or height to the
image. EX: width="200" height="auto"

Signature

Mame *
Frimary Signature

©)

<div>Jane Noel</ dive
<div>Chroma Studics</div>
<divi<img src="https://chroma-marketing.comn/wp-content
fupleoads/2018/08/chroma-loge—1.png™ width="200"
height="auto"></div>
<divs»<a href="mailto:janefchroma-

i nefchroma-marketing. com</ax<,/divs




SMARTERMAIL

Click on the code symbol to return to the
visual view and you should see your
image.

N

For more information:

hitps://help.smartertools.com/smartermai
|/current/topics/user/settings/mysettings/s

ignatures.aspx

Signature

Marme *
Primary Signature
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Jane Noe|
Chroma Studios

Rt e T )

studios

chroma
4

jane@chroma-marketing.com
724-523-3001



https://help.smartertools.com/smartermail/current/topics/user/settings/mysettings/signatures.aspx

ersion to
do is search

ok (as of this

ile Home Folder

i =

Delete Archive

Send / Receive

F‘ s Ignare
+

Mew  MNew

Email Itermns ~

Mew Delete

Developer Help

? Meeting
Loaim~

arc
Ehl:l Mare ~

Respond

Acrobat

Share to
Teamns

Teams

(Y Info

Open & Export

Save As

Save as Adobe
PDF

Print

Office Account

Feedback

Options

Exit

ail.. — To Manager

Daone

Juick Steps




y -

O l I t l OO k @ Change the settings for messages you create and receive.

Calendar Compose messages
C h M -| Groups rn/ Change the editing settings for messages. Edi‘tor Options...
O OS e O | People Compose messages in this format: | HTML
Choose SignOTU res Tasks Show text predictions while typing @
. Search
C | I C k N eW abc [ Always check spelling befare sending Spelling and Autocorrect..
Language

lgnere original message text in reply or forward

Enter a name for your signature (like i .
PrimOry SignOTure Or Reply TO Signg-l-ure) - .. /¢ Create or modify signatures for messages. |
Ond CliCk OK. E-mail Signature  Personal Stationery Stationer_'.randEonts...

Select signature to edit Choose default signature

ane CME Repl E-mail account: | j3ne@chroma-marketing.com
Jane-CME
Jane-Personal New messages: Jane- Reading Pane...

Replies/forwards:

Mew Signature

Type a name for this signature:

4 =

r email signature?

anks,
Get signature templates




Outlook

E-mail Signature  Personal Stationery

. Choose WhC”- OCCOUhT This Select signature to edit Choose default signature
belongs to (if you have more Jane CME Reply E-mail account:

Jane-CME

than one account). Jane Personal New messages

Mew Signature )
Replies/forwards: | j3ne cME Reply

+ Choose if it shows up

automatically on new Edit signature
messages or replies/forwards. ooy [ B 1 u [ avomatc V]S = = |Eewinescord |3 &
Jane Noel
Chroma Studios
© Ch(]nge fhe fon'l', COlor, Size, jane @chroma-marketing.com
0 724-523-3001
and other formatting as

desired.

Get signature templates




Outlook

An IMPORTANT NOTE ON FONTS.

Windows allows you to pick any
font that is installed on your
computer.

BUT UNLESS THE RECIPIENT ALSO
HAS THAT FONT, it will not appear
the same for them.

Stick to Web Safe fonts or
Windows Safe fonts to be certain
your signature looks the same for
everyone.

Cambria (Headings)

iy

@ Change the settings for messages you create and receive,

Calendar Compose messages

Groups Change the editing settings for messages.

People Compose messages in this format: | HTML <

Tasks Show text predictions while t_\,rping@J
Signatures and Statienery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

Jane CME Reply E-mail account: | j3ne@chroma-marketing.com
Jane-CME

Jane-Personal New messages: | jane CME

Replies/forwards: Jane CME Reply

Edit signature

s L1 8 1 u [ e S| = = | |3
"~

rketing.com

CRET ASENT

Editor Opticons...

Spelling and Autocorrect...

Signatures...

Stationery and Fonts...

Reading Pane...

nnr email =innatire?



c, and on all leading




Outlook

Click OK and OK again to save.

@ Change the settings for messages you create and receive.

Calendar Compose messages

Groups Change the editing settings for messages.

People Compose messages in this format:

Tasks Show text predictions while typing \U
Signatures and Stationery

E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
Jane-CME
Jane-Personal New messages: | jane_CME .
'
Replies/forwards: |jane cME Reply

Edit signature
B ] /B I U | [ pusiness card | (D &
Cambria (Headings) 2

Calibri (Body)

rketing.com

7 ; FFEFFF
81 DigitGraphice
28 BA‘-’:‘}S LATER

5 dfo

AC.MLE. SECRET ASENT

Abadi

act performance)

Editor Options..

Spelling and Autocorrect

Stationery and Fonts...

Reading Pane...




Outlook

To add an image/logo to your signature (23 crongethe sengs o messges o e recive

Calendar Compose messages

Groups Change the editing settings for messages. Editor Options...

Put the cursor where you want the image s
Tasks Show text predictions while typing W
to go.

Signatures anc
Spelling and Autocorrect..,

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

Click the insert image button

-
-
Replies/forwards: Jane CME Reply 5 . Stationery and Fonts...

Browse to find the picture you want.

Edit signature

o oy [ 8 1 [ Ao V]S )
Jane Noel

|nser1- The image. Chroma Studios E Insert Picture

jane@chroma-marketing.com
724-523-3001 A &l 5 ThisPC » Pictures

Organize + New folder

To format (resize) the image, right click N
and choose Picture. d KOs

Get signature templates F WP File Download - BETheme BluePrint

[ This PC

2012

Click OK and OK again to save.



A Few Notes

* There is no guarantee that the recipients will view the signature the same as

you set it up.
* If you used a font that is not on the recipient’s computer it will appear different

to them.
* |If they have images turned off or are not using HTML email, the images will not
appear.
 Depending on settings on their computer,
they may need to choose to download Jane Noel |
images before seeing an image in your et s ot e oo i | s sttt
signature. T e e

* This is a privacy option because user’s
behavior is often tracked by an invisible
pixel that is not downloaded unless
the recipient approves.
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