ADDING SIGNATURE FILES TO E-MAILS

CREATING THE FILE

From your Start menu (click on the Start button at the lower left hand corner of your computer screen), go to Programs, up to Accessories, and then down to Wordpad.  Once you’re there, type your signature file as you’d like it to appear on your e-mails.  Here’s what mine looks like:
Andi Markley,

News Librarian

mailto:amarkley@freelancestar.com

The Free Lance-Star

616 Amelia Street

Fredericksburg, VA   22401

540.374.5000, ext. 5603

http://fredericksburg.com
Now save the file to your Desktop.  How do you do that?  First go up to File, then Save. Another window will open.  At the top of that window, you’ll see a box labeled Save In.  Scroll up to the top of that menu and select Desktop.  
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The File name you choose is up to you.  I used “signature.”

Here’s the last step to save the file.  Go down to the box called Save as type, at the bottom of the window.  Choose Text Document.  That way, you know your file will be in the most basic, plain vanilla format, so anyone will be able to read it, no matter what his or her e-mail system is.
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Close this file.  Choose Text Document when this message pops up:
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TEACHING NETSCAPE TO FIND YOUR SIGNATURE FILE

Go into Netscape.  From your e-mail program, choose Edit, then Preferences.   Under Mail & Newsgroups on the left-hand side of the menu, click on Identity.  At the bottom, you’ll see a blank called Signature File. Click Choose.
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Another menu will pop up.  At the top of it, you’ll see Look In.  Scroll to the top and look for Desktop.  The name of your file should be listed.  Click on it.  Click Open.  That window will disappear.    Your file name should now be listed under Signature File in the Preferences window.  Now click OK and you’re done.

From now on, your signature info will be pulled into the body of every e-mail you send.  If you’d rather not include it with a message, just highlight the text with your mouse and delete it before typing your message.
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