Directions for use of your scanned signature:

If you do not have access to a scanner, you may fax a signed copy.

Before you start, your signature bitmap must be scanned and saved to an accessible drive, i.e. G drive.

The 1st time you want to use your scanned bitmap signature do the following:

While in Word, Click on Tools, Options.

[image: image1.png]Document2

Fle Edt View Insert Format [Took Table Window belp

[(EEE N =
tord Count,
W ) ayosummarize. ! 2

AutoCorrect

AllEntries ~

Track Changes »
Merge Dacuments,
Brotect Document,
Online Collaboration »

Ml Merge,
= Envelopss and Labeks,
Letter Wizard,

Macro »
Templates and Add-Ins.
Custorize,

options,

l«lof» ]«

[ o~ by &

[Page 1 sect e = ] T

autoshapes -\ N O E 41

sEag.

B

Astat| | ES D S D @ ||

s - izt [ pocumentz - - e Acobat Exchange

Iy computer | [BETAS OB 3B DNQD 105tan





In the Options window, click on the General tab.
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Click on E-mail Options at the bottom right corner.

Ensure you are at the E-mail signature tab and click on New.  Give your signature a name in the corresponding field.
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Go to the Create New E-mail Signature portion of window and select the icon which tells you to insert a picture.

This will allow you to browse for your signature, i.e. G:/Smartext/Signatures.

Double click on your signature.

Your signature bitmap should appear in the block.

Click OK.

A pop-up window will ask if you want to make this your e-mail signature for all e-mails, click Yes.

Now you can insert your signature in any MSWord Document simply by clicking on Insert, Autotext, E-mail signature.

