Email signature instructions
W-Exchange application in Office 365

1. Loginto the W-Exchange email application.
2. Insettings, on the upper right, click ‘mail.’
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3. Click ‘Email signature; on the bottom left on the navigation
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4. Click both “Automatically include my signature on new messages | compose’ and ‘Automatically
include my signature on messages | forward or reply to’



5. Inthe text box, Type your information into the ‘Edit signature’ box:
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Wendy Vander Meulen

Director, Logistical Services

1903 W. Michigan Ave.

Kalamazoo, M1 49008-5342
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6. Highlight all the text in the ‘Edit signature’ box and click the drop down box on the upper left.

Select Arial.
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7. With the text still highlighted, click the drop down next to the font and select 10 for font size.
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8. Select the University name and go back to the font size drop down and select 22.
9. With the University name still highlighted, go to the font color drop down (third drop down
menu above the text) and select yellow for the font color.
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10. Select your name. Click the ‘B’ for bold and on the font size drop down, change the size to 12.
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11. Select ALL text aside from University name and in the font color drop down, change it to black
(this will prevent the text from changing to blue when you respond to messages).
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