Adding an Image to Your Email Signature

Promote AdviceWorks With Every Email

Email signatures are a great way to promote AdviceWorks. You can also make the image
clickable to give them more information by sending them to adviceworks.net.
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To add an image to your email signature, first download and save the
file to your computer. Next, follow these steps:

1. Go to Outlook and select, “File” and “Options”
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Inbox - amy.galli@cetera.com - Outlook

it Account Information

Open & Export

Save As u amy.galli@cetera.com ]
Microsoft Exchange

Save as Adobe
PDF + Add Account

Save Attachments

p Account Settings
&

Print Change settings for this account or set up more connections.
Account ®  Access this account on the web.
Settings ¥ .
https://outlook.office365.com/owa/cetera.com/
Office = Get the OQutlook app for iPhone, iPad, Android, or Windows 10 Mobile.
Account
Feedback
Change
Options
Bt EI Automatic Replies (Out of Office)
& Use automatic replies to notify others that you are out of office, on vacation, or not available to
Automatic respond to email messages.
Replies

= Mailbox Settings
E@’ Manage the size of your mailbox by emptying Deleted Items and archiving.

Tools
v

= 64.1 GB free of 99 GB

2. Select “Mail” from the left-hand column and “Signatures”
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Outlook Options ? X
General ! ! -
Change the settings for messages you create and receive.
Mail
Calendar Compose messages

G A

roups Z}j Change the editing settings for messages. Editor Options...
Peopl

eople Compose messages in this format: | HTML =

Tasks
Search abc [] Always check spelling before sending | Spelling and Autocorrect... |
Language lgnore original message text in reply or forward

Fase of Access

Advanced Dj Create or modify signatures for messages.

Customize Ribbeon

Quick Access Toolbar ﬂ Use stationery to change default fonts and styles, colors, and backgrounds. | Stationery and Fonts... |

Add-ins Outlook panes

Customize how items are marked as read when using the Reading Pane. !
Reading Pane...

Message arrival

Trust Center

When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact performance)

| oK | | Cancel

3. You will go back to the file on your computer and right click to make
a copy of it. In your signature block, paste the image where you want
it to show up.
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Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

Amy Default E-mail gccount: |5y qalli@cetera.com °7
MNew messages: Amy Default o
Replies/forwards: Amy Default iy

Delete Mew Save Rename

Edit signature

Calbri A M e o1 ou [

= [£5] Business Card |’__‘|;| %

Cetera Financial Group 2
200 N. Pacific Coast Highway, Suite 1200
El Segundo, CA 90245
Tel: 310.257.7429
amy gali@cetera.com
: - : CLIENT
ADVICEW = COLLABORATION.
NOW MORE
ENROLL TODAYT COLLABORATIVE.
LS

oK Cancel

4. Lastly, you will want to make that image clickable. Click on the image
and then select the insert link option form the icon in the tool menu.
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Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: |3y galli@cetera.com ~
New messages: Amy Default ce
Replies/forwards: Amy Default o
Delete Mew Save Rename
Edit signature
Calibri Vv~ u (I | = = = [25] Business Card |I|;| % |

Cetera Financial Group

200 N. Pacific Coast Highway, Suite 1200
El Segundo, CA 90245

Tel: 310.257.7429

amy gali@cetera.com
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—d :

oK Cancel

5. Insert your link and select “ok”.
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Signatures and Stationery ? X
E-mail Signature  Personal Stationery :|
Selegtsi

. Insert Hyperlink

Link to: Text to display: |http:,n’j\nvww‘advicework5‘net
) =
Existing File or Look in: = Documents
[ Web Page 2014 C2C Next Gen ~] [ Bookmark..
Current
- 2014 CWT
| g | [ |
Place in This 2015 Target Frame...
'q Document 2015 Marketing r
5;0"“59‘1 20150723-Girard_ Connect2Clients Launch Webinar(3876669447) T~
¢ | = 20161011-QuestdExcellence_ Maximize your Digital Presence(390!
Z | Create New 2017 Marketin
E Document g |
T Recent Files 2017 Presentations
a

2018 Marketing

(=1 N N B s VR .
E-mail Address :|

Address: http:,r‘,-’www.ad\rl'ceworks.neﬂ
| 0K | | Cancel |
v
| oK | | Cancel |
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)
___Conversation Clean Up -]
OK ‘ | Cancel
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