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Download your FAAOS Digital Badge from the FAAOS Recognition page.

Click File in the upper-left hand corner of your Outlook window
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Select Options on the bottom left hand corner
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A new window will open. Select Mail on the left hand side and then click on Signature[image: A screenshot of a computer
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Select the signature you would like to edit or create a new one
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Copy and paste template below to the signature box and add your information
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	Your Name
Title
Department
Email Address
Phone Number
Website
Office Address




Fill in your information
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Select Ok to save your changes
[image: ]
image3.tmp
Office Account

Feedback

Options

Exit




image4.tmp
Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Accessibility
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

8 Change the settings for messages you create and receive.
Compose messages

/ Change the editing settings for messages.
Compose messages in this format: | HTML v

Show text predictions while typing @

abc  [J Always check spelling before sending
N

Ignore original message text in reply or forward

/D Create or modify signatures for messages.

Aa Use stationery to change default fonts and styles, colors, and backgrounds.

Outlook panes

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

Message arrival

When new messages arrive:
Play a sound

[J Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert

71 Enahla nraview far Rinhte Dratartad maccanac (Mav imnact narfarmancal

Editor Options...

Spelling and Autocorrect...

Signatures... |

Stationery and Fonts... |

Reading Pane.

Cancel

»




image5.tmp
Select signature to edit

New

Delete

Rename





image6.png
DESIGNATED
MEMBER




image7.tmp
Edit signature

Aptos vi[nvlB 1 U Automatic v H [27] Business Card ‘f‘{;. =X
FAAOS Member 1
Orthopaedic Surgeon

DESIGNATED
MEMBER

Department of Orthopaedics
email@example.com
555-1234
www.example.com

123 Main St.

Save Get signature templates

Choose default signature

New messages:  |fan0s

Replies/forwards: [(none)

oK Cancel





image1.png
DESIGNATED
MEMBER





image2.tmp
<]

Q

5
<l

0

File  Home Send/Receive Folder

= ®
M 5 05
Email Items v ;‘év

Delete Archive

New Delete

v Favorites F




image8.png
AACS

AMERICAN ACADEMY OF
ORTHOPAEDIC SURGEONS




