	Outlook 2003 Creating a Signature 

with Active Directory vCard 




	After completing the steps below, you will have created an Outlook signature and vCard that will be automatically attached to all your outgoing messages.

	Open Outlook.

From the Tools menu select Options.

Click the Mail Format tab on the Options window to bring the panel forward.
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	Click the Signature button, located on the Mail Format panel.
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	Click the New button to create a new signature.
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	On the Create New Signature window –
· In the top text field, enter a name to identify your signature (note: this is just an identifier and not the text that displays as your signature).

· Select Start with a blank signature.

· Click Next.
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2. Choose how to areate your signature:
@ start with a blank signature

O Use this existing signature as a template:

O Use this fie a5 a template:







	In the text area, type in the information you want to include in your signature.
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	Click the New vCard from Contact button.
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	Select your name in the Select contacts to export as vCards window and click the Add button.

Click OK.
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	Click Finish.
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	Your new signature with vCard attachment has now been created and will appear in the Create Signature window.

Click OK.
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	You will again see the Mail Format window. 

From the Signature for new messages drop-down field, select your new signature.

From the Signature for replies and forwards, select your new signature.

Click Apply and OK to close the Mail Format window.
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	Open a new mail message.  Your new signature will appear in the body and your vCard will be attached.
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