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STEP

01 > Open the html file in the browser of your choice

Megan Killion
. Founder & CEO
O +1(774)722-1648 & megan@megankillion.com

Your-Signature html Q +1(407)706-4700  SidekickOpen: killion.megan

(@® megankillion.com Q000

STEP

02) Press “crtl+a” (on Win) or “emd+a” (on Mac) to select all

Foun

(6]0/0[0[0]

STEP

o3> Press “crtl+c” (on Win) or “cmd+c” (on Mac)

to copy the selection

[ Q

Please refer to your email client section for further instructions. ]

/\ BACK TO THE TABLE OF CONTENTS
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STEP

.‘M Gmail

01 > Open Settings

M Gmail

|- Compose
O inbox

% Starred
© Snoozed
> sent

B Drafts

~  More
Meet

B New meeting

B8 Join a meeting

STEP

O Primary

Q searchmail

a- ¢ :

Social @ Promotions

Your Primary tab is empty.
Personal messages and messages that don't appear in other tabs will be shown here.

To add or remove tabs click inbox settings.

02 > Press See all settings

= Mj Gmail Q  searchmail < ® ®
o~ ¢ i
| compose
Bl ey Eweli § 'romoiians See all settings
Inbox
% Stared
© Snoozed & vessun =
> sent Your Primary tab is empty.
. (O comfortable
B onfs Personal messages and messages that dorit appear in other tabs will be shown here
¥ Mo To add or remove tabs click inbox settings O compact
Meet ®
THEME View all
B New meeting
B8 Join a meeting I:'
Hangouts
INBOX TYPE
®) im-
- Default
Customize
3)8 Ild to th il si t ti | to th
General Labels Inbox Accounts and Import Filters and Blocked Addresses  Forwardingand POP/IMAP  Add-ons Chatand Meet Advanced Offiine Themes
0 Inbox (Show suggested replies when available ) © smart Reply off
#  Starred -
Desktop notifications: Click here to enable desktop notifications for Gmail
© snoozed (allows Gmail to display popup notifications on your (O New mail notifications on - Notify me when any new message arrives in my inbox or primary tab
desktop when new email messages arrive) O Important mail notifications on - Notify me only when an important message arrives in my inbox
> Ssent A
Learn more ® Mail notifications off
B orafts
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To learn the name of a star for search, hover your mouse over the image
v More
Presets: 1star 4stars all stars
Meet In use: *
Not in use: * % % * 1 E I H B @

B New meeting

B Join ameeting

Hangouts

®) im -
-

No recent chats
Start a new one

Keyboard shortcuts:
Learn more

Button labels:
Learn more

My picture:
Learn more

Create contacts for auto-complete:

Importance signals for ads:
Signature:

(appended at the end of all outgoing messages)
Learn more

Personal level indicators:

® Keyboard shortcuts off
© Keyboard shortcuts on

® Icons
O Text

Choose a picture youd like people to see when you email them or interact in Google products.
® When | send a message to anew person, add them to Other Contacts so that | can auto-complete to them next time
O Il add contacts myself

You can view and change your preferences here.

+ Create new

@ No indicators
O show indicators - Display an arrow (») by messages sent to my address (not a mailing list), and a double arrow ( » ) by messages sent only to me.

GMAIL Configuration



STEP

O4> Enter a name and press “Create”

Name new signature

example

Cancel

STEP

O 5 > Inthe text box paste the selection you copied earlier

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwardingand POP/IMAP  Add-ons Chatand Meet Advanced Offline Themes

O inbox Wy protre:
Learn more

% Starred

© snoozed Create contacts for auto-complete:

> sent

B outs Importance signals for ads:

v More signature:
(appended at the end of all outgaing messages)

Meet Learn more

mC New meeting

[ Join ameeting

Hangouts

e
o " %

STEP

Gnoose a pICture youd like people 1o See when you email Tem of Interact In Google proaucts.

® When | send a message to anew person, add them to Other Contacts so that | can auto-complete to them next time
O Il add contacts myself

You can view and change your preferences here.

example V| _—
Megan Killion

Founder & CEO

[0 +1(774)722-1548 & megan@megankillion.com

+ Createnew

Signature defaults

FOR NEW EMAILS USE ON REPLY/FORWARD USE

[No signature ~] [No signature v

O insert signature before quoted text in replies and remove the "~ line that precedes it

o 6) In the Signature defaults section, set your signature as

your default

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chatand Meet Advanced Offline  Themes

O inbox My picture:
Learn more
% Starred
© snoozed Create contacts for auto-complete:
> sent
B o Importance signals for ads:
v More Signature:
(appended at the end of all outgoing messages)
Meet Learn more

B New meeting

@ Join a meeting

Hangouts

Choose a picture youd like people to see when you email them or interact In Google products.
® When | send a message to anew person, add them to Other Contacts so that | can auto-complete to them next time
O Il add contacts myself

You can view and change your preferences here.

example V| Megan Killion

Founder & CEO

0 +1(774)722-1548 & megan@megankillion.com

sansserif + T~ B J U A~ o M

e
e " *

FOR NEW EMAILS USE

Signature defaults

ON REPLY/FORWARD USE

[ No signature

v| [No signature v

[Jinsert signature before quoted text in replies and remove the "' line that precedes it.

STEP

o 7) Save the changes

Hangouts Snippets:

@) im-
o o

Vacation responder:

(sends an automated reply to incaming messages. If a
contact sends you several messages, this automated

reply will be sent at most once every 4 days)
Learn more

No recent chats
Start a new one

/\ BACK TO THE TABLE OF CONTENTS

® Show snippets - Show snippets of the message (like Google web search!).
O No snippets - Show subject only.

® Vacation responder off

© Vacation responder on

Firstday: [February 5,2021 O Last day: (optional)

Subject: | |

Message:

sansserif + T~ B I U A~ & W

« Plain Text

Clonly send a response to people in my Contacts

Save Changes

You're all donel

GMAIL Configuration
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E! Outlook Desktop

STEP

> Press the New Email button

File Home Send/Receive View Help Acrobat

) Reply all Forward | [[V] Moveta: 7 ToManager ] Team Email - B Unread/ Read EE - Ftl -

]E Deleta ~ [=] Archive [] Move~ ) Reply

3 New Email ~

STEP

> Press the Signature button

Untitled - Message (HTML)

ile Message Insert Options Format Text Review Help  Acrobat

[ - & B I

STEP

> Press New

Select signature to edit

STEP

> Enter the signature name and press OK

Mew Signature ? X

Type a name far this signature:

[| oK ] Cancel

OUTLOOK Desktop Configuration
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STEP

O 5 » Paste your email signature into the text box

Edit signature
Calibn (Body) ol [RLL) “'B I U Automatic ([ = = [57] Business Card i__';. "E_,
- [ ] I
Megan Killion

Founder & CEO

[0 +1(774)722-1548 & megan@megankillion.com

Q +1(407)706-4700 SidekickOpen: killion.megan

(® megankillion.com OCO0000 3
Get signature templates

STEP

o 6) Select when you want the signature to be inserted

New messages: o0 i

Repliesforwards: 006 .

l You're all donel l

/\ BACK TO THE TABLE OF CONTENTS
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STEP

01 > Press the Settings button

/O il

STEP

O 2 > Press “View all Outlook settings”

STEP

L/
ﬂ" Outlook Online

View all

Dark mode (i)

Focused Inbox ()

Desktop notifications @

Display density (D)

Full

Medium

Conversation view @

O Mewest on top

@ Mewest on bottom

O o

Reading pane

@ Show on the right

O Show on the bottom

O Hide

lewall Outlogk cattings o

080

Compact

( View all Outlook settings

03 > Press “Compose and reply”

Settings Layout
||Searchsettings | ( Compose and reply )
Attachments
@ General
Rules
= Mail
Sweep
EI Calendar
Junk email
,qq Peaple

View quick settings

Customize actions
Sync email
Message handling
Forwarding

Automatic replies

Layout

Focused Inbox

n Meet Now (5} [T 3

Do you want Qutlook to sort your email to help you focus on what matters most?

@ Sort messages into Focused and Other

O Don't sort my messages

Message height

Choose the height of each message in the message list.

(® Fun

O Medium
() Comnact

OUTLOOK Desktop Configuration
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STEP

O4> Paste your email signature into the text box

Settings

L Search settings

9% General
= Mail
E5 Calendar
£

People

View quick settings

STEP

Layout

Compose and reply
Attachments
Rules

Sweep

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies

Subscriptions

Compose and reply X

Email signature

Create a signature that will be automatically added to your email messages.

= = 2= ”

B¢ m A B I U 2 A

[T
Il
Il
&
£

Megan Killion

Founder & CEO

O +1(774)722-1548 & megan@megankillion.com
Q +1(407)706-4700  SidekickOpen: killion.megan

(® megankillion.com

G6OO00O0

Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to

O 5 > Select when you want the signature to show up

Settings

£ Search settings

£ General
= Mail
E calendar
2

People

View quick settings

STEP

O6> Press Save

/\ BACK TO THE TABLE OF CONTENTS

Layout

Compaose and reply
Attachments
Rules

Sweep

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies

Subscriptions

Compose and reply X

Email signature

Create a signature that will be automatically added to your email messages.

B M AN B T U2 A

i= £ = ”

1]
1]
]
@
2

Megan Killion

Founder & CEO

0 +1(774)722-1548 & megan@megankillion.com
Q +1(407)706-4700  SidekickOpen: killion.megan

@ megankillion.com

60000

Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to

Message format

Choose whether to display the From and Bec lines when you're compesing a message.

D Always show Bec
I:‘ Always show From

Compose messages in | HTML ~ | format

| V||12pt v| B I U

|=

Messages you write will look like this by default.

You can also change the format of your messages in the new message window.

Reply or Reply all

You're all donel

OUTLOOK Desktop Configuration



A—
Apple Mail

STEP

> To create a signature in Mail, select Preferences from the
Mail menu.

Mail File Edit View Mailbox Message Format Window Help

About Mail No Mailbox Selected
) messages
Preferences... 8,

Accounts...

STEP

> In the Mail Preferences window, click the Signatures icon.

.' Mail File Edit View Mailbox Message Format Window Help

[ ) Signatures

& @ W Aa ©00 [
General A

ccounts Junk Mail Fonts & Colors Viewing Compos

59& All Signatures

5 signatures

STEP

> If you have more than one email account, select the
account for which you want to create a signature.

xg All Signatures
5 signatures

iCloud

STEP

> Click the plus (+) icon near the bottom of the
Signatures window.

+ — + Always match my default message font
(Helvetica 12)

<hoose Signature:

+ Place signature above quoted text

APPLE MAIL Configuration
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STEP

> Enter a description for the signature, such as Work,
Business, Personal, or Friends. If you want to create
multiple signatures, be sure to use descriptive
names to make it easier to tell them apart.

All Signatures
5 signatures

iCloud
gnatures

STEP

> Mail will create a default signature for you,
based on the email account you selected. You
can replace any or all of the default signature
text by typing or copy/pasting new information.

STEP

> If youwant toinclude a link to a website, you can enter just
the main part of the URL, rather than the entire URL. For
example, petwork.com rather than http://www.petwork.com
or www.petwork.com. Mail will turn it into a live link.

STEP

> If you would rather have the link’s name displayed instead
of the actual URL, you can enter the link name and then
highlight the link text and select Edit > Add Link.

Edit View Mailbox Message Format Window Help

Undo

Cut
Copy
Paste

Select All
Complete T

Megan Killion
Founder & CEO
LR =i [0 +1(774)722-1548 & megan@megankilli
Q +1(407)706-4700  SidekickOpen: killion.n
Add Link... @ megankillion.com

Attachments

STEP

> Enter the URL in the dropdown sheet, and then click OK.

Enter the Internet address (URL) for this link.

https://www.yoururl.com

Cancel OK

APPLE MAIL Configuration
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STEP

> To add animage or vCard file to your signature, drag the file
to the Signatures window.

STEP

> Put a checkmark next to Always match my
default message font if you want your signature
to match the default font in your messages.

v Alwa\ys match my default message fon
(Hely?etica 12)

STEP

> To select a different font for your signature text,
highlight the text, and then select Show Fonts
from the Format menu.

.’ Mail File Edit View Mailbox Message Format Window Help

Show Fonts 8T
Show Colors

STEP

> Select the font, typeface, and font size from the
Fonts window. The signature font will change
with your selections.

Collection + Family Typeface
All Fonts i . Regular
: Gloria Hallelujah .
English ] Oblique
. Good Times .

Favorites Light
Gotham . .

Recently Used Light Oblique

. . Gotham Black

Diversao Bold

Gotham Bold

Largura Fixa Bold Oblique

Gotham ExtraLight
Gotham Light
Gotham Medium
Heebo

Helvetica

Moderno
PDF
Tradicional
Web

APPLE MAIL Configuration

12



STEP

> To apply a different color to some or all of the text in your
signature, select the text, select Show Colors from the
Format menu, and then use the slider to select a color
from the color wheel.

.’ Mail File Edit View Mailbox Message Format Window Help

Hide Fonts
Show Colors S #C

STEP

> When you reply to an email message, your response will
usually include text quoted from that message. If you want
your signature to be placed above any quoted text, place a
checkmark next to Place signature above quoted text.

(Helvetica 12)

Choose Sio”™ ~ *

\7 Place signature above quoted text

’ You're all donel ‘

/\ BACK TO THE TABLE OF CONTENTS
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