Adding Image in Your Outlook Signature File

1. In Outlook, go to Tools menu > Options > Mail Format tab > select HTML as email format and uncheck both options as seen below.

2. Uncheck Use Microsoft Office Word 2003 to edit email message and Use Microsoft Office Word 2003 to read Rich Text email messages. You can turn both back on after creating the signature file.
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3. Click on Signatures… button.

4. Click on New button.

5. Give your signature file a name. I will use 75th in here > click Next button.
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2. Choose how to create your signature:
@ Start with 3 blank signature:

€ Use this existing signature 25 2 template:

€ Use tis fie a5 a template:
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6. Compose your signature line as usual. 

7. Once it is done, position the cursor at the location where you want the logo to appear, Right-click on the white area and then choose Insert Image.
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8. Type http://www.uwfox.uwc.edu/iit/images/foxlogos/fox75logo-sm.gif in the Picture Source box. And type “Celebrating UWFox 75th Anniversary” in the Alternate Text box. Select Left for the layout alignment. Type 5 in the boxes for spacing so it gives a small clearance between the text and image.
(If you want to use a different size of images, go to http://www.uwfox.uwc.edu/iit/foxlogos.html and replace the file name with the one you are choosing. 
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http://www.uwfox.uwc.edu/iit/images/foxlogos/fox75logo-sm.gif (Small image)

http://www.uwfox.uwc.edu/iit/images/foxlogos/fox75logo-md.gif (medium image)

http://www.uwfox.uwc.edu/iit/images/foxlogos/fox75logo-sm.lg (large image)
** http://www.uwfox.uwc.edu/images/logosmall.gif (UWFox original image)
Remember that the bigger the image, the large the size of your email. 

** Use this one if you are NOT using the 75 image but the regular image for your signature file.
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9. Start composing your signature file as usual. Click Finish when you are done.
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Press [Return] key a
few times until the
cursor positions at the
desired location.
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