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How to create your Auditel email signature in Microsoft Outlook 
 
 

For this document we have used Outlook 2010 
The process however is invariably similar in both older and newer versions. 
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How to create your Auditel email signature 
 
Download the relevant e-mail signature template file from the ABMS and save it locally on your 
system. You will find these template files within the Help/Support section of the Resource 
Centre. These templates are also available on your new starter memory stick (if received after 
Sept 2015). 
 
Open Outlook and click File -> Options from the Menu bar running down the left of the screen. 
 

 
You will then be presented with the options window, from here you will need to choose Mail 
from down the left and then click on the Signatures button which is the 3rd button down on the 
right of the window to access the Signature Creation / Edit platform. 
 

 
 
A smaller sub menu window will appear over the main options window – click on ‘New’ and give 
your signature a title and press OK (see image below). 
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The next step is select Corbel which is our brand font for all online applications and a font size 
of 11. 
 

 
 
Once this has been done – you are ready to import the downloaded template from the ABMS 
and make the adjustments to personalise it to yourself. Simply copy the template from the 
downloaded document and paste into the content field (as illustrated). 
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As you will see – the template is not specific to any person – so you will now overwrite these 
placeholders with your own name, address, contact details etc. 
 
Please note that you can also include an Auditel Logo as well as links to your Microsite, LinkedIn 
and Twitter accounts should you wish (Logos are available from the ABMS – Resource Centre -> 
Marketing-> Brand – as well as on the new starter memory stick (Sept 15 onwards)). 
 
If you are trading as a limited company you will need to ensure that your company details and 
company number all feature within the disclaimer at the bottom of the template. 
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You also have the option to attach a Business Card to your signature. Simply click on Business 
Card and select your name from the list and click OK.  
 
A business card contains name, address information and contact details. If you receive an email 
with a business card attachment you are able to save it within your Outlook contacts simply by 
opening the message, double clicking on the attachment to open it and then clicking Save & 
Close. The information within the business card is then saved to your contacts. 
 
Finally you will need to ensure that you have selected your Auditel signature for insertion to 
New Messages and then click OK to save. 
 

 
 
Now when a new email message is composed within Outlook it will show your new signature, 
and your business card attached (if you wish). 
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How to create a signature for replies and forwards 

Should you decide you can use the same signature for both new emails and replies or forwards, 
though some people will prefer to have a simpler version for when they reply or forward an email 
on. 

To do this firstly copy the signature that you wish to simplify (quickest and easiest way to do this is 
from an existing email that has your signature included). 

Then go back into the options menu (File -> Options) 

 

From here you need to go back into the signature creation platform by clicking on the Mail option on 
the left and the Signatures button on the right. 
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Ensure that the email signature tab is open and click ‘New’. The name for this signature again is 
purely up to you – for this example we have used AuditelRepliesForwards, and then click OK. 

 

Paste the copied signature into the content field and remove all information with the exception of 
your name, a contact number and the disclaimer.  

Again please ensure that you have your font set to Corbel (size 11pt). 
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The final thing to do is make sure that this simpler signature is selected for use in replies and 
forwards by selecting the template (as shown below). 

 

 

Should you have an further questions or queries, please contact Tony Edwards in the Winchester 
Office by calling (01962) 893061 or by emailing tony.edwards@auditel.co.uk 
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