How to Create\Renew a Signature in the Updated Version of Outlook
1. Open Outlook App
2. Open Settings: In the new Outlook for Windows, click the Settings icon (gear icon) in the top right corner. 
3. Navigate to Signatures: Select Accounts and then Signatures. 
4. Choose Signature: If you have multiple signatures, select the one you want to update from the dropdown menu. 
5. Edit Signature: Copy + paste the email signature and image below; after that, individually highlight each line of text and type in your own information. If your contact info is already updated and hasn’t changed, just delete the old image and social links, and copy + paste the new ones below.
6. Save Changes: Click Save to apply the changes to your selected signature.


Ashley Rice 
Marketing Coordinator 
M: 704.526.9252 
ashleyrice@bonitz.com 
4539 Enterprise Dr. NW, 
Concord, NC 28027 
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