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Creating a Sighature in Thunderbird
Windows and Macintosh

This document will help you create a single signature file to use in all your Thunderbird messages.
If you require more than one signature file, you should refer instead to the following document:

http://www.hamilton.edu/college/its/documentation/e-mail/client based/external/HTO-TBird-
Signatures-ALL.pdf

1. Start by creating your signature file. The

easiest way to do this is in Microsoft Word. R R R
When you create the file, enter your [Debbora (Debby) Bartel Quayle
information, as you want it displayed. Director, Help Desk & Training

HAMILTON COLLEGE
Information Technology Services
315-859-4031

2. Click on File and choose Save As... then follow the steps below. Windows instructions are
listed first, followed by Macintosh.
3. Saving your Signature File
Windows (see illustration below)
a. Change the “Save in:” location to My Documents by clicking on the My Documents
icon on the left.
b. Click on the New Folder icon to create a new folder called Signatures. Then click on
OK (within the New Folder window). (NOTE: Skip this step if you already have such
a folder.)
c. In the File name: field, name your signature file something that will allow you to
easily recognize it by name.
d. Click on the down arrow in the Save as type: field to choose Web Page (*.htm,
*.html) and click on Save.
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Macintosh (see illustration below)

NOTE: If your screen does not look like the one below, click on the down arrow to the far
right of the Save As: box. It will expand the screen.
a. In the Save As: field,
name your signature file
something that will allow

External.htm

Save As

you to easily recognize it [« »! (= m! [ Documents ;
by name. . & Network [7 Adobe Read da

b. Change the location to =4 Macintosh HD N Eolizs
Documents by clicking i users o
on Documents in the @5 Desktop I-J Name of new folder:

left column as shown. A Applications
c. Click on the New e .
Folder button at the
bottom left and name
the folder Signatures. A 'l oA .
Click on Create. 'J;Hties 0 Ewal 5
d. Change the Format: *~ HDintern 7 eBooks by
from Word Document to
Web Page (HTML) by

,_
i |

f\' Cancel '

EapEa L Web Page (HTML)

clicking on the double glescHption
Saves a document for display on the Web. HTML is the default Web format and can be read by
arrow. Windows and Mac browsers.
e. Click on the Save Learn more about file formats
button. = Save entire file into HTML _ Save only display information into HTML
Web Options.. Compatibility Report. Compatibility check recommended
Cancel
£
4. In Thunderbird, click on the Tools [TEE— x|
menu in Thunderbird and choose |
ACCOUI’]t Setti ngS | Server Settings
Ch th t f h' h OPTEs & Folders Account Mame: | Dominank
a. oose € accoun or wnic Composition & Addressing )
you want to set the default Offne &.Disk Spece [ [~ Defaultentity
. Reeturn Receipts Each account has an identity, which is the information that other people see
signature. In the example at di when they read you messages.
right, it is the Dominant gl W | fouwtans rebh cuavke
Erver Settings = "
accou nt. Capies & Folders Email Address: dquayle@hamilbon. edu
b CI k . th h kb I b I d Composition & Addressing Reply-to Address: | dquayle@hamiltan. edu
. IC In e chec OX labele ’ OFffline & Disk Space Qrganization; i L
“Attach this signature:” and Retur Receits
. ) Security Attach this signature:
then CIICk on Ch oose. =l Help Desk. Account CiDocuments and Settingsidquayle\application DataiT
c. Using the steps outlined above Server seltings ] Attach my ST MRS
. R « Copies & Folders = =
In num be r 3 ] nav'gate to My Cn;:pnsit\nrufnddressing Oukgoing Server (SMTP): | dquayle - hamilton.edu (Default) ]
Documents” (Windows) or to e
“Documents” (Macintosh) where | sy
- »” =) Mear Mai
you created your “Signatures Server Settings :
folder. Locate the signature you | | 8 Accourt, . |
want to use all the time and
click on the file name to select [ Remove acout J
i . 5 i . oK Cancel
it. Then, click on Open

d. Click on OK.
e. This signature will appear in all messages you compose. When you don’t want to use
it, you can remove it by highlighting it in your message and pressing delete.
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For questions or comments regarding this document, please email helpdesk@hamilton.edu.
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