
Procedure to set 
up your BDC 
email signature



Steps to set up your BDC email 
signature

02. 
Click on the gear icon > 

Mail then email signature

04.
Check the two (2) following boxes:

 Automatically include my signature

on new messages I compose;

 Automatically include my signature

on messages I forward or reply to.

Save your signature

03. 
Enter your email signature in the following format:

FirstName LastName, Titre (Pronouns)
Consultant, BDC Advisory Services | Consultant(e), BDC Services-conseils 
T 123-123-1234
bdc.ca

C 123-123-1234 F 123-123-1234

01. 
Go to: https://outlook.office365.com/owa

Enter your BDC email address and your password.

Then click on sign in.

Note : Do not include the BDC logo. 

, Titre (Pronouns)
, BDC Advisory Services | Consultant(e), BDC Services-conseils 

bdc.ca

https://outlook.office365.com/owa



