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Procedure to set
up your BDC
email signature




Steps to set up your BDC emaill

signature

01.

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

Then click on sign in.

Enter your BDC email address and your password. /

Sign in with your work or school account

someone@example.com

Password

Can't access your account?

02.

Click on the gear icon >
Mail then email signature

O - -

Settings x

(@ Options

Shortcuts
+ General

.
W et eme

4 Acc

Notifications. Block or allow

POP and IMAP

4 Layout

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 C 123-123-1234 F 123-123-1234
bdc.ca

Note : Do notinclude the BDC logo.

04.

Check the two (2) following boxes:

2 Automatically include my signature
on new messages | compose;

2 Automatically include my signature
on messages | forward or reply to.

Save your signature

E. Save X Discard
Email signature
E]Autcvat'ca\ y include my signature on new messages | compaose
DAutcTat'ca\ y include my signature on messages | forward or reply to
W B T U M A A AZ SV
FirstName LastName, Titre (Pronouns)
Consultant, BDC Advisory Services | Consultant(g), BDC Services-conseils

T123-123-1234  C123-123-1234 F123-123-1234
bdc.ca



https://outlook.office365.com/owa



