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Topics Covered

o Email Servers & Clients

o Why Use An Email Signature

o What You Should Include & What Not To

o How To Create Your Own Email Signature

o Email Signature Shortcuts



Email Servers

o 3 Types Of Email Servers: Pop3, IMAP & Exchange

● With Pop3 email is stored online and pulled down when you 

check your mail.  If you check your mail on your phone it 

may not be there on your desktop. You might have 

configured it incorrectly.

● IMAP Uses 2 way communication so your other devices 

know the latest.

● Exchange is the best because it also syncs calendar and 

tasks between multiple users and devices.



Email Addresses

o Always use an email address at your domain name

● An email address like company@hotmail.com, 
joe234@yahoo.com or juliesmith@gmail.com is just not 
professional.

● Email addresses are usually free (or cheap) and easy to set 
up at your website hosting account.

● Email addresses should be personal and easy to remember 
not info@ contact@ or sales@.

● Use your first name or firstlast name for larger companies.

● bruce@designandpromote.com is mine.



Email Clients

o This Is What You Use To Check Your Mail

● Make sure it allows sending (and receiving) html based 
emails, not just text emails.

● The ability to have multiple html signatures is nice.

● Microsoft Outlook is popular and others are 
Mailbird,Thunderbird, IncrediMail, Gmail and many others.

● Gmail is both an email server and client, you can use it to 
check your company email too. 

● Your phone has its own built in email client.



Email Signature

o Why bother having an email signature?

● It makes you look more professional.

● Because it is part of your brand.

● So people can call you easier.

● So more people visit your website.

● So more people visit your social media profiles.



Email Signatures
o Thomas Smith wrote a guide called Successful Advertising in 1885.

The saying he used is still being used today.

The first time people look at any given ad, they don't even see it.
The second time, they don't notice it.
The third time, they are aware that it is there.
The fourth time, they have a fleeting sense that they've seen it somewhere before.
The fifth time, they actually read the ad.
The sixth time they thumb their nose at it.
The seventh time, they start to get a little irritated with it.
The eighth time, they start to think, "Here's that confounded ad again."
The ninth time, they start to wonder if they're missing out on something.
The tenth time, they ask their friends and neighbors if they've tried it.
The eleventh time, they wonder how the company is paying for all these ads.
The twelfth time, they start to think that it must be a good product.
The thirteenth time, they start to feel the product has value.
The fourteenth time, they start to remember wanting a product exactly like this for a long time.
The fifteenth time, they start to yearn for it because they can't afford to buy it.
The sixteenth time, they accept the fact that they will buy it sometime in the future.
The seventeenth time, they make a note to buy the product.
The eighteenth time, they curse their poverty for not allowing them to buy this terrific product.
The nineteenth time, they count their money very carefully.
The twentieth time prospects see the ad, they buy what is offering.

http://en.wikipedia.org/wiki/Thomas_Smith


Best Practices



What to Include

● Name

● Company

● Phone #

● Title

● Logo

● Links To Social Media (no more than 3)



What Not To Include

● Anything unnecessary to your target audience.

● Social media profiles that you are not active on. 

● Physical address.

● Fax #.

● Contact info in a graphic.

● Cheesy quotes.

● Disclaimers unless you have to.

● Please don’t print. 
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How To

1. Resize images and add them online, copy the links to them.

2. Create a new document and add a table.

3. Add the image using the link to your image online.

4. Add text, add links, format fonts, colors etc.

5. Duplicate for each employee. 

6. Save as .html and copy/paste into signature spot in your 

email client.



Lets Do One Together

Things to consider

● Make sure all images are online first.

● Make sure it represents your brand well.

● Make it easy to read, no fancy fonts.

● You do not need to include everything…



Appointment Scheduling

I have multiple

signatures set up

with different

scheduling links



Appointment Scheduling

Integrates with Outlook, iCal,

Gmail calendars and more.

Only show days/times that

you are available.



Gmail Email Signatures

Go to Settings, General, Signature and paste in new signature



Phone Email Signatures

o Email yourself an html email signature you want to use on your phone.

o Open the email on your phone and select the signature part, press down and hold for the 

copy command to appear.

o Copy the signature.

o Open your email settings on your phone and find the signature dialog box.

o Paste it into the pop-up box and save it.

o http://www.imore.com/how-create-html-rich-emails-signatures-your-iphone-and-ipad



Email Signature Hosts

o Don’t want to create your own and have money 

to spend? About $5/Mo

● https://htmlsig.com/

● http://www.wisestamp.com/

http://www.wisestamp.com/
http://www.wisestamp.com/


Resources

● http://yourwebsiteengineer.com/create-an-html-

email-signature-with-images-and-colors/

● http://www.imore.com/how-create-html-rich-emails-

signatures-your-iphone-and-ipad

● http://webapp.wisestamp.com/

http://yourwebsiteengineer.com/create-an-html-email-signature-with-images-and-colors/
http://www.imore.com/how-create-html-rich-emails-signatures-your-iphone-and-ipad
http://webapp.wisestamp.com/


Any Questions?

Design & Promote can help you set 

up new email accounts and design 

an awesome looking email signature!

Next Seminars - http://designandpromote.eventbrite.com/

http://designandpromote.eventbrite.com/

