Free Advertising—How to Create Email Signatures
©2008 by Donna Cunningham, MSW


With every email you send out, you can promote your services, activities, and website by creating statements about your services or enterprises and adding contact information or a link. These statements, called signatures, can be added to each email you send. The main message that automatically appears on your emails is called the “default” or “untitled” signature. You don’t have to be a computer whiz to do this. Just follow the steps given in this article, which are illustrated with screen shots of the parts of your email program that are involved. The email program used here is Outlook Express, but other email programs have similar features.
Juggling Several Enterprises?  Create Multiple Signatures

Many of us who are self-employed have a variety of ways to make a living.  Creative people, in particular, have a multitude of projects and products to offer.  
If you have several enterprises—say classes and a newsletter—or if you want to create a series of inspirational messages, you can easily switch back and forth between signatures. Put your mouse at the beginning of the default signature, right click, and choose from your list of signatures. As you answer emails from people who’d be interested in a specific area, switch to a signature that relates to that interest.

You can also create a temporary signature to highlight an upcoming event.  For instance, if you’re an astrologer, you could create a brief writeup of the significance of an eclipse or of how to handle challenges of the current Mercury retrograde period. If you’re giving a seminar, create a signature with a brief description, including date, location, price, and how to register.
 Here are a few of the many email signatures I use: 
____________________________________
Donna Cunningham's trilogy The Outer Planets and Inner Life is complete with the publication of V.2: Outer Planet Aspects to Venus and Mars and V.3 Aspects between the Outer Planets. (V.1 explores the outer planets as career indicators.) To celebrate this event, we are offering 3 books for $35, up to a $50 value.  For more details and samples of the ebooks, visit  http://www.moonmavenpublications.com.  
____________________________________
Donna Cunningham is now conducting an intermediate level astrology correspondence course by email, Chart Interpretation and Synthesis. This course is for people who already know basics like aspects and transits but need help in putting the pieces of a chart together.  Donna has been an internationally-known astrologer and author for many years. For more information, go to http://www.moonmavenpublications.com/correspondancecourse.html 
_________________________

Donna Cunningham, author of 19 books and countless articles and columns,  is pleased to announce her two writing seminars in chat room format at the Online College of astrology. A seminar on writing content for your web page begins Tuesday, September 16. The second seminar, "Writing for Astrological and Metaphysical Markets"   begins Saturday, October 4.  For details and downloadable samples,  go to http://www.moonmavenpublications.com/writingseminar.html  .
Creating your own Signatures, Step-by Step


First, write out what you want your signature to say. Edit it carefully, and consider what impression a stranger might get of you and your work from this message. It  should contain your full name and email address, and might also include your URL, telephone number, company name or organizational affiliation, snail mail address, or an inspirational quote, comment, or humor statement, though those should be used with caution. It’s best to keep your message to less than six lines in length as long ones can be distracting and are often ignored. 
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If it takes more than six lines to express yourself to the reader, then that information should probably be in the body of the email. (If you often have to write the same information—e.g. about your services and fees—then create a template document and cut and paste the text into the email.)  
 
Start the signature by opening your email program. On the toolbar menu across the top, first click on “tools,” and then choose “options”.
[image: image2.jpg]On Options menu, click mail format.
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When the options menu comes up,
 click on the “mail format” tab.
Under the “Mail format,”    

click on the “Signature” 

button at the bottom.
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Now type in your signature, checking the spelling and links carefully, and when you’re satisfied, click “OK.”  
To make a link that works, hit the space bar once at the end of the web address. You’ll know it works if it’s underlined and in blue type, but click on it anyway to test it. Your readers are unlikely to cut and paste the URL onto their browser.
  To shift (toggle) from one signature to another, right click with your mouse on the default (or “untitled”) signature, then choose from the list of signatures that appears. The chosen signature will overwrite the default signature. 
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If these instructions aren’t clear to you, use the “help” menu on your email program. But do persevere—every bit of advertising or promoting you do moves you that much closer to success in doing the work you love.  
