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How to add a Headnote Payment Link to your Outlook Cloud signatures and emails

1. Log in to your Outlook account
2. Click the gear icon (settings) at the top right

3. Click “View all Outlook settings” at the bottom of the list

View all Outlook settings 3

4. Select “Compose and Reply” from the menu on the left
5. Add the desired text in the box and highlight it

Layout Compose and reply ‘ Discard X
Compose and reply

Email signature
Attachments

Create a signature that will be automatically added to your email messages.
Rules
Sweep @Y M A B I U Q2 A== =922 » = = =E

Junk email
Rodrigo M. Zaragoza

Customize actions Attorney at Law
123 Main Street, New York NY.
Sync email (123) 456-7890
Message handling Click here to pay yourinvoice/
Forwarding
. (C)
Automatic replies
6. Click on the “Insert Hyperlink” button
= = =l ©
7. Paste your link on the “web address” field and click “OK”
Insert link X

Text to display:

Click here to pay your invoice

Web address (URL):
https://headnote.com/#!/pay/3d0eb0c3/operating h



8. Click “Save” at the top-right of the Settings window

Add a Headnote Payment Link on an email body

1. Click on “New Message”

= |—{— New message

2. Begin writing your message and highlight the text you wish to be hyperlinked
3. Click on the “Insert Hyperlink” button

HiJohn,
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We thank you for your busmess, piedse see your imnvuile awacned.
You can pay by phone or online via Headnote through this Iin_
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4., Repeat steps 7 and 8
5. Send your email with a payment link and get paid!



