Creating an Email Signature

In Outlook 2016 on a Windows, machine:

1. Openanew Email
On the top of your new Email will be an icon with the title Signature. Click on the signature icon and choose signature

this screen will come up. Click on New, and in the new signature box type a name for your new signature.
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3. The following example used the name default
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With the default signature is highlighted click in the box below and enter your signature. You can create multiple
signatures.
Note: Do not forget to save your signature once you have entered your signature information.
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4. Now that you have created your signature or signatures when you open a new Email and click on the Signature
button, you will see your new signature or signatures. You select the signature by clicking on it and the chosen.
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Your signature will show up at the base of your new outgoing Emails.

Note: When you have multiple signatures, the first signature in your list will become your default.

Create Signature in Outlook Webmail

Open you Webmail and click on the settings button on the top right corner.
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A drop down menu will come up. Click on Options.
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Click on Settings.

| e o >

& Apple G5X Login | Tech Tracker 36 | 4l Web Help Duck - My Tickets. % [3 mad - Outlock Wb App % 4=
£ E & 0 9 3 A & =
=1 Support | Dell Cansda @ Apple G5X Login 42 hitpufwwewsddz.cao. B Most Visked M 3042 1T A= Facs fr.. & Getting Started @ Enter Pickup informati.. & Google § Logn

= Outicok Web App

i sdd2.ca/ecp/Irir= cwaliow a ID0&, 3 o

Meal Canning = P =

®

options mail  cale nal |
email signature read receipts i
anize ema Calibrl 12 B I U .
- = =z iz = & ¥ A
B &= @ 3 x" x, v W ® Ak e bedar
0 Always send a re
settings
< >

The first item on the settings screen is Email Signatures.

options mail calendar regional password

account email signature

organize email ‘ Calibri

we = = =
roups s a
group e = & 3 ¥ x

. Your Name or Name and Position
site mailboxes .
School or School District

Your school phone number

settings
Your school fax
chone Disclaimer and/or School District Logo; if so
desired.
block or allow
apps ‘ [ Automatically include my signature on messages |
send

Enter your signature information. Click on the automatically include my signature box to have your signature added to

all Emails. Click the save button and your signature will now be at the base of your outgoing emails.



