How to Create & Set Your Email Signature in
Outlook

1 Click settings gear icon in top right hand corner.
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2  Typein "signature." Then click "Email signature"
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art suggesuons © can't find some of your Mail settings? Automatic replies and Signatures have
& Account moved to the new “Account” tab. Click here to view the new "Account” tab.
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| &= Mail
- Conditional formatting Do you want Outlook to sort your email to help you focus on what matters most?
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Quick steps
Customize actions Text size and spacing
Sync email Outlook will use this font size and spacing amount when fitting content on your screen.

Message handling This will not affect received or sent email content.
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Forwarding o
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Groups

Message organization

How do you want your Message List organized?

3 Click the "edit signature name" field and type "default signature.

Settings Email account Signatures X

Q Search settings X Shared with me

Automatic replies Email signature
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| Signatures You can add and modify signatures that can be added to your emails. You can also choose
@ General which signature to add by default to your new emails and replies.
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4  Click "New signature."

Settings Email account Signatures X

Q Search settings Shared with me

Automatic replies Email signature

| & Account I .
You can add and modify signatures that can be added to your emails. You can also choose

| signatures
@ General which signature to add by default to your new emails and replies.
Categories
& Mail Creat€ans edit signatures
Mobile devices
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&3 People Default Signature
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5 Click the photo image that says "insert picture inline."

& Account ,
I / You can add and modify signatures that can be added to your emails. You can also choose

| signatures
£33 General which signature to add by default to your new emails and replies.
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& Mail Create and edit signatures
Mobile devices
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Select default signatures

Made with Scribe - https://scribehow.com



6 Find where you saved your PNG file and insert it here. Click on the photo. Then
drag the corners around until the signature is the size you desire.

Settings Email account Signatures X

Q Search settings Shared with me

Automatic replies Email signature

& Account ,
I b You can add and modify signatures that can be added to your emails. You can also choose

| signatures

£33 General which signature to add by default to your new emails and replies.
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&9 Mail Create and edit signatures

Mobile devices
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Click the left hand side of your signature and hit enter 8-10 times to give you
space to type emails when you are composing new emails.
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You can add and modify signatures that can be added to your emails. You can also choose

| signatures
@ General which signature to add by default to your new emails and replies.
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M Mail Create and edit signatures
Mobile devices
Calendar + New signature
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&3 People Please enter a signature name.
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Paste the language I emailed to you with your signature instructions underneath
your signature.

Settings Email account Signatures

Q Search settings Shared with me

Automatic replies Email signature

& Account S .
| i Signatures You can add and modify signatures that can be added to your emails. You can also choose

@ General which signature to add by default to your new emails and replies.
Categories

& Mail Create and edit signatures
Mobile devices

Calendar + New signature
Storage

&8 People Please enter a signature name.

@ Copilot Default Signature
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Company NMLS |D: 3408438

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to
whom they are addressed. If you have received this email in error, please notify the system manager, This message

contain nd is ded only for the individual named. If you are not the named addressee you

should not disseminate, distribute or copy this email. Please notify the sender i by emailif you

this email by mistake and delete this email from your system. If you are not the intended recipient you are notified that

disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited
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9 For new messages -- Select the "Default Signature" option.
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&= Mail

_ Mobile devices This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to

Calendar Slorage whom they are addressed. If you have received this email in error, please notify the system manager. This message

83 People ntain ion and is intended only for the individual named. If you are not the named addressee you
should not disseminate, distribute or copy this email. Please notify the sender i by emailit you

@ Copi\ot this email by mistake and delete this email from your system. If you are not the intended recipient you are notified that

disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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Select default signatures

For New Messages: _ Default Signature b

For Replies/Forwards: (No signature) A

Made with Scribe - https://scribehow.com



10  For replies/forwards -- Select the "Default Signature" option.

| & Account
£33 General
= Mail
Calendar
&% People

) Copilot

11 Click "Save."
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Categories

Company NMLS 1D 208439

Moabile devices

This email and any files trar ith it itial and intended solely for the use of the individual or entity to

Slorage whom they are addressed. If you have received this email in error, please notify the system manager. This message

contain i nd is ded only for the individual named. If you are not the named addressee you

should not disseminate, distribute or copy this email. Please notify the sender i by email if you

this email by mistake and delete this email from your system. If you are not the intended recipient you are notified that

disclosing, copying, distributing or taking any action in reliance on the contents of this information is strictly prohibited.
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Select default signatures

For New Messages: ~ Default Signature <

For Replies/Forwards: _ Default Signature i
e

Discard
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Campany HMLS ID: 2608499
Mobile devices This email and any files trar ithit ttial and intended solely for the use of the individual or entity to
Slorage whom they are addressed. If you have received this email in error, please notify the system manager. This message
contain: nd is intended only for the individual named. If you are not the named addressee you
should not disseminate, distribute or copy this email. Please notify the sender i by emailif you

this email by mistake and delete this email from your system. If you are not the intended recipient you are notified that

disclosing, copying, distributing or taking any action in reliance on the contents of this information I strictly prohibited.
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Select default signatures

For New Messages: Default Signature il

For Replies/Forwards: Default Signature =

Discard

Made with Scribe - https://scribehow.com




