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Adding email signature to Outlook

Amend the above with your own details then select and copy (Ctrl+C) the above.
Go in to Outlook and Open a new message.
On the top ribbon, click on the Signature button and select Signatures from the drop down.
You will be presented with a new pop up with your current signature displayed or a blank if you don’t yet have one.
If you don’t have a signature click on New, give the signature a name and click ok. If you do have a signature, select all of the text within the main window and delete.
Now paste in the above signature (Ctrl+V) and edit it to reflect your details.
If you would like the signature to appear on replies and forwards, select your signature in the replies/forwards drop down on the right hand side.
Click OK to save changes.  
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