
How to Create a Signature in Outlook 
Go to File>Options 

 

Click on Mail>Signatures 

 



Click on New>and Type in a name for your signature>OK 

 

Type in your signature>click OK    

 

 



When you open a new email your signature will be there! 

 

You can create a new signature for your reply email or select the current signature for replies and 
forwards. 


