
Create a Signature for Messages in Outlook   
 
 
 If Microsoft Word is your e-mail editor, see Word Help. Word offers the most 
customization options for signatures. 
  

1. From the main Microsoft Outlook window, on the Tools menu, click 
Options, and then click the Mail Format tab.  
 

2.  In the Compose in this message format list, click the message format that 
you want to use the signature with.  
 

3.  Under Signature, click Signatures, and then click New.  
 

4.  In the Enter a name for your new signature box, enter a name.  
 

5.  Under Choose how to create your signature, select the option you want.  
 

6.  Click Next.  
 

7.  In the Signature text box, type the text you want to include in the 
signature.  
 

8.  You can also paste text to this box from another document. 
 

9.  To change the paragraph or font format, select the text, click Font or 
Paragraph, and then select the options you want. These options are not 
available if you use plain text as your message format.  
 

10.  Click Finish when you are done editing the new signature.  
 

11.  Once you've created a signature, you can insert a signature in a 
message. 
  

 VIEW A DEMO: 
http://office.microsoft.com/en-
us/outlook/HA012231521033.aspx?pid=CL100626971033 


