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Guidance on how to create an email signature in Outlook

To create your email signature:

1. Edit the contact details in the email signature table cell shown below. You can add more lines if necessary, such as if you feel it is useful or important to include your postal address
2. Hover your mouse over the table until the ‘handle’ appears top left, and then right click on the handle to highlight the table.
3. Select ‘Copy’ (or press CTRL and C together)
4. Go to Outlook or your email application.
5. Under the ‘Tools’ menu select ‘Options’.
6. Click on the ‘Mail Format’ tab and click ‘Signatures’ button.
7. In the ‘E-mail Signature’ tab click ‘New’ to create a new signature.
8. Right click in the ‘Edit signature’ field and select ‘Paste’ (or press CTRL and V together).
9. Click OK. 
10. Click OK in the ‘Options’ window.
11. If you have more than one mail account you may have to select the signature under the account settings. Otherwise, when you create any new message, the signature should appear in position. 

The email signature table cell:
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	Forename Surname
Job title, Team
UK Health Security Agency
forename.surname@ukhsa.gov.uk
Tel: 0000000000 Mobile: 000000000
www.gov.uk/ukhsa  Follow us on Twitter @UKHSA
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