How to set vour email signature

If you are using a laptop for the first time, having
previously used a desktop machine, you'll need to set
your email signature so it remains on your laptop.

1. Open Outlook and find an old email where you have
your signature, so you can copy (highlight and right
click ‘copy) it for a later step. You can also create a
new one later, instead of this step.
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2.Go to File > Options > Mail > Signatures

3. Select new and type a name, perhaps ‘SWP’, and
click OK

4. Right-click in the large blank area and paste your
signature
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You can also edit your signature if required using
the familiar tools for fonts, sizing, colour, etc — or
you can create a new one.

5. You can select the default signature for just new
messages or replies too

Choose default signature

E-mail account: | j3mes, smith@south-wales.pnn.police.uk

Mew messages: SWP

Replies/forwards: | gywp IEI

6. Click OK to close the signature window, and OK
again to close the option window.

Your signature will now appear on all new emails.
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