HOW TO SETUP YOUR E-MAIL SIGNITURE IN OFFICE 360

Open your Outlook 360 E-Mail screen.
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Click “Layout” and select the “Email signature” option
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Fill in your “Signature” information, make sure that the “automatically include my signature on new
message | compose” and the “automatically include my signature on messages | forward or reply to”

are checked and then click “Save”. The signature has now been created and will be on all e-mails
sent.



