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1. Click on File. 

 

 

 

 

2. Click on Options. 

 

 

 

3. Click on Mail. 

 

 

4. Click on Signatures. 

 

 

 

 

 

5. Click on New. 

 

 

 

 

 

6. Type in the name of the signature you want. Click OK. 

 

 

 

 

7. Fill out your Signature in the Edit signature box. Click Save. 

 

 

8. Make sure your default signature is on for New messages 

and Replies/forwards. 
 

 

 


