9/17/2019 Create and add an email signature in Outlook on the web - Office 365
@ Microsoft

d)ffice Productsv All Microsoftv
A=
Apps Resourcesv Cart W@
Search O
Install Templates
Support Amy
Account Buy Office 365
Training
Admin

Create and add an email signature
in Outlook on the web

Office for business, Office 365 Small Business,

Create a signature for your email messages that you can add automatically to all outgoing
messages or manually to specific ones.

Note: If the instructions don't match what you see, you might be using an older version of
Outlook on the web. Try the Instructions for classic Outlook on the web.

Create an email signature

1. Sign in to Outlook on the web.
2. Go to Settings £ > View all Outlook settings > Compose and reply.

3. Under Email signature, type your signature and use the available formatting options to
change its appearance.

Note: You can have only one signature per account.
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= If you want your signature to appear at the bottom of all new email messages that you
compose, select the Automatically include my signature on new messages I
compose check box.

= [f you want your signature to appear on messages that you forward or reply to, select
the Automatically include my signature on messages I forward or reply to check
box.

= [f you don't select these options, you can manually add your signature to a selected
message. For details, see Manually add your signature to a new message below.

4. Select Save when you're done.

Note: You can always return to the Compose and reply page and select or clear the check
box for automatically including your signature.

Manually add your signature to a new message

If you've created a signature, but didn't choose to automatically add it to all outgoing
messages, you can add it later when you write an email message.

1. Go to your mailbox and choose New message.

2. Type your message, and then choose ~~ > Insert signature at the bottom of the compose
pane.

3. When your email message is ready, choose Send.

Instructions for classic Outlook on the web

Create an email signature

1. Sign in to Outlook on the web.

2. On the top nav bar, choose Settings > Mail, which opens the Options panel on the left.
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3.
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In the Options panel, under Mail, choose Layout > Email signature.

In the text box, type your signature and use the available formatting options to change its
appearance.

Note: Inserting an image file (in a .qgif or .jpg format for example) for your signature isn't
supported, but you can copy an image from a webpage and paste it into the signature box.

If you want your signature to display at the bottom of all outgoing email messages,
including replies and forwards, select the Automatically include my signature on new
messages I compose check box.

If you don't select this option, you can manually add your signature to a selected message.
See the next section for more information.

Select Save when you're done.

Note: You can always return to the Email signature page and select or clear the
Automatically include my signature on new messages I compose check box.

Manually add your signature to a new message

If you've created a signature, but didn't choose to automatically add it to all outgoing
messages, you can add it later when you write an email message.

) New

1. Go to your mailbox and choose to create a new email message.

2. Type your message, and then choose More > Insert signature on the toolbar.

3. When your email message is ready, choose Send.

O &

https://support.office.com/en-us/article/create-and-add-an-email-signature-in-outlook-on-the-web-5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3 3/4


https://www.facebook.com/sharer.php?u=https://support.office.com/en-us/article/create-and-add-an-email-signature-in-outlook-on-the-web-5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3
https://linkedin.com/shareArticle?mini=true&url=https%3a%2f%2fsupport.office.com%2fen-us%2farticle%2fcreate-and-add-an-email-signature-in-outlook-on-the-web-5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3&title=Create+and+add+an+email+signature+in+Outlook+on+the+web
mailto://?subject=I%20think%20you%27d%20be%20interested%20in%20this:%20Create%20and%20add%20an%20email%20signature%20in%20Outlook%20on%20the%20web&body=Create%20and%20add%20an%20email%20signature%20in%20Outlook%20on%20the%20web%0Ahttps://support.office.com/en-us/article/create-and-add-an-email-signature-in-outlook-on-the-web-5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3

9/17/2019

Create and add an email signature in Outlook on the web - Office 365

Expand your Office skills

EXPLORE TRAINING >

What's new

Surface Pro 6
Surface Laptop 2
Surface Go

Xbox One X

Xbox One S

VR & mixed reality
Windows 10 apps

Office apps

Was this information helpful?

Microsoft
Store

Account profile
Download Center

Microsoft Store
support

Returns
Order tracking
Store locations

Buy online, pick
up in store

@ English (United States)

Contact Us
© Microsoft 2019

Privacy & Cookies

Education

Microsoft in
education

Office for
students

Office 365 for
schools

Deals for
students &
parents

Microsoft Azure
in education

Terms of use & sale

Trademarks

Get new features first

JOIN OFFICE INSIDERS >

Enterprise

Azure
AppSource
Automotive
Government
Healthcare
Manufacturing
Financial services

Retail

Yes

No

Developer

Microsoft Visual
Studio

Windows Dev
Center

Developer
Network

TechNet
Microsoft
developer
program
Channel 9

Office Dev Center

Microsoft Garage

Office accessibility Legal

Company

Careers
About Microsoft
Company news

Privacy at
Microsoft

Investors

Diversity and
inclusion

Accessibility

Security

https://support.office.com/en-us/article/create-and-add-an-email-signature-in-outlook-on-the-web-5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3

4/4


https://www.microsoft.com/en-us/p/surface-pro-6/8ZCNC665SLQ5
https://www.microsoft.com/en-us/p/surface-laptop-2/8XQJKK3DD91B
https://www.microsoft.com/en-us/p/surface-go/8v9dp4lnknsz
https://www.xbox.com/en-us/xbox-one-x
https://www.xbox.com/en-us/xbox-one-s?xr=shellnav
https://www.microsoft.com/en-us/store/b/virtualreality
https://www.microsoft.com/en-us/windows/windows-10-apps
https://store.office.com/en-us/appshome.aspx?
https://account.microsoft.com/
https://www.microsoft.com/en-us/download
https://go.microsoft.com/fwlink/p/?LinkID=824761&clcid=0x409
https://go.microsoft.com/fwlink/p/?LinkID=824764&clcid=0x409
https://account.microsoft.com/orders
https://www.microsoft.com/en-us/store/locations/find-a-store?icid=en-us_UF_FAS
https://www.microsoft.com/en-us/store/b/buy-online-pick-up-in-store?icid=uhf_footer_bopuis
https://www.microsoft.com/en-us/education
https://www.microsoft.com/en-us/education/products/office/default.aspx
https://products.office.com/en-us/academic/compare-office-365-education-plans
https://www.microsoft.com/en-us/store/b/education?icid=CNavfooter_Studentsandeducation
https://azure.microsoft.com/en-us/community/education/
https://azure.microsoft.com/
https://go.microsoft.com/fwlink/?LinkID=808093
https://www.microsoft.com/en-us/enterprise/automotive
https://www.microsoft.com/en-us/enterprise/government
https://www.microsoft.com/en-us/enterprise/health
https://www.microsoft.com/en-us/enterprise/manufacturing
https://www.microsoft.com/en-us/enterprise/finance/banking-capital-markets
https://www.microsoft.com/en-us/enterprise/retail-consumer-goods
https://visualstudio.microsoft.com/
https://developer.microsoft.com/en-us/windows
https://msdn.microsoft.com/en-us
https://technet.microsoft.com/en-us
https://developer.microsoft.com/en-us/store/register
https://channel9.msdn.com/
https://developer.microsoft.com/en-us/office
https://www.microsoft.com/en-us/garage/
https://careers.microsoft.com/
https://www.microsoft.com/en-us/about
https://news.microsoft.com/
https://privacy.microsoft.com/en-us
https://www.microsoft.com/investor/default.aspx
https://www.microsoft.com/en-us/diversity/
https://www.microsoft.com/en-us/accessibility
https://www.microsoft.com/en-us/security/default.aspx
https://store.office.com/worldwide.aspx?rs=en-us&cmapid=1
https://support.office.com/home/contact?ContactUsExperienceEntryPointAssetId=5ff9dcfd-d3f1-447b-b2e9-39f91b074ea3
https://go.microsoft.com/fwlink/?LinkId=248681
https://go.microsoft.com/fwlink/p/?LinkId=530144
https://go.microsoft.com/?LinkId=9851308
https://go.microsoft.com/fwlink/p/?LinkId=316963
https://go.microsoft.com/fwlink/p/?LinkId=530144
https://support.office.com/en-us/office-training-center
https://insider.office.com/

