Email Signatures
Outlook can automatically append text to the end of your emails, if you want to include your contact details etc. at the end of each message.
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Open Outlook as normal from the desktop or Start Menu. Click the orange File tab (top left) and click on                 on the left.
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In the window that opens up, click Mail on the left (second option), then click the Signatures button that is a third of the way down on the right:

In the window that opens, click the New button and type a name for this signature (e.g. Full – it doesn’t really matter). You can then create a signature in the large text area in the bottom half of this window, and change the font/size/colour to suit. Once you are happy with your signature, click the Save button (next to the New button).
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Once you have created a signature, you need to select it for use in the top right of this window. In the drop down menus for New messages and Replies/forwards you will find all your created signatures listed. Select the appropriate signature for each option – you may wish to create a shorter signature for replies, or just use one signature for both drop downs.
Once you’re happy with your signatures and have selected them for use, click OK out of this window then OK out of the main options window. Open a new email and you should see your signature automatically appear at the end of your message.
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If, for any reason, your signature does not appear in a message, or if you want to use a different one, you can go to the Insert tab in an email, click on the Signature button and choose any of your signatures from the menu that appears.
