
Outlook 2013: 
EMAIL SIGNATURE
CONFIGURATION

Last updated 
1st January 2013

Melbourne
Argus Centre, Ground Floor
300 La Trobe Street
Melbourne Victoria 3000

Mailing Address
Business Centre
PO BOX 771
South Melbourne Victoria 3205

1300 737 707
www.rwmarketing.com.au



Phase 1
1.
Open Microsoft Outlook then click ‘File’ 
at the corner of the screen. 

List of commands will be shown, but 
instead of selecting any of the com-
mands, click ‘More Commands...’

2.
A pop up, titled ‘Outlook Options’ will 
appear on the screen. This time, click 
‘Mail’.  

3.
Another set of options will appear on 
the screen. Click the third option, which 
is ‘Signatures...’



Phase 2
1.
Another pop up will appear on the 
screen. Click ‘New’ at the ‘Select sig-
nature to edit’ section.

This action means that you are creat-
ing a new file that will be used for your 
signature. 

2.
You can put any name that you want 
for this file. In this example, it is titled as 
‘signature’

3.
RW Marketing will provide you a design 
of a signature. This file will be in .htm 
extension (for example: signature.htm).

Open this file using any browser you 
want. In this example, the file was 
opened using Mozilla Firefox. 

The generic format consist of a logo, 
personal info, and email address. 



Phase 3
1.
Click ‘Edit’, then ‘Select All’.

The whole design will be selected.

2.
Click ‘Copy’.

The whole design is now copied and 
ready to be used on your signature. 

3.
Back to the Microfost Outlook.

At the ‘Edit Signature’ section, click the 
blank section until you see the cursor 
blinking inside of it. 

Right click on your mouse and click 
‘Paste’. This action will transfer all the 
design from the browser in to your 
signature file.



Phase 4
1.
Look at the ‘Choose Default Signature’ 
section.

At the ‘New message:’ instead of 
(none), choose ‘signature’.

2.
Now, your email signature is ready to 
use.

3.
To try it out, compose a new email and 
see the email signature is applied at the 
bottom of the email.     
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