
Select the
“Signatures” option.

Launch the Microsoft
Outlook mail app.

Select the “Settings”
logo at the top right

hand corner.

The following screen will appear. 

Select “New
Signature.”

CHANGING YOUR EMAIL SIGNATURE
Customize the signature that appears automatically at the bottom of every email you send.

MICROSOFT OUTLOOK
FOR WINDOWS



Ensure that you have
selected your work

account.

Title the signature
“TMU Signature”

Ensure that your entry
perfectly replicates
the example to the

left, replacing
personal information

with your own. 

You can copy and
paste the exact format

from another email
with the proper

signature, and replace
your personal

information from
there.

Click the “Save”
button.

You may now close
this window.



Launch the Microsoft
Outlook mail app.

Hover your mouse
over the Outlook bar
on the top lefthand

corner.

Select the “Settings”
option.

The following screen will appear. 

Select the
“Signatures” option.

MICROSOFT OUTLOOK
FOR MAC IOS



The “Edit Signature”
screen will appear.

Select the “+” button.

The following screen will appear. 

Title your new
signature, “TMU

Signature.”



Copy the following
format EXACTLY.

Replace with your
applicable

information. 

Ensure that your entry
perfectly replicates
the example to the

left.

You can copy and
paste the exact format

from another email
with the proper

signature, and replace
your personal

information from
there.



Click “Save.”

You will be brought to the following screen.

On the next screen,
select the account

that you are setting a
signature for.

Select “TMU
Signature” for the

“New Messages” and
“Replies/forwards”

options. 

You may now close
the application.


