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Create a Signature File In Microsoft Outlook 2010 

1. Open a new message. In the Include group on the Message tab, click Signature and then 

Signatures.  

 
This opens the Signatures and Stationery 

dialog box. 

 

2. Under the E-mail Signature tab, click New. 

 
3. Name your signature and click on OK.  

  

4. You will create your signature in the Edit 

Signature box. You can select font type, 

size and color before or after you type your 

signature in the box. 
  

5. Next, select a standard signature to appear 

on all new messages and on Replies/forwards 
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6. When finished with the contents of your 

signature, click on the click on the OK 

buttons twice. 

 

 

 

 

What should your signature file contain? 
We have a great deal of leeway in what we include in our signature file. 

We like to think we all know each other so well that we really need only our names. 

However, we constantly have new people on campus and we also deal with people from other 

campuses and organizations. For them, it’s helpful to know  

Your name,  

Your title/job, 

Department, 

Campus 

Street Address 

 

Including your phone number would be helpful. Even those of us who have known each other 

forever can’t remember everyone’s number. Of course, we can look it up, but it saves time, 

if it is included on an e-mail. 

 

If you are ever involved in ordering anything, having your fax number included in your e-

mail can be a great benefit. 

 

Keep in mind that your signature file reflects on you and your department. 

 
You can have multiple signature files 

per account.  

 

You can easily select the signature you 

want for an individual e-mail by clicking 

on the Signature icon and selecting 

another signature from the drop down 

list. 

 
 

 


