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How to add an email signature 
in Outlook 

Group Communications
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Step 1: Download the signature template on the Brand Center
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Step 2: Open the template you’d like to use
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Step 3: Update your contact information
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Step 4: Copy the updated signature content and add it as your default signature

a. Copy (ctrl + c) all the content

b. Click Insert  Signature  Signatures…

c. Click new and type a name for your new signature. 
Click OK

jane.doe@dsm-firmenich.com
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d. Paste (ctrl + v) the copied signature in the box

jane.doe@dsm-firmenich.com

e. Select the signature you just created 
<default> for ‘New messages’ to apply it 
when composing a new email.

If you also want the signature to appear in 
email replies, select it next to 
‘Replies/forwards’

Click OK


	How to add an email signature �in Outlook 
	Step 1: Download the signature template on the Brand Center�
	Step 2: Open the template you’d like to use
	Step 3: Update your contact information
	Step 4: Copy the updated signature content and add it as your default signature
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9



