Set up an email signature in Outlook on the Web

1. Sign in to Outlook at office.com and open Outlook.
2. Click the Settings (gear) icon in the upper-right.
3. On the left pane of the settings window, select Account > Signatures.
4. Use the signature template below to copy the official Saint Paul Public Schools email signature.
d. Highlight the entire signature: Place your cursor at the bottom-right of the signature, hold down the mouse button, and drag the cursor to the top-left to highlight the full template.
d. Copy the signature: Press Ctrl +C (Windows) or ⌘ +C (Mac).
5. Paste your signature into the signature editor:
e. Go back to the signature editor in Outlook, click inside the signature box, and press Ctrl + V (Windows) or ⌘ + V (Mac) to paste the signature.
6. Edit the signature to include your personal information:
f. Replace placeholders like name, title, work address, and phone numbers.
7. Save the signature:
g. Once you've made the necessary changes, click Save.
8. Exit settings: Click the X in the upper-right to close the settings pane.
9. Compose a new message: Your signature should now automatically appear at the bottom of a newly opened message.

Firstname Lastname, Relevant degrees (pronouns, optional)
Job Title, School/Department
Saint Paul Public Schools
123 Street Address
City, State, Zip Code
O: 555-555-5555
C: 555-555-5555
F: 555-555-5555
spps.org (or school URL)
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