
Creating Your Signature on a Mac 
 

On the Outlook menu, click Preferences. 

 

 
 

 

Under E-mail, click Signatures.  

  
 

Click Add   . 
Double-click Untitled, and then type a name for the signature. 
In the right pane, copy and paste the new email template.  



Edit the template with your name, position, building and phone number.  

 

Close the Signatures dialog box and your signature is saved.  

 
 
 
 
 
 
 
 
 
 



Creating Your Signature on a PC  
 

On the Home tab, select New Email. 

 
 

Select the Message tab. 
In the Include group, select Signature, and then choose Signatures. 

 

 
 

 
Under Choose default signature, in the E-mail account list, select an email account to associate with 
the signature. 

 

 



Select signature to edit, select New and type a name for the signature. 
 
Under Edit Signature, paste the Eden Prairie Schools email signature template and change name to 
your name, position to your position, phone number to your phone number and building address to 
your building. Click OK  
 
Your signature is now complete. 

 

 

  

 

 

 

 

 

 


