
How to Create Your Email Signature in Canva 

 

1. Click the provided link. When the window below appears,  
click Use This Brand Template. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Drag your photo anywhere onto the Canva canvas. It should appear as  
shown below.  
 
 
 
 
 
 
 
 
 



3. Drag your photo into the circle. It should automatically be placed inside the frame. 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click any text box you would like to edit and update it with your information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. When you are satisfied with the final design, click File in the top-left corner, then 
select Download. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. A new window should appear in the top-right corner. Make sure PNG is selected as 
the file type. If it is not, select PNG from the dropdown menu, then click Download 
at the bottom of the window. 
 
Your email signature image will automatically be saved to your Downloads folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

How to Add Your Email Signature to Outlook 

 

1. Open Outlook and click File in the top-left corner. Then select Settings  
from the menu. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



2. In the search bar, type Signatures. A result labeled Signatures should appear on 
the right side of the window. Click Signatures to open the signature settings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click Add Signature if you do not already have a signature. If you have an existing 
signature, click the pencil icon next to it to edit it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
4.  Click Insert at the top of the window. In the Signature Name field, enter your name 

to identify the signature. 
 

Next, drag and drop the image you previously saved from Canva into the signature 
editor at the bottom of the window. Your email signature should appear as an image. 

 
Be sure to resize the image appropriately; otherwise, it may appear too large in your 

emails. The size shown below is recommended. 
 

Next, enable Set as default for new messages and Set as default for replies and 
forwards. 

 
Finally, click Save and send yourself a test email to confirm that your signature appears 

correctly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
How to Add Alt Text to your Email Signature in Outlook 

 

1.  Open Outlook in your browser and sign in to your account. 
Go to File, then select Account Info. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click Signatures on the right, then click the pencil icon to edit your signature block. 
 
 
 
 
 
 
 
 
 
 
 
 



3. Right-click your signature image and select Add alternate text. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click in the box and enter alt text that describes the content of your email signature. 
Once finished, Click OK, then Save on the next screen. 

 
 
 
 
 


