
 

E-mail Signature 
 
 
1. Click on the E-mail tool  
 
2. Click on the “Options” tab 
 
 
 
 
 
 
 
 
 
 

4. Select the 
hyperlink for 
“Signature” from 
the listing below 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



On the next screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the breadcrumbs under “Your 
Location:” to go back to options (or 
any previous view), not the back 
button on your browser 

5. Place the 
signature in the 
textbox (you 
might want to do 
this with a 
program outside 
the Portal, then 
copy and paste 
it into the 
textbox here) 

6. If you wish to add the 
signature to all messages you 
send, click the checkbox 

7. Click the “OK” 
button to save your 
signature and return 
to “options” 

 
 
 
 
 
 
 
 
 
 


