
Step 1: Click the Reply button

Step 2: Highlight my email 
signature, then right click and 
select “Copy”

Step 3: Click the gear icon

Step 4: Click “Options”



Step 5: Click “Email Signatures”

Step 6: Right click & 
select “Paste” into 
the blank box and 
change my 
information to your 
information

Step 7: Click both boxes, then 
click “Save”


