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1. Navigate to the [University of
Kentucky Email Signature]

uky.edu/prmarketing/branding-tools/email-signature-generator

: Public Relat
Generator (Click here to access). and Marketi

2. Enter the needed information in the generator’s fields (1). Once
completed, click the Build My Full Signature button (2) at the bottom of
the screen.

Email Signature Generator

First Name*

PositonTite » BUILD MY FULL SIGNATURE

Department/Unit

Sub-Unit

Address

City, State ZIP

Phone

Email



https://www.uky.edu/prmarketing/branding-tools/email-signature-generator
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. . Jack Burton

3. Your Slgnature WI” appear % Computer Support Specialist
. . ® University of Kentucky
in the upper right corner of the Martin Gatton IT Teamn

. Martin-Gatton College of Agriculture, Food, and Environmen
screen (1). Left click on your A t

Lexington, KY 40546-0276

mouse, drag across the 859-555-1234
signature, and copy the

: COPY HTML VERSION TO
signature. CLIPBOARD!

4. Open Outlook, and click the
Settings button (gear icon) in the %

upper right corner of the screen.

[J | Settings Email accounts
5. In Settings, make sure - Q. Search settings e e
Accounts (1) is selected. o Signatures
Then click Signatures (2). o Accounts Categories
&3 General Mobile devices
y &3 Mail Storage
e Calandas
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Create and edit signatures

6. If you have an existing signature L _
: - -+ New signature

click New signature (1). If one

does not exist, give your signature 9 Jack's Signaturd

a name in the field provided (2).

+ New signature
7. Paste the signature that you e -
copied from the generator into @gg Jmkz“;zh
the text body by right clicking ﬁmmﬁjﬁm e —
and selecting Paste, or hitting | oy I
Ctrl + V on your keyboard. @G KB I U A EE= e EEE®

8. Click Save in the lower right
corner.

Discard

9. Click the X in the upper right
corner of the Settings window.




