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How to edit your email signature

· In Outlook

· Go to Tools 
· Options 
· Mail Format 
· Signatures 
· Edit 
· Advance Edit – yes 
· Type description you would like people to see eg click here 
· Highlight the text and either right click your mouse or go to insert 
· Hyperlink 
· The text you have highlighted will show in the ‘text to display’ box 

· Open the web page you would like to link to then click back to the word doc 
· The address will be filled in or if you know the address you can just type it in. 
· Click ok 
· The words will now be in blue and underlined 
· Once you are happy with your signature – Save & then close 
· Ok 
· Ok 
