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Create a signature 

1. Open a new message. On the Message tab, in the Include group, click Signature, and then click Signatures. 

 

2. On the E-mail Signature tab, click New. 
3. Type a name for the signature, and then click OK. 
4. In the Edit signature box, type the text that you want to include in the signature. For example, you can create a 

signature that includes your name, job title, and phone number. In addition, you need to have the following 
Notice of Confidentiality statement added to the bottom of each email you send. The recommendation is to 
copy the one below and be prepared to paste it into your signature as you create it. 

NOTICE OF CONFIDENTIALITY: This electronic mail transmission may contain CONFIDENTIAL INFORMATION, belonging to the sender, which is legally 
privileged. The information is intended only for the use of the individual or entity listed above. If you are not the intended recipient, you are hereby 
notified that any disclosure, copying, distribution, use, or taking of any action on reliance of the contents of this electronically-mailed confidential 
information is strictly prohibited and may violate PISD Board policy (legal) and the Family Education Rights and Privacy Act (FERPA). If you have 
received this electronic mail in error, please notify us by telephone immediately to arrange for return and correction of internal records; in addition, 
please delete the original message. 

2. To format the text, select the text, and then use the style and formatting buttons to select the options that you 
want.  

3. To finish creating the signature, click OK. 
4. NOTE:  The signature that you just created or modified won't appear in the open message; it must be inserted 

into the message. 

Add a signature to messages 

Signatures can be added automatically to all outgoing messages, or you can choose which messages include a 
signature. 

Insert a signature automatically 

1. On the Message tab, in the Include group, click Signature, and then click Signatures. 
2. Under Choose default signature, in the E-mail account list, you will see your email 

address. 
3. In the New messages list, select the signature that you want to include. 
4. If you want a signature to be included when you reply to or forward messages, in the Replies/forwards list, 

select the signature. Otherwise, click (none). 
5. Click OK. 

Insert a signature manually 

• In a new message, on the Message tab, in the Include group, click Signature, and then 
click the signature that you want. 
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