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How to Create an Email Signature 
Learning Goal 

Follow these steps to create an email signature that shows up 
automatically on all your correspondence. 

Instructions 

Follow the steps below to set up your signature. There are additional 
images for these steps at the bottom of this document. 

1.​ Go to your professional Gmail and sign in 
2.​ From the Inbox screen, click on the Settings button that is at the top 

right corner of your screen 
3.​ Click on the “See all settings” option 
4.​ Find the General settings tab and scroll down the page (this is the 

first tab by default, so you will just need to scroll down this page) 
5.​ Find the section that is called “Signature:” 
6.​ Click the button that says “+ Create new” 
7.​ Give your new signature a name 

a.​ In this example, the signature name is “Professional Signature” 
8.​ Create your signature in the text box that appears to the right 
9.​ Remember to include: 

a.​ Your full name 
b.​ Preferred pronouns (optional) 
c.​ Role or job title 
d.​ Contact information (email and phone) 
e.​ Any additional information you feel is relevant (optional) 
f.​ Company slogan or personal motto (optional) 

 



 

 

 

10.​ Once you are happy with your signature you will need to select 
the named signature you created from the dropdown menu below 
under the section that says “Signature defaults” 

a.​ Select the right signature for both sections 
i.​ “FOR NEW EMAILS USE” 
ii.​ “ON REPLY/FORWARD USE” 

11.​ Scroll down to the very bottom of the page and save your new 
signature by pressing the button labeled “Save Changes” 

Additional Resources 

Step 1.

 



 

 

 

Step 2 - 3.



 

 

 

Step 5 - 6



 

 

 

Step 10.

Step 11.
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