
Click on “Mail” in the 
“Settings” panel.

Open your mail in Offi  ce 365.

Step 1



Step 2

Click on “Email Signature” in 
the “Mail Options” panel.



Step 3

Copy and paste the 
signature example from the 

email you received.



Step 4 Step 5

Delete “PLACE LOGO 
HERE” and leave your 
cursor in that space.

Click the image icon 
and locate the logo you 

received in you email 
with this document.

Cursor Here



Step 6 Step 7

Step 8
Alter the signature to 

match your information 
and fi t your needs.

Clean up any extra 
spaces above or below 

the OPS logo.

Click “Save”

Exit the “Mail 
Menu” by clicking 
“Options” in the 

upper left corner. 
You’re all set!


