
How to Create
EMAIL SIGNATURES



Go to gmail.com and log in to your account.01

Go to settings. Click the gear icon in the top-right corner.

Select "See all settings."

02

03

www.vastaffer.com

PAGE 01

http://gmail.com/


In the "General" tab, scroll down to the "Signature" section.

Create a New Signature. Click "Create new".
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Enter a name for your signature.

Click "Create"
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OPTIONAL: In designing your signature, you can click the "Insert image" icon in the toolbar.

Upload your company logo from your computer.
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Click "Select"

Adjust the size and position of the logo within your signature.
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Click "Medium"

Type your name below the logo.

12

13

www.vastaffer.com

PAGE 06



Enter your company position.

Add your email address below your company position.
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Adjust the size of the details in your signature.

Under "Signature defaults," choose your new signature for new emails.
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Choose your new signature for replies/forwards.

Scroll down to the bottom of the page and click "Save Changes."
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