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HOW TO ADD A SIGNATURE IN OUTLOOK 
 

Note: Outlook signature set online or in desktop app will not automatically show in your phone Outlook app 
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You can create multiple signatures in Outlook and use different signatures for new messages and replies/forwards. 

You can toggle between signatures, or if you don’t have one 

set as default can insert it by using Insert tab > Signatures and 

picking it from there in Outlook, as shown here:  
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Outlook on the phone: 

Even if you have a signature set in Outlook desktop or online, the phone does not sync this option and you will need 

to set it manually. Follow these steps: 

 

 

 

 

 

 

 

 

 


