
Editing Your Outlook Email Signature 
 

Instructions for updating your email signature on Outlook	for	Web	(Web	Browser‐based)	
 

1) Download the Email Signature JPG via the Law Communications resources website or the 
email from Danielle Collins Groner. The signature image will look like the below image. 

 

2) Save the image to a file where you will be able to find it, or locate it in your “Downloads folder” 
 

3) In your Outlook for web browser, click the gear wheel on the top-right of your screen next to 
your name to open your settings 

 

4) Click “Account” from the menu on the left 
 

5) Click “Signatures” 
 

6) Edit your current default signature that’s in the editable box 



 

7)  The updated Hofstra Law email signature should include the following: 

Name (pronouns, if desired) 
Title | Maurice A. Deane School of Law at Hofstra University 
121 Hofstra University, Office Number | Hempstead, NY 11549 
Phone | Email 
 
New Logo File  
 

Font is black, and equivalent to Arial font. Your name is bolded. 

8) Click the “insert pictures inline” button on the format text bar below the editable box (button all 
the way to the left); Locate where you saved the new email signature logo and click “open.” 

 
 

9) Press “Save” 



 
10) Exit your Outlook settings. New composed emails will have your updated signature. 

 

Instructions for updating your email signature on Outlook	App	on	Desktops	or	Laptops	(Not	
via	a	web	browser)		
 

1) Download the Email Signature JPG via the via the Law Communications resources website or 
the email from Danielle Collins Groner. The signature image will look like the below image. 

 

2) Save the image to a file where you will be able to find it, or locate it in your “Downloads folder” 
 

3) In Outlook, click “New Email.” 
 

4) In the upper navigation under “Message”, choose “Signature” and then “Signatures…” (see 
image below) 

 
 
5) Edit your current default signature that’s in the editable box. The updated Hofstra Law email 

signature should include the following: 

Name (pronouns, if desired) 
Title | Maurice A. Deane School of Law at Hofstra University 
121 Hofstra University, Office Number | Hempstead, NY 11549 
Phone | Email 
 
New Logo File  
 

Font is black, and equivalent to Arial font. Your name is bolded. 

6) Click the “insert picture” button on the format text bar above the editable box (button is on the 
right); Locate where you saved the new email signature logo and click “insert.” 



 

7) Click “OK” and you are done. 
 

 


