How to Create an Email Signature

1.

NouhkwnN

Navigate and log in to your Student Email: https://outlook.office.com/mail/

a. If you have trouble logging into your email, please visit our email website.
Click on the © /gear icon (typically located in the top-right corner of the screen);
Click on the “View All Outlook Settings” link;

Find and click “Compose and Reply;”

Click the “+ New Signature” or “+Create New” link;

Update the “Edit signature name” field to CSUSM Student Email Account,

Update the field below the “Edit signature name” field with the following information:

a. Your first and last name (e.g. Taylor Hart)

b. Your Cohort (e.g. ABSN 45)

c. Your Student ID (e.g. 123456789)

d. Your Student Email (e.g. thart@csusm.edu)

e. Your Phone Number (e.g. 760/750-4020)

Locate the “Select default signatures” section;
Update the “For New Messages” and “For Replies/Forwards” fields CSUSM Student Email
Account; and

10. Scroll to the bottom of the page and click the “Save” icon.
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