
Instructions to Set-up Email Signature 

Step 1: Configure Outlook 

A. Create a New Signature 

 File > Options > Mail > Signatures > New

B. Enter a Signature Name 

C. Assign Your Default Signature 
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Step 2: Generate Email Signature Code 

Visit http://goldensierra.com/email-signature-generator/ > Complete Form > Generate Signature 

http://goldensierra.com/email-signature-generator/
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Step 3: Configure Signature Code 

A. Open your inbox and locate the message from Golden Sierra

B. Highlight the code and press Ctrl + C on the keyboard
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C. Navigate to the Signatures folder on the C: Drive

 C: > Users > YOUR NAME > AppData > Roaming > Microsoft > Signatures
o View Settings: Check “Hidden items” to view AppData folder

D. Locate the HTML document (the one with the name you used in Step 2)

 Click once on the file name to highlight it

 Right click on the file and select Open With > Notepad (a new window will open)

E. Replace the HTML contents

 Delete the existing HTML code from this file (yes, all of it)

 Press Ctrl + V to paste your new code into this file

 Select File > Save

 When done, close the window
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