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USC School of Medicine Signature Creation 
Outlook Web App / Outlook.com 

Your email signature will not migrate with the rest of your email account. To create a new email 
signature, sign into your School of Medicine email account at https://outlook.com.  This will create an 
email signature for the webmail. If you need a signature for your Outlook client, please continue to the 
second page.
  

You should see this screen when 
you login.  
 
When signing in, use 
yourusername@uscmed.sc.edu 
to sign in. 

Once you have signed in. Click the 
gear symbol in the top right corner, 
and search for “signature”. 
 
Choose the option “Email signature” 

Here, you can name and create your 
signature. Be sure to save your email 
signature at the bottom of the page 
before you close out of settings. 
 
If you would like to generate your 
email signature you can use this link.  
 
Alternatively, a text link and 
screenshots will be included below. 

https://outlook.com/
https://sc.edu/about/offices_and_divisions/communications/toolbox/resources/email_signature_generator/index.php
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USC School of Medicine Signature Creation 
Outlook Desktop Client 

Open your Outlook client and choose “File” in the top left. Then, choose “Options” in the bottom left.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
In this pop-up, click on “Mail” in the left sidebar, then choose “Signatures”: 
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Finally, click on "New” and name your signature. You can now create/copy your signature into the “Edit 
signature” field. Remember to save your signature and click “OK”.  
 
You can also choose whether or not your signature shows on New messages, Replies/forwards, or both 
by default. 
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Generating an Email Signature 

To generate an email signature, you can go to: 
https://sc.edu/about/offices_and_divisions/communications/toolbox/resources/email_signature_gener
ator/index.php. 
 
You can generate and copy/paste this email signature into your outlook. 
 

https://sc.edu/about/offices_and_divisions/communications/toolbox/resources/email_signature_generator/index.php
https://sc.edu/about/offices_and_divisions/communications/toolbox/resources/email_signature_generator/index.php

