
How to Create Email Signature 
 
 

First, HIGHLIGHT and COPY the Email Signature (this version is updated in Oct 2022): 

                                                                                            

 

Open Microsoft Outlook:  

 

Step 1: Choose “File”  

https://www.facebook.com/ift.edu.mo
https://www.iftm.edu.mo/zh-cht/media/ift-wechat
https://weibo.com/iftmacao
https://www.linkedin.com/company/iftmacao/
https://www.youtube.com/user/IFTMACAO
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Step 2: Choose “Options” 



 

  

Step 3: Choose “Mail”  

Step 4: Choose “Signature” 

 

 

Step 5: Choose “New” 



 

 

 

 

 

Step 6: Create a name → Press OK 

Step 7: Change your Name, Title, 

Tel and Fax information → Press OK 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Should you need further assistance, please feel free to approach our Service Desk. 

(Email: it-servicedesk@iftm.edu.mo, Tel: 8598 3120/8598 2072) 

 

 

 

 

 

 

 

 

 

Last updated: 27/10/2022 

 

Step 8: Choose “email 

signature” so this newly 

created signature will 

apply to new message 

and replies/forward. 
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