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Creating an Email Signature on Gmail 
 

The difference a signature makes….  

A customer receives an email from you with a company signature; immediately they can see you 
are serious about business. People like professionalism and having an email signature shows you 
care, for if you care about the detail of a signature on an email you are going to care about the 
detail in the product/service you are providing. (Theoretically 😉😉)  

AND This will take 5-10 minutes MAX!  

 

1. First open your Gmail account HERE.   
 

2. In the top right, click Settings   and select See All settings. 
 

3. Scroll down the page until you come to the Signature section.  

 

 

4. Select Create New.  

 

5. Name the Signature – i.e Stephanie – New  
 

6. And click on Create.  
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7. Now start typing your Signature.  

 

I always sign off an email with Many thanks but is you’re a Best regards / Sincerely / Kind Regards 
person then type that.  

 

8. To change the font, colour and size of the text first highlight the text as below.  

 

From Left to Right the red boxes are; 

Font – click on the arrow to change from Sans Serif. 

Size – click on the arrow  next to TT. 

Colour – click on the arrow next to A and change the text colour on the right-hand side palette.  

 

9. If you would then like to add in your company logo click on the image icon 
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10. Select Upload (presuming you have your logo saved on your computer/laptop) and select 
the file from your computer. 

 

 

Your logo will then be added to your signature.  

 

If you need to change the size click on the image and you can choose from small-medium-large-
original size. 

 

 

11. Once happy with it scroll down to the bottom of the page and Save Changes.  

 

 

 

 

LAST STEPS BUT MOST IMPORTANT!  
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12. This will then take you back your mailbox so again in the top right, click 

Settings   and select See All settings. Scroll down the page until you come to the 
Signature section.  

 

 

 

13. Now select when you want your signature to be at the bottom of your email, every email 
you send or just for new emails?  

Personally, I have it set so for all New Emails I want the full signature at the bottom. 

For emails that I’m replying/forwarding I only want -  

‘Many thanks 
Stephanie’  
 

So, I created a second signature and named it Stephanie – Reply and selected accordingly.  

 

14. Once you have selected accordingly scroll to the bottom of the page and click Save 
Changes.  

Now send a test email to someone, always good to test and you are good to go!  

  

N.B you want to change your signature while you write an email, at the bottom of the window, click 

Insert signature  and select accordingly.  

 

 

 

 


