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Setting up a 
Professional Email 
Signature 
 
Step 1:  
Configure file system for Windows 10 
Open	Explorer	and	Navigate	to	the	‘View’	Tab	
	

	
	
	
	
	
	



	

	

	
Select	Options	>	Change	folder	and	search	options.	
	

	
	
	
In	the	dialog	box,	select	the	View	tab	
	

	
	
	
Select	Show	hidden	files,	folders,	and	drives.	Ensure	Hide	extensions	for	known	files	types	
is	unchecked.		
	

	
	
	

 
	
	



	

	

Configure file system for Windows 7 
	

1. Select the Start button, then select Control Panel > Appearance and Personalization. 
 

2. Select Folder Options, then select the View tab. 
 

3. Under Advanced settings, select Show hidden files, folders, and drives, and then select 
OK. 

	

Step 2: 
Adding Signature File 
	
Copy	the	‘signature.htm’	file	that	WWW.ART	Design	Services	have	supplied	you.	(Ensure	
you	select	the	.htm	files	extension,	not	.html).		
	
Navigate	to	your	(C:)	Drive	in	the	Explorer	navigation.		
	

	
	
	
	
	
	
	



	

	

	
Select	Users	
	

	
	
Select	the	name	of	your	System	
	

	
	
Select	AppData	
	

	
	
Select	Roaming	
	

	
	
	
	
	



	

	

	
Select	Microsoft	
	

	
	
Select	Signatures	
	

	
	
Paste	the	signature.htm	file	into	this	folder.		
	
	

Step 2: 
Applying Your Signature 
	
Open	Outlook	
	
Navigate	to	File	>	Options	>	Mail	>	Signatures	
	

	
	
Within	the	signatures	panel,	you	will	see	the	name	of	the	file	that	was	pasted	into	the	
Signatures	folder.		
	
Select	this	option	and	change	the	default	signature	settings	to	suit	your	needs.		
	



	

	

(PLEASE	NOTE:	Images	will	not	display	in	this	preview,	however	they	will	in	your	emails)	
	

	
	
Click	OK	to	save	your	new	email	signature.		
	
	


