
 

 

 
E-Mail Signature 
GUIDELINES 

Steps to create a signature: 

1. In a new message, on the Message tab, click Signature, and then click Signatures. 
2. On the E-mail Signature tab, click New. 
3. Type a name for the signature, and then click OK. 
4. In the Edit signature box, type/paste the text that you want to include in the signature.  
5. After you finish creating the signature, click OK. 

You can copy the text and icons (already hyperlinked) from the template below and modify with 

your personal information. Please be sure to include the notice of confidentiality for all emails 

sent. 

_____________________________________________________________________________________ 

FirstName LastName 

Job Title | Name of Department 

The University of the West Indies 

Mona Campus 

Kingston 7, Jamaica 

T: (876) 555-5555/ 555-5556| E: 5555 | F: (876) 977-6669  

customizeEmail@uwimona.edu.jm | www.mona.uwi.edu 

        

CONFIDENTIALITY: This email (including any attachments) may contain confidential, proprietary and/or privileged 

information. Any duplication, copying, distribution, dissemination, transmission, disclosure or use in any manner of this 

email (including any attachments) without the authorisation of the sender is strictly prohibited. If you receive this email 

(including any attachments) in error, please notify the sender and delete this email (including any attachments) from 

your system. Thank you. 

__________________________________________________________________________________________________ 

Please note that the above template (hyperlinks and colour) will not work if your default message 
setting is ‘plain text’. For further assistance with setting-up your e-mail signature, please contact MITS 
Help Desk: 2442 

 

mailto:customizeEmail@uwimona.edu.jm
http://www.mona.uwi.edu/
http://www.facebook.com/uwimona
http://www.twitter.com/uwimona
https://plus.google.com/+uwimona/posts
http://www.flickr.com/photos/uwimona
http://www.youtube.com/uwimonacampus

