
Outlook Signature 
Set-Up Guide
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Step One:

2

Open, (ctrl+click), the link below to navigate to your choice of the Morningside Signature or the 
Questel Signature on the Questel Corporate Identity Page.

Note: The link will 
automatically open to the 
Questel Corporate Identity 
Page. You will need to scroll 
to the section providing 
signatures under “Employee 
Branding”

Questel Corporate Identity 

https://www.questel.com/corporate-identity/


Step Two:

3

Select “Download”



Step Three:

4

Open the New Signature file from your downloads – it will open in a new Outlook email 
window.



Step Four:

5

Highlight (ctrl+a) & Copy (ctrl+c) the Signature from the opened email.

Note: Once you 
have done this 
step - Do not use 
the ‘Copy’ 
command again. 
You will copy over 
the Questel 
Morningside 
Signature in your 
clipboard. This will 
override the action 
taken in Step #5. 



Step Five:

6

Open a New Email in Outlook or Search “signatures” in the searching bar.



Step Six:

7

Click the Signature icon and then select Signatures in the dropdown menu.



Step Seven:

8

Under Select signature to edit, choose New.



Step Eight:

9

In the New Signature dialog box, type in a name for your new signature. Then click OK.

Note: Do not Copy & Paste 
the New Signature name in 
the dialog box. You will 
copy over the Questel 
Morningside Signature in 
your clipboard. This will 
override the action taken 
in Step Four. 



Step Nine:

10

Make sure the signature you want to create is selected in blue. 



Step Ten:

11

Under Edit Signature please Paste (ctrl+v) the copied signature 
from your clipboard. 

Note: If  after Step 10 is completed and 
you are not seeing the New Morningside 
Questel Signature because something 
else was pasted in the editing box, 
please do as follows:
1. Close out Signatures and Stationery 

by selecting ‘Cancel’
2. Return to the Downloaded email 

from Step 4 and complete Step 5.
3. Re-Open New Email from Step 6 and 

complete Steps 7 through 11.



Step Eleven:

12

Update the new signature with your First and Last Name, Current Title, Email (first initial, last name 
with new domain @questel.com) , & Your Cell or Work Phone 



Step Twelve:

13

Under Choose default signature, open the New Messages dropdown menu and select your newly 
named signature. Do the same for Replies/forwards. 



Step Thirteen:

14

Your New Signature & Default settings are updated. Now Save your New Signature and select OK. 



Step Fourteen:

15

Open a New Email. Your new signature should automatically appear. 



16

You Did It!
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