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Updating Email Signature in Google

1 Navigate to Google and open Gmail

2 Click "Settings"

https://scribehow.com
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3 Click "See all settings"

4 Under "General" scroll to "Signature"
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5 Click "Create new" if a signature hasn't been created. If you have created one
already, you can update the one previously made.

6 Enter in a name for the signature field and click "Create"
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7 Navigate to https://www.westonka.k12.mn.us/

8 Click "Staff Sign In"

https://www.westonka.k12.mn.us/Domain/4
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9 Enter in your Username and Password

10 Click "Staff"



6

11 Click "Brand Guidelines"

12 Scroll down and find Email Signatures. There are two templates that are available
to be used. Find your building and copy and paste the email signature from there.



7

13 Highlight starting at "Name" down to "[Other Optional Links]* and copy

14 Remove any email signature that was previously entered and paste the new email
signature.
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Anything with an asterisk are optional and is not required (pronouns, cell phone,
optional links)

15 Type in your name, position, title, location, phone number, and email. Please do
not make any formatting changes.
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16 Confirm Signature Defaults are set to "@westonka.k12.mn.us" and that your email
signature for new emails and reply/forward lists the newly created signature.

17 Click "Save Changes". Create a new email and confirm that your email signature is
appearing properly.


