
How to change your 
Email Signature

Tutorial



Open the Website

Origentech.com/signatures/

1

https://origentech.com/signatures/


Click on the blue square in the signature. Change your 
Name, Position, Phone Number and Origen Mail
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When you have made your e-mail 
signature, click on the print icon
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Select Save as PDF and choose the 
location to save your signature
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Now you need to convert the PDF to JPG format. On 
the Origentech.com/signatures page click on the 

Select a file button in the conversion tab.
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https://origentech.com/signatures/


Select your signature where you saved it in step 4
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Click on convert to JPG

Click on Download
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Click on New Mail 
on the Outlook App 
or Outlook Web
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Click on the email 
signature icon
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Click NEW and give 
your signature a name
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Click on the image icon and 
select your JPG signature 
that you saved in step 7.
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When you add your signature, 
if you notice that it's too big, 
you'll need to make it smaller.
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Left-click on your signature 
and click on image. Then 
click on size.
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After clicking on size, 
change the width scale 
to 40% and click ok
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Leave these two boxes marked with 
the name you gave your signature
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Click on this icon and add the 
hyperlink: https://linktr.ee/origentech 

on your signature

Click on SAVE and then OK

Make sure the signature is selected 
if not, just click on it
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Click on this icon and add the 
hyperlink: https://linktr.ee/origentech 

on your signature

Click on SAVE and then OK

Make sure the signature is selected 
if not, just click on it
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