
175

SALESFORCE
YOUR EMAIL INSTALLATION GUIDE



Installing your email signature

Installing your email signature in

176 SALESFORCE

Please have your provided HTML file available and ready to install. 
Then simply follow the steps below to have your signature set-up in 
Salesforce within minutes.

STEP ONE

STEP TWO

Login to your Salesforce account.

First you need to create a new Letterhead. Go to your name in the top toolbar, then click 

on Setup.
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STEP THREE

STEP FOUR

Click on Communication Templates from the new menu on the left, then click on 

Letterheads.

Click on Communication Templates from the new menu on the left, then click on 

Letterheads.
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STEP FIVE
Edit all of the available options including the Header, Footer, Top Line, Middle Line and 

Bottom Line and make every color white or #FFFFFF in the boxes available. Set the 

Height (in pixels) of the Header and Footer “0”. This is important as you don’t want any 

extra lines or colors on your nice email signature! Now save your letterhead.
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STEP SIX

STEP SEVEN

Click on Communication Templates from the new menu on the left, then click on 

Letterheads.

Choose HTML (using Letterhead) from the options.
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STEP EIGHT

STEP NINE

Choose the “Personal Email Templates Folder”, tick the Available for Use checkbox, give 

your template a new name and unique name, make sure to select the Letterhead that 

we just created and under Email Layout and select the Formal Letter option. See image 

below for exact requirements.

Open the provided Email Signature is open in your web browser, press CTRL + A 

(Command + A for Mac) to highlight the signature, then press CTRL + C (Command + C 

for Mac) to copy the signature. 
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STEP TEN
Now go back to Salesforce. Paste your email signature using Ctrl + V for PC (Command + 

V for Mac) in the middle box as shown below.
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STEP ELEVEN
Once you have correctly pasted your email signature you should see it like below. Give 

your template a subject and save.11

All done! Your email signature is now installed within Salesforce!


