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Students can create an email signature that will appear at the end of all outgoing messages.  

 

1. Open your CQUniversity Mail account and click on 

the “Settings” option located in the  

top-right corner of the window. 

 

2. Select the “General” tab and scroll down to “Signature” section.  

 

3. Enter your email signature in the text box. For example, students should include their: 

 Full Name 

 Student number 

 Mode of study 

 Contact phone numbers 

 Campus (if applicable) 

 

 Students can use the options to format the text, add links and images.  

 

4. Once you have finished adding the email signature, scroll to the bottom of the page and click 

“Save changes”. Click “Discard” to cancel any changes.   
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