
User guide to set up your 
email footer

Computer Centre 



1. Sign into Kelani/Gmail Mail

2. Go to settings 



3. Go down to the signature section

Scroll  Down 



4. Click on Signature Box



5. Type name signature (Optional)



Press Enter to insert a new line 

6. Press enter after the name signature



7. Click image icon to add email footer image 



8. Add an image window will appear 
9. Select web Address(URL) tab



10. Right click on below web address & copy link address 

11. Paste web address in the Image URL cage

http://medicine.kln.ac.lk/images/FoM-UoK.jpg

http://medicine.kln.ac.lk/images/FoM-UoK.jpg


Email footer will appear as below 



11. Go Down and Click on Save Changes



To Remove Signature 



THANK YOU 


