How to Change Your Email Signature Block

a. Copy the following HIPAA paragraph to add to your signature block

This document may contain information covered under the Privacy Act, 5 USC 552(a), and/or the Health Insurance Portability and Accountability Act (PL 104-191) and its various implementing regulations and must be protected in accordance with those provisions. Healthcare information is personal and sensitive and must be treated accordingly. If this correspondence contains healthcare information it is being provided to you after appropriate authorization from the patient or under circumstances that don't require patient authorization. You, the recipient, are obligated to maintain it in a safe, secure and confidential manner. Redisclosure without additional patient consent or as permitted by law is prohibited. Unauthorized redisclosure or failure to maintain confidentiality subjects you to application of appropriate sanctions.  If you have received this correspondence in error, please notify the sender at once and destroy any copies you have made.

b. Open Outlook and start a new message or 

Open Word

------------------------------------------------------------------------------------------------ 

c. Change a signature for email messages

1. In a Word document or an e-mail message, click Options on the Tools menu, and then click the General tab.

2. Click E-mail Options, and then click the E-mail Signature tab.

3. In the Type the title of your e-mail signature or choose from the list box, click the signature you want to change.

4. Under Create your e-mail signature, make the changes you want.

5. Click Replace. 

Note   To change a signature for an individual message, make your changes directly to the signature in the message

