
Signatures 

Would you like to put a signature on the end of a letter or document? 

 

 

OR   

 

Well there is an easy way or a more difficult but accurate way. 

Your font folder has several fonts that will make a good signatures. Type your 

name into a Word document and it will initially be in the default font. Highlight it and 

in the Font table, accessed by the drop arrow, scroll down and select a font you like 

and adjust the size and see the results. e.g. 

Norris Kenwright. (This is Arial 14)        Norris Kenwright   (Palace script) 

Norris Kenwright (Free Style)   Norris Kenwright   (Vladimir) 
 

Once you have chosen a suitable script you 

need to save it as a picture 

 

 

 

 

 

  Create your signature                      Charley Chaplin 

Click on the snipping tool on your computer which we covered recently and draw a 

snip around the name. Then save it as a picture with a name on your desktop or in a 

folder 

    

 

 

Note; The snipping tool tutorial in on the u3a website under the “Tutorials” Tab. 

Charley Chaplin 



 

 

 

 

 

 

 

 

 

 

 

Now it is a picture which can be inserted into any document. Remember you can 

move it around the document if you “Wrap text” it “Square” on the ribbon in Word. 

More signature styles.  

I previously showed you how to download special fonts from the internet. This again 

is the tutorial “installing new fonts” on the website. One of the sites shown is 

“dafont”. Here is a link to the site for you to access. www.dafont.com . 

In the search bar type “signatures” and a wide range of signatures will appear. See 

if you find one you like and download it and try that it out. 

 

 

 

 

 

 

 

http://www.dafont.com/


Now to show you a way to always have a signature on hand by putting it 

permanently in the clipboard folder. 

If you copy any item into a folder it immediately goes 

into the clipboard folder. When you shut down your 

computer it will wipe out everything in this folder 

unless you make the item permanent. If it is 

permanent you can quickly access it and paste it 

into any document without inserting it. To make it 

permanent access the folder by pressing the 

Windows key + “V” at the same time. 

Here is mine on the left. Note the 3 dots on the top 

right of each clip.  

 

Here I have clicked on the 3 dots of my 

signature. I can delete the clip, clear all the 

clips or more importantly pin it permanently 

so it will never leave the computer when I 

shut down. 

Then when I want to put it into a document. I 

click the cursor in the document, press Win+ 

v, click on my signature and it jumps into the document. Simple!!! 

 

 

 

 

Real signatures 

Now these signatures are great and you can impress your friends but my real 

signature is not that legible. How you capture your real signature is to write it clearly 

with a black pen on a white sheet of paper. You can scan it with your printer- a 

method I have found not very good- or photograph it with a cell phone or camera 

using the “Close up” option. Then connect the device to your computer with your 

charger lead and transfer the image to the computer. Once there, edit the image 

with a photo app to produce an excellent signature. Then as described above put it 

permanently into your clip board. I can demonstrate this at a later date. 

 

Norris Kenwright Sept 2024. 


