
© 2020–2025, Hopscotch Press, Inc. All Rights ReservedThe Venue Business Boot Camp brought to you by Here Comes The Guide

Custom Email Signature Tutorial

Don't overlook the power of your email signature! It's on every single email you
send, after all. Get it right, and it's a powerful tool.

Consider adding interactive visual elements like clickable social media icons, a
small venue photo, or even a "Book a Tour" button. These elements transform your
signature from basic contact info into a mini marketing tool that can drive website
traffic, boost social media follows, and generate tour bookings—all from routine
email exchanges with couples, vendors, and industry contacts.

Our creative director Jenna Miller has put together this video tutorial to walk you
step-by-step through exactly how to create a custom email signature in Gmail.

Watch the video, then reference the time stamped instructions below to create your
own. Bonus points if you email us after to show us your handiwork!

V B B C  B A S I C S  M O D U L E  5

https://www.youtube.com/watch?v=DwxNZVU9tUQ
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0:21 – WHAT YOU’LL NEED

0:28 – GET ORGANIZED

:48 – GETTING STARTED ON YOUR GOOGLE DOC

:53 – INSERT A 2X1 TABLE

1:10 – INSERT YOUR HEADSHOT

Gmail Account
Canva Account
Google Doc

Have all website + social media links ready to go
Create an “Email Signature” folder on your desktop with a high-quality
headshot
Include 2–3 fabulous photos of your venue in that folder, if you’d like to
include them below your signature. Make sure they’re the same height (e.g.
400px height)

Write out your name, job title, venue, name, phone number, email address,
and your Brand Superpower Statement onto a clean Google Doc
Paste full URLs for all website + social media links 

Place your cursor at the top of your Google Doc (above the info you just typed
/ pasted)
Go to Insert > Table > and click 2x1

Place your cursor in the left column of your table
Go to Insert > Image > Upload from computer
Select your headshot from your “Email Signature” folder on your desktop >
click Open
It will be placed into the left column of your table
Click on the image and drag the squares along the edges to scale it down in
size

http://gmail.com/
https://www.canva.com/
https://www.google.com/docs/about/
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1 :26 – ADJUST COLUMN SIZING

1:37 – SIGNATURE TEXT

2:10 – LINKING TEXT TO WEBSITE

2:25 – CREATING SOCIAL MEDIA ICONS IN CANVA

3:00 – COPYING MULTIPLE ARTBOARDS

When your headshot is resized, click on the divider line in the center of your
table
Drag it to the left until it’s right next to your photo

Copy and paste your name, job title, venue name, phone number, email
address, and brand statement into the right column of the table
Format however you’d like using your brand fonts and colors as well as bold,
italics, etc.

Pro Tip: If you don’t see your brand fonts in the default dropdown list, go
to the first option that says “More Fonts” for a bigger selection.

Copy your website URL
Highlight the name of your venue in your signature text
Click the link 🔗icon in the toolbar, go to Insert > Link, or simply press
Command K and paste your website URL into the link field
Press Apply to link your venue name to your website.

Log into Canva
Click the “Create a design” button on the top left
Select “+ Custom dimensions”
Type in 40 x 40 px
Click Create design

Create the same number of artboards as social media icons you’ll need
Go to the double page icon above the artboard to copy the page

For example, we needed icons for Facebook, Instagram, and Pinterest so
we created 3 artboards total.

https://www.canva.com/
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3:13 – FINDING ICONS IN CANVA

3:39 – RESIZING + ALIGNING ICONS

5:06 – DOWNLOADING YOUR SOCIAL ICONS

5:41 – INSERTING SOCIAL ICONS TO YOUR SIG IN GOOGLE DOCS

4:19 – OVERLAYING BRAND COLORS ON ICONS

Go to “Elements” on the left-hand sidebar of Canva
 Search for the name of the social platform you’d like an icon for

Optional: Click the filter icon in the search bar to filter by free icons. Icons
labeled “pro” means there’s a small fee to use that icon.

Click the icon you’d like, and it will appear on your artboard

Click the icon in your artboard and drag a corner out until it’s w: 32 h: 32
Repeat with your other social icons until you have all the icons you need on
their own separate artboards, all 32 x 32 px.

Go up to Publish on the top right of Canva
Click download and save as a PNG file with a transparent background

Go back to your Google Doc
With your cursor placed where you want your social icon to appear, go to
Insert > Image > Upload from computer and then find the social icons you
just downloaded. Choose the first, and it will pop in to your signature.
Repeat these steps with your remaining social icons. Tap the spacebar once
or twice between icons to give them some room.

Highlight one of your icons
Click the black color box on the top left of Canva’s workspace to pop out the
color palette sidebar
Click a color from their default options, or click the New Color box to choose
your own

Pro Tip: This is where you can paste the HEX code from one of your brand
colors. Each color has its own 6-digit code that begins with a pound sign.
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6:07 – LINKING YOUR SOCIAL ICONS

6:57 – TABLE PROPERTIES TO CHANGE BORDER COLOR

7:14 – ADDING VENUE PHOTOS (OPTIONAL)

7:55 – RESIZING YOUR VENUE PHOTOS

8:18 – COPYING YOUR SIGNATURE FROM GOOGLE DOCS TO GMAIL

Copy your first social media URL
Click on the corresponding social icon 
Click the link 🔗icon in the toolbar, go to Insert > Link, or simply press
Command K and paste your social media URL into the link field
Press Apply to link that social media icon
Repeat these steps with your remaining social icons.

Right click inside your table
Go to Table Properties
Under “Table border” select the color white
Hit OK

Make sure the bottom of your signature is pretty even. Adjust your headshot
until the bottom of the photo is about equal with the bottom of your social
icons.
Click to put your cursor directly underneath the table
Go to Insert > Image > Upload from computer and select 2–3 fab photos of
your venue
Select Open and they’ll drop into your Google Doc

Click on the images and drag the squares along the edges to scale them
down in size

Hint: You can link your venue photos to your website if you’d like

Select the entire signature and hit Command-C or Control-C on a PC to copy
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8:27 – SETTINGS IN GMAIL

8:39 – CREATE NEW SIGNATURE

8:55 – TESTING AND TROUBLESHOOTING

WHY THIS METHOD WORKS SO WELL:

Go to your Gmail account
Click the gear icon on the top right to access Settings
Scroll down to “Signature”
Click “Create New”

Choose a name for your new signature and click Create
Put your cursor into the empty signature box, and press Command-V or
Control-V on a PC to paste

Under “Signature defaults” select your new signature name in the “For New
Emails Use” dropdown menu, and again on the “On Reply/Forward Use”
dropdown
Scroll to the bottom and click Save Changes
Test out your new signature by clicking the “Compose” button on the top left
of Gmail
Your shiny new signature should appear in the message!

By creating your email signature using Google Docs and Canva as we've
outlined, each individual element becomes clickable with its own unique
destination. Your logo can link to your website, social media icons can link to
their respective platforms, your phone number can be click-to-call, and your
"Book a Tour" button can link directly to your scheduling page. 

This is much more effective than using one large image that can only redirect to
a single URL—you're essentially creating multiple pathways for recipients to
engage with your venue in whatever way interests them most.

We can’t wait to see what you’ve created!


