
4 steps to add your ORCID iD to your email signature 

(Example) 

Dr First name Surname 
Senior Lecturer 
Department of XXX 
University of Cape Town 
Tel: 021 XXX XXX 

 https://orcid.org/0000-0001-5727-2472 

STEP 1: Download the small ORCID icon here. (Right 
click → Save image as) 

STEP 2: Sign into your personal ORCID record 

STEP 3: Copy your ORCID profile URL STEP 4: In Microsoft Outlook, click click File → Options → 
Mail → Signatures and paste the ORCID URL into your 
standard signature. Add the ORCID iD to the left of the 
URL by ‘Inserting image’. Save changes. 

Alternative method for adding your ORCID iD to your email signature 

STEP 1: Sign into your personal ORCID record. 

STEP 2: click ‘Display your iD on other sites’ STEP 3: Copy the HTML code that appears. 

https://orcid.org/0000-0001-5727-2472
http://www.researchsupport.uct.ac.za/sites/default/files/image_tool/images/362/eRA/How-to-guides/ORCID-icon-small.png
https://orcid.org/signin
https://orcid.org/signin


STEP 4: Paste the code into notepad and save as htm extension (yourfile.htm). 

STEP 5: Open your file in browser, copy your email signature. 

STEP 6: In Microsoft Outlook, click File → Options → Mail → Signatures and paste the ORCID URL into your 
standard signature. Save changes. 

2 steps to add your ORCID iD to a UCT faculty or departmental website 

STEP 1: Ask the web administrator of your faculty or department’s web page to add your ORCID iD next to your 
name. Here are two examples of what it could look like: 

• Your Name  https://orcid.org/0000-0002-1825-0097 

Or 

• Your Name  (Icon hyperlinked to the URL of your ORCID iD) 

STEP 2: The web administrator will need: 

• Your ORCID iD. Find your ORCID iD by signing into your personal ORCID account and copying the ORCID ID
URL below your name:

• The ORCID icon, which they can download here and needs to be scaled down to the height of your text.
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http://www.researchsupport.uct.ac.za/sites/default/files/image_tool/images/362/eRA/How-to-guides/ORCID-icon.png
https://orcid.org/0000-0002-1825-0097
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3 steps to add your ORCID iD to your personal blog 

STEP 1: Sign into your personal ORCID record and 
click ‘Display your iD on other sites’ 

STEP 2:  Copy the HTML code that appears. 

STEP 3:  Log into your blog, choose the page where you would like to display your ORCID iD, switch to source 
code/html editor, paste the html code in the relevant space, switch back to word editor and save. 

https://orcid.org/signin



