19th Annual PEEPshow 
Email Signature Instructions for Outlook Email
[bookmark: _Hlk142488692][bookmark: _Hlk142488743]
Option 1

[bookmark: _Hlk142488721]Name
Job Title
Address
Phone
[image: ]


Option 2

Name
Job Title
Address
Phone
[image: ]
	
Here’s how to replace your current signature with this new one:

1. Edit one of the above signatures with your name, phone number, and other information you want to include in your signature.
2. Highlight the entire new signature, including the image and (if desired) the confidentiality notice.
3. Press CTRL+C to copy the signature.
4. Go to Outlook and select “New Email” from the top menu bar.
5. In the new email box, click the “Insert” menu. 
6. Click on the “Signature” icon to display a drop-down menu.
7. Choose “Signatures….” The “Signature and Stationery” box will open.
8. Press “New” and type a name for your new signature (e.g., NRM 2025).
9. Press CTRL+V to paste the signature in the blank space under “Edit signature.” 
Note: It is important that you use CTRL+V rather than right-click, paste. Also, please note that the image and tagline may NOT be visible in the signature box, but they ARE there.
10. To make your newly created signature your default signature, select your new signature from the drop-down menu under the “Choose default signature.” Your newly created signature should now appear next to “New Messages:” and “Replies/forwards:” 
Note: You may skip this step if you’d like to keep your current signature as the default signature but want to have the new National Recovery Month signature as an option.
11. Click “OK” to finish the setup. 
12. If you choose to skip step 10: To use your signature in your emails, select “Insert” and then “Signature” from the top menu bar and select your newly created signature.
13. The image is hyperlinked to our website. No need to hyperlink them yourself.
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