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How to add The Shires of Vermont logo to your

Microsoft Outlook email signature.

Note: Before you begin, you must first download The Shires logo onto your desktop.
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In Microsoft Outlook
- Click on Tools
- Select Options




The window below will appear.

Options

Preferences ] Mail Setup

Message Format
Choose a format For outgoing mail and change advanced settings.
% Compase in this message Farmat: b

W Use Microsoft Word ko edit &g
[v se Microsaft Word ko read Ri

Inkernet Format. .. International Options. ..

Stationery and Fonts

Use skationery to change your default Fonk and style, change colors,
and add backgrounds ko vour messages,
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Fonts. .. | Stationery Picker. .. |

Signature

Automatically include wour signature or attach an electronic business
card {wCard) to oukgoing messages.

Signature for new messages; |F‘ete & Lynn ﬂ

Signature For replies and Forwards: |Pete & Lynn

Signatures... |
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(0] 4 | Cancel |

Click on the Mail
Format tab.

Select HTML as
your message
format.

Click on Signatures
to edit your existing
signature.




A window with your existing email signature will appear.

Create Signature

Signature:

Ej Pete & Lynn

Preview:

Pete & Lvnn Green
Orwners/Innkeepers
The Four Chimneys Inn

Old Bennington, VT 05201
p) 802-447-3500

f) 802-447-3692
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A window with your existing Signature Text will appear.

Edit Signature - [Pete & Lynn]

Signature kexk

% This text will be included in outgoing mail messages:

tPete & Lynn Green
Owners/Innkeepers
The Four Chimneys Inn
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Click on Edit.

Click on
Advanced Edit




The window showing the warning below will appear.

Microsoft Outlook

Click Yes.

A word doc with your existing Email Signature will appear.
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The Shires logo from
your desktop. In this
example the logo was
kept in a folder called
The Shires of Vermont.
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The new logo should appear in your email signature.
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If the logo appears to
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be too large, click on
the logo to resize.
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reduce size.)
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The next email you compose should have The Shires logo in your email signature.
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To add “The Shires of Vermont” logo to your
e-mail signature on a MAC using Mail

Before you begin, make sure you have
downloaded the Shires of Vermont image
file to your computer.

You can download the logo at:
http://theshiresofvermont.com/downloads

In Mail:
Click on Mail.
’ = ~File Edit View Mailbox Select Preferences.

About Mail
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Hide Others "C3H

Show All

Quit Mail #£0



The Signatures window will pop up.
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| ( Edit )
(: Duplicate jl
(: Remove :1
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__ Show signature menu on comppse window
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e
Select existing signature

Click on Edit.




This window will show the text of your signature.
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Mpke Plain Text (_Cancel ) (__OK )
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__ Show signature menu on compose window

| Place signature above quoted text @

|
Click below the text of the signature

(or wherever you want the image to appear).



Find the Shires of Vermont image on your computer.

| The Shires of Vermont

v B Q- local disks

JPEG

Shires_logo_TAG_FINAL
dash.jpg npen

Open With >
Get Info

Color Label:
X PO U0 eee

Move to Trash

Duplicate
Make Alias
Create Archive of "Shires_logo_TAG_FINAL dash.jpg"

Copy "Shires_logo_TAG_FINAL dash.jpg”

Enable Folder Actions
Configure Folder Actions...

Right click on the file and select Copy.



Description: | Signature #1

lan Wiltshire

Spectrum Design

262 North Street- 2nd FL
Bennington, VT 05201
B802-447-1778
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Paste the image below the text.
Click on ok.

The logo will show up in your signature in the next
e-mail you write.

ALTERNATE METHOD: Click and Drag.
Click on the image file and drag it into
the signature. Click on ok.

The logo will show up in your signature in the next
e-mail you write.



