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1. [bookmark: _GoBack]Fill out the above signature with your information.  Make sure to change the number to your own.  Do not highlight the words to delete them, as it may change formatting.  Instead, click at the end of the last word and backspace from there.  
 
2. Highlight the signature and copy it.  Highlight like this:
[image: ]

3. In Outlook on your computer (not OWA online), start a new message.
 
4. In the new message window, click the “Signature” buttons and then “Signatures…” from the dropdown.
[image: ]


5. 
 [image: ]




6. 
[image: ]
 
7.  Past the signature into this box.[image: ]

8.  Click the “Save Button”
[image: ]




9.  Choose when you want to use the signature (preferably for New Messages and Replies/Forwards)
[image: ]

10.  Finally, click “OK”

11. You can manually add your signature to an email by clicking the “Signatures” button and clicking the signature you want.
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