How to use your OFF email signature - a step-by-
step guide

For Outlook:

e The email signature is found in our Resources page here
1. Download the email signature from our Resources page to your desktop.
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2. Gointo your Outlook and type ‘signature’ in the search tab. Under ‘Actions’, hover
over ‘signature’ and click ‘signatures’ on the right-hand side.
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4. Toinsert the email signature, hover over the 'pictures' icon and select the
downloaded graphic.

Signatures and Stationery ? X )

E-mail Signature  personal Stationery

Select signature to edit Choose default signature
E-mail account:  p cruz@blackdog.org.au v
New messages Bianca Cruz v
Replies/forwards: gianca Cruz v
Delete New Save Rename
Edit signature
Calibri (Body) vinvlg 1 u Automatic v[|= = = |[EJsusinesscard |2 B
Bianca Cruz A
v Black Dog
& Institute Support my walk

for mental health

ONE FOOT  irareiptunderivia,
FORWARD

the walk for mental health

Get signature templates

oK Cancel

5. To link your fundraising page to your email signature, click on the graphic, hover over
the 'hyperlink' icon on the right and paste the URL link of your fundraising page into
the 'Address' tab.
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6. Click ‘OK’ and start using your new One Foot Forward signature!

For Gmail



e The email signature is found in our Resources page here

1. Download the email signature from our Resources page to your desktop.
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2. In your Gmail, hover over the 'settings' icon on the top right, click 'All settings', then
select 'General'.
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3. Scroll down to 'Signatures', click 'Create new' and create a name for your signature.
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4. Hover over the 'pictures' icon and upload your downloaded email signature.
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5. To link your fundraising page to your email signature, click on the graphic, hover over
the 'hyperlink' icon on the bottom right and paste the URL link of your fundraising page into
the 'Web Address' tab.
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6. Click 'OK' and start using your new One Foot Forward Signature!



