Instructions for Setting up an e-mail signature

1. Save the RaPAL_email_signature.html anywhere on your computer (i.e. My Documents/ your desktop).

2. Go to the file (saved on your computer) and open it with Word (or another text programme like ‘Pages’ for Macs or ‘Text’ in Open Office) - right click on the file, select Open and select Microsoft Word (or other as appropriate). You might get an ‘HTML Import Errors’ box at this point. Just click ‘OK’ and continue.

3. Add your name, job title, phone number(s) and email/ Skype name (- anything you would like to include in your signature in addition to the RaPAL logo and strapline).
Mine looks like this:

Claire Collins

********************

T: 0151 630 1266

M: 07752 357 196

E: c.collins@gmx.com
Skype: claire.collins3

I’m a member of 
[image: image1]
Find out more by visiting www.literacy.lancs.ac.uk/rapal 

4. Save the file as HTML type (or Web Page in some versions of Word) in your documents folder or on your desktop.
5. Next steps for Outlook users:
Go to your email and select Actions/Tools/Preferences/Signature tab

a) Click to select “Automatically append a signature….”

b) Select HTML or Image file Option

c) Browse and select the file saved in 4 above

d) Click OK to save and close the Preferences window

Next steps for Thunderbird users:
Go to your email and select Tools/Account Settings

Clear instructions for next steps in setting up a signature in Thunderbird can be found at http://support.mozillamessaging.com/en-US/kb/Signatures (Mozilla Community)
6. Create a new email. The strapline and signature should appear at the bottom. The weblink won’t work in this screen but the recipient will receive it. Send yourself an email to test.
NB//the RaPAL logo and strapline are attached here to be inserted/ copied in to your own signature.
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