E-signature instructions for PC:

[bookmark: _GoBack]Download the file called JSDGF_emailSignature.htm. This is the file PC Outlook users should use. And below are the steps to implement into Outlook:


1. Open JSDGF_emailSignature.htm in a text editor. Notepad is standard on all PCs and will work fine. Where it says 'Insert Name Here' and 'Insert Title Here', fill in the users name and title. Save this file.

2. If the user has never had a signature folder, we will need to create a 'Test' email signature, in order to create the signatures folder. Open Outlook. Click 'New Email', as if writing a new email. Click the button that says 'Signature' and click the option 'Signatures...' in the drop down menu. Click the 'New' button to the left and type 'Test' as the name of the signature. Click 'OK'. Exit all windows and close the Outlook program completely.

3. In your file explorer navigate to the folder C:\Users\[USER NAME]\AppData\Roaming\Microsoft\Signatures replacing [USER NAME] with the user name on the computer and drop JSDGF_emailSignature.htm in this folder. The third folder 'AppData' is a weird hidden folder, so I will list some sub-steps below:

    a. In a text editor such as Notepad, copy and paste the following: C:\Users\[USER NAME]\AppData\Roaming\Microsoft\Signatures
    b. Navigate to the folder C:\Users and find the applicable user name.
    c. In the text editor, replace [USER NAME] with the user name. So if the the user name is 'Denise', this will now look like: C:\Users\Denise\AppData\Roaming\Microsoft\Signatures
    d. Copy this new line and paste it into the bar at the top of your file explorer. If you click in the white space of this bar, you will be able to paste into it. For example, in the image below, clicking between 'Signatures' and the little arrow pointing down will allow you to paste this line.
[image: imageReference.png]
    e. Drop JSDGF_emailSignature.htm into this folder.
    f. You can delete the files named 'Test' and the folder named 'Test_files', however this is not necessary.

4. Open Outlook. If you have Outlook already open, close the program and re-open it. Click 'New Email', as if writing a new email. Click the button that says 'Signature' and click the option 'Signatures...' in the drop down menu. On the right side of the window set 'New messages' and 'Replies/forwards' to 'JSDGF_emailSignature'.

5. The email signature should be all set. Send yourself a test email to see if it worked.
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