E-signature instructions for Mac:

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


1. Open Outlook. In the bar at the top of your screen, click Outlook, and then click 'Preferences' in the drop down menu. In the new window that pops up, click the 'Signature' option in the second row. Next hit the '+' sign to the left of the window. In the new window that opens, delete everything in the white text area (It most likely will be your name here, delete this for now). In the area that says 'Signature Name:', type 'JSDGF_emailSignature'.

2. Open JSDGF_emailSignatureMac.htm in your browser (Chrome, Firefox, SafarI). The easiest way to do this is to open the browser, then drag and drop the file into the address bar and press enter.

3. We will now be copying and pasting the signature from the browser into the text area of the Signature Edit window in Outlook. Click on the signature in the browser. Press and hold the 'Command' key and press the 'A' key (this highlights all of the signature). Press and hold the 'Command' key and press the 'C' key to copy what you have highlighted. Now click on the white text area of the Outlook Signature Edit window. Press and hold the 'Command' key and press the 'V' key to paste the signature. 

4. In the Outlook Signature Edit window, replace 'Insert Name Here' whit your name, and replace 'Insert Title Here' with your title. Now click the floppy disk icon at the very top of the window to save the signature. You can now close this window.

5. In the Outlook Signature Preferences window, set 'New messages' and 'Replies/forwards' to 'JSDGF_emailSignature'.

6. Your email signature should be all set. Send yourself an email to test that it works.

