



How to update your signature in Outlook 

1. Go to the Sharepoint page and click the ‘Email Signature’ tab:
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2. A downloads bar will drop down. Click ‘Open file’:
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3. Once you have opened the Powerpoint file, edit the signature with your details: 
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4. Once you have filled out the signature press Ctrl A on your keyboard to select all of the contents. Then press Ctrl C to copy:
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5. Go to Outlook and create a new email. Under the ‘Message tab’ click ‘signature’
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6. Name your new signature and then right click on the mouse. Under ‘paste options’ click the ‘a clipboard’ icon as shown below:
[image: ]

7. Click OK and your signature should be useable.
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Wales branded materials on our behalf.

Our latest brand guidelines can be accessed here:

Health Wales Brand Guid

® m o B8 & O

Template materials

Please use the following templates when you are creating new materials on behalf of the organisation.

ms Background

If you require templates for any other materials, please contact Sian Taylor, Senior Communications Manager.
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5. Go to your Outlook and click ‘New Email’ and under the ‘Message tab’ click ‘signature’
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