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STEP 1

Log into your Google account and go to Gmail to begin.

STEP 2

In the upper right-hand corner, locate and click on the gear icon.
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STEP 3

Click on the button that says "See all settings".

STEP 4

Scroll down until you 5nd the "Signature" section.
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STEP 6

Click on the "Create new" button to set up your new signature.

STEP v

Gi7e your signature a name.

We recommend using your place of employment followed by your name for easy differen-
tiation if you have multiple signatures.
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STEP 8

Click on the "Create" button.

STEP 9

Click on "Insert image" within the signature editor.
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STEP U

Click on "fpload" at the top o0 the window that appears.

STEP 1z

In the "fpload" menu, click on the "Select a 5le 0rom your de7ice" button.

Find your email signature on your computer, choose it, and click "Open."

6 of 11



STEP 11

Click anywhere on the uploaded image.

STEP 12

Choose "Large" under the siFe options.
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STEP 13

Scroll to the "Signature de0aults" section.

STEP 14

fnder "ORN WEM EAjILS fSE", select the email signature you Dust created.

8 of 11



STEP 16

Yo the same 0or "RW NEPL/;ORNMjNY fSE".

STEP 1v

Scroll to the bottom o0 pages and click the "Sa7e Changes" button.
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That's it! You've successfully uploaded your personalized email signature to Gmail.
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