HOW TO ADD THE TALK. READ. TOGETHER. BANNER TO YOUR EMAIL SIGNATURE

early.years@decyp.1as. gov.au g

TOGETHER.

A Lifting Literacy Inftistive

1.Download the email graphic (pictured above)
Microsoft Outlook (Desktop App)

1.0pen a new email and go to the Insert tab.

2.Click Signature > Signatures....

3.Under Select signature to edit, choose the signature you want to update.

4.Place your cursor where you want the email graphic image, then click the Image/Picture icon.

5.Locate your email graphic image file and click Insert.

6.Right-click the image and select Picture... to manually adjust the height and width (check Lock
aspect ratio) if it's too large.

7.Click OK to save.

Gmail

1.0Open Gmail, click the Gear (Settings) icon in the top-right corner, and select See all settings.

2.Under the General tab, scroll down to the Signature section.

3.Click Create new to make a new signature or click on an existing one to edit it.

4.Place your cursor where you want the email graphic image to appear and click the Insert Image
icon (looks like a mountain or picture) in the toolbar.

5.Upload your logo from your computer, Google Drive, or by pasting an image URL.

6. Click the newly added image and choose Small, Medium, or Original size to resize it.

7.Scroll to the bottom of the page and click Save changes.

Apple Mail (Mac)

1.Open Apple Mail and go to Mail > Settings (or Preferences) in the top menu bar.

2.Select the Signatures tab.
3.Click the account you want to edit and select the signature.
4.Drag and drop the email graphic image directly from your desktop or Finder into the signature

editor box.
5.Resize the image, if necessary, by right-clicking it or using the corner handles. The changes are

saved automatically.
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