Food Fight/Give Thanks E-mail Signature Instructions

Instructions for Adding a Gmail Signature 

1. Log on to your Gmail Account. 

2. Select "Settings" in the upper right corner of the page. 

3. Enter your preferred signature text in the box next to the "Signature" option (typing text into that box will automatically turn on the signature option). 
4. At the present time Gmail signatures can only include plain text, so be sure to type: “Give thanks for the abundance of food brought to us by America’s farmers and ranchers”
5. Select "Save Changes" to confirm your signature. 

Instructions for Adding a Hotmail Signature 

1. Access the signature option by clicking on the Options menu located on the right side of the page. Then click on More Options.

2.  Under the Customize your mail heading you'll find Personal e-mail signature. By clicking that link it will take you to the setup screen for your signature.

3. Type your signature in the field provided on the page. If you’ve selected the version of the signature graphic without the copy “for the abundance of food brought to us by America’s farmers and ranchers,” you may want to add that as copy below the image. 
· Hotmail can only insert graphics that reside on a publicly accessible web server. Therefore, you will need to copy and paste the image either from the homepage of http://ExploreBeef.org,  or from http://tinyurl.com/thankfarmer. 
4. After inserting your text and image, click the Save button to the lower right of the text field. 
Instructions for Adding a Yahoo Mail Signature 

1. Click Options in the upper-right corner of your Mail page, and select Mail Options. 

2. From the list on the left, click Compose. 

3. In the center of the page, after “Signature:” select “Show a signature on all outgoing messages”. (Come back to this page and select “Do not use a signature” if you want to turn your signature off – or simply delete it manually from emails in which you’d rather not show it.) 

4. On the far right of the message window, above the text area, click either Plain Text or Rich Text. (For a rich-text signature to appear in rich text, you must compose in Rich Text, too. Make that selection by clicking the Rich Text link in the Compose window, to the right of the Subject box.) 

5. Now, add or change your signature by typing in the text area. If you’ve selected the version of the signature graphic without the copy “for the abundance of food brought to us by America’s farmers and ranchers,” you may want to add that as copy below the image. 
· Yahoo can only insert graphics that reside on a publicly accessible web server. Therefore, you will need to copy and paste the image either from the homepage of http://ExploreBeef.org,  or from http://tinyurl.com/thankfarmer. 
5. At the top of the page, click Save Changes. 

Instructions for Adding an Outlook Signature (For 2005 Microsoft Users):
1. Download email signature image to desktop

2. Go into Microsoft Outlook and click on “New Message”

3. When you get into the blank message document you will need to select the “Options” button and click on the down arrow to the right

4. Select “Email Signature”

5. Enter your contact information in the “create your email signature” content box.

6. If you’ve selected the version of the signature graphic without the copy “for the abundance of food brought to us by America’s farmers and ranchers,” you may want to add that as copy below the image. Then, select the “Insert Picture” button and select the email signature image from your desktop. 

· You may resize the image to your liking by copying the image into a word document.  Resize the logo to your desired size and then cut and paste it into your signature content box.
7. The image should appear at the bottom of your signature.  Once this process is complete name the signature and save the signature. Then select the signature to appear at the bottom of your emails and close.

Instructions for Adding an Outlook Signature (For 2007 Microsoft Users):

1. Download email signature image to desktop.

2. Go into Microsoft Outlook and click “Tools”.

3. From the drop down menu select “Options” which is located near the bottom of the menu.

4. Once you are in the “Options” menu select the “Email Options” button and it will take you into your “Email Signature”.

5. Enter your contact information in the “create your email signature” content box.

6. If you’ve selected the version of the signature graphic without the copy “for the abundance of food brought to us by America’s farmers and ranchers,” you may want to add that as copy below the image. Then, select the “Insert Picture” button and select the email signature image from your desktop. 

· You may resize the image to your liking by copying the image into a word document.  Resize the logo to your desired size and then cut and paste it into your signature content box.

7. The image should appear at the bottom of your signature.  Once this process is complete name the signature and save the signature. Then select the signature to appear at the bottom of your emails and close.

