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Using the Email Signature Template
1. Download and open the Email Signature Template.
2. Update the placeholder information with your name, title, phone number, and email address.
3. The template uses table gridlines to help identify the different sections of the signature. These gridlines are for editing purposes only and will not appear in Outlook or when sending emails.
4. Once your information has been updated, click anywhere within the table.
5. Click the table handle in the upper-left corner of the table to select the entire signature.
· Alternatively, click within the table and press Ctrl + A twice to select the entire table.
6. Copy the entire table using Ctrl + C.
7. In Outlook, navigate to File > Options > Mail > Signatures.
8. Create a new signature or select an existing signature to update.
9. Click within the signature editor and paste the copied table using Ctrl + V.
10. Verify that the logo, contact information, and social media icons display correctly and that the hyperlinks are functioning.
11. Set the signature as your default for New Messages and Replies/Forwards.
12. Click OK to save your changes.
Important Notes
· Only update your personal contact information.
· Do not modify the Rally House logo, colors, or social media links.
· Do not delete or regroup the social media icons, as each icon contains a unique hyperlink.
· The table gridlines visible in the template are for editing purposes only and will not appear in Outlook emails.
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