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Email Signature Configuration & Installation

To customize and install an email signature in Gmail:

Extract the Gmail_source zip file
Open the file Swiftwall Signature Gmail.html in a code editor application 
(i.e. Notepad ++, Dreamweaver)
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Update the personal information of the signature
a. Name: line 16
b. Title: line 20
c. Office Phone: line 26
i. If there is a change to the phone number the link tag will also need to be updated 
(<a href="tel:+19897591784"). The phone link cannot use dashes or special characters.
d. Cel  Phone: line 28
Save file with new name (i.e. employee_name.html).
Open created file in Google Chrome (preferred) or Microsoft Edge. 
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Click in the browser window/file and select all (Ctrl + A).
Copy the signature (Ctrl + C).
Open Gmail.
Click the Settings icon and then click See all settings.
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Scroll down to the Signature and click Create New.
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[bookmark: _GoBack]Type a name for the signature, and then click Create.
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Paste the signature (Ctrl + V) in the Signature field. 
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You can set the default signature for New messages or Replies and Forwards in the dropdown fields on the below the signature window.
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Once everything is set, scroll to the bottom of the page and click Save Changes.
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Signatures can be added to any message by selecting the email signature name under the Signatures icon.
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