Swiftwall Email Signature Configuration & Installation

Open the eSignature file (i.e. Swiftwall Email Signature.dotx)
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Update the name and title accordingly.
To update the email and phone numbers, right click on the name/number and select Edit Hyperlink
Update the Text to Display and Email address and then click Okay.
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a. Repeat for the remaining email/phone numbers
i. Email addresses must be formatted with the following structure: mailto:employee@swiftwall.com
ii. Phone numbers are to use the following link structure: tel:+441158383283. The phone number link cannot use dashes or special characters.
Save file with new name (i.e. employee.docx).
Once formatted, select all (Ctrl + A).
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Copy the signature (Ctrl + C).
Open a new message in Outlook.
On the Message tab, in the Include group, click Signature and then click Signatures.
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On the E-mail Signature tab, click New.
Type a name for the signature, and then click OK.
[image: ]
Paste the signature (Ctrl + V) in the Edit Signature field. 
You can set the default signature for New messages or Replies and Forwards in the dropdown fields on the top right of the signature window.
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Once everything is set, click OK.
[bookmark: _GoBack]Signatures can be manually added to any message by selecting the email signature name under the Signatures drop down menu.
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