Putting the YRI Banner into your Email Signature 
Save the Banner  image to your desktop and call it ‘ YRI banner’ 

Open Outlook

Click on’ tools’ on the toolbar on the top

Click on ‘options’

Click on Mail Format

Click on Signatures….

Click on Edit

Click on Advanced Edit

This will appear

“This will launch an editor that is not part of Microsoft Office Outlook. Do you want to continue?”

Click yes

Your signature will now appear in ‘Front Page’ for editing

Put your cursor where you want the logo to appear

From the menu bar select ‘insert’

Select Picture> then select From File

You need to get to the logo on your desktop – select the logo

This will appear where your cursor is placed – don’t panic if the image is enormous, you can resize it easily.

Use the bottom right black point you can see on the image to make the logo the size you want it. Don’t worry about writing being legible, your signature has UWS in it anyway.

When you are satisfied with where you want the logo to appear and it looks how you want, click ‘save’ on the menu in frontpage 

You will get a picture preview, press OK this locks the image in place.

Close front page

Click OK in ‘create signature’ work box.

Click OK in options.

Send an email to yourself to check it out!

Please Note:You need ‘Front Page’ to put the Banner up. 

