STEP FOUR: PASTE SIGNATURE

Find the signature field in the “General” settings tab.
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Please follow this step-by:-step guide for instructions on how to implement the I e
Windward official email signature. The School hopes to maintain consistency i
in the type of signature used by all Faculty and Staff employed by Windward. mm.uu.mmws) 6"“‘9"““"
Please note: There will be no image utilized in this email signature as the Sassent - |T-|B 7 U A-[co B E-EEEEN K
inclusion of one causes all emails to appear as though there is an attachment,
which can be confusing when searching mail for a particular item.
STEP ONE: VISIT TEMPLATE ON GOOGLE DOCS
Visit the Windward Email Signature document on Google docs at: Click in the open type space and paste the copied text from the email
bit.ly/wwsignature Please note: You must be logged in to Google with your signature template.
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Windward account to view and copy the template (example of final signature P . .
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below). To copy the template, select all text on the page and hit “command + .
c” on your keyboard (on a Mac) or “ctrl + ¢” on a PC. bt
yaurname@windwardschool org
A dynarmic, engaging education. A nurturing. inclusive community.
STEP TWO: LOG IN TO WINDWARD EMAIL
Click the gear icon in the upper right-hand side of your screen and Click in the template you just pasted in and change the generic text to your
select "Settings” from the dropdown meny current information. See below for example
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Allison Kaufman | Communications Coordinator; Publications Teacher
E - @ Windward Schoal | 11350 Palms Bhvd | Los Angeles, CA 90066
Direct Line (424) 26%-1041
Display density: skaufman@windwardschool.org
v Comfortable A dynamic, engoging education. A nurturing, inclusive community.
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STEP SIX: SAVE CHANGES
Configure inbo:
After you edit all of your personal information on the template, please scroll to
o the very bottom of the screen and click “SAVE CHANGES.”
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