HOW TO UPDATE THE PROMO IMAGE IN YOUR EMAIL

STEP 1:

To update the Promotion Image in your
email signature, you need to have the
WORD document that has your email
signature.

You will also need to have the Promotion
images for the email signature saved in a
folder on your computer.

(It’s a best practice to have a folder on
your computer called ‘email signature’
and save all of these files there.)
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STEP 2:
Open the WORD document that has your
email signature.
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Regards,
Barry

Barry Kriha
Director of Marketing, Communications and Branding

3905 South 148" Street, Suite 102

K\ MEAD Omaha, NE 628144

Office: (531) 710-3200 | Direct: (531) 710-3198
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To send _zip, .sdb, .mdb or files larger than SMB, use this link.
4382

w\ MEAD

EEmmE | UMBER FROM DESIGN TO FINISH

Page1of3 17of355words [[¥ %




HOW TO UPDATE THE PROMO IMAGE IN YOUR EMAIL

% Cut
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STEP 3: Barry Kriha Edit Picture
. Director of Marketing, Communications and Branding Save as Picture...

Click on the Promotion Image in your 3905 South 148" Street, sui B Change Picture..
email signature, and then right click and ["AN MEAD Omaha, NE 63144 T Group
select “Change Picture” Emms | UMBER Office: (§31) 710-3200 | Dir _
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To send zip, .sdb, .mdb or files larger than 5MB, use this link:
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STEP 4:
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HOW TO UPDATE THE PROMO IMAGE IN YOUR EMAIL

STEP 5:

Locate the folder that you saved the email
Promotion images, and select the image

you want.
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STEP 6:

The image you selected will now be in

your email signature.

Regards,
Barry

Barry Kriha

Director of Marketing, Communications and Branding
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3905 South 148™ Street, Suite 102

Omaha, NE 63144

Office: (531} 710-3200 | Direct: (531) 710-3198
Cell: (402) T08-1602
barry.kriha@meadlumber.com
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HOW TO UPDATE THE PROMO IMAGE IN YOUR EMAIL

STEP 7:
Save the WORD document.

STEP 8:

Copy all of that text, from the salutation

down to the disclaimer.

Regards,

Barry

Barry Kriha

Director of Marketing, Communications and Branding

3905 South 148" Street, Suite 102
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To send zip, .sdb, .mdb or files larger than SMB, use this link:
Jishare meadlumber. com/u/diSbil 164c4 98747 425255/
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NOTICE: This email message and all attachments transmitied with it are intended solely for the use of the addressee and may

contain legally privileged and confidential information. If the reader of this message is not the infended recipient, or an employee or

Office: (531) 710-3200 | Direct: (531) 710-3198
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agent responsible for delivering this message to the intended recipient, you are hereby nofified that any disseminafion, distribution,
copying, or other use of this message and ifs attachments is strictly prohibited. If you have received this message in emor, please

notify the sender immediately by replying o this message and please delete it from your computer.

STEP 9:

Go to Microsoft Outlook and select “File”
on the top left, and then “Options”. You

will get this screen.

Click on “Mail” and then click the
“Signatures” button.
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"— Change the settings for messages you create and receive.
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- j Change the editing settings for messages.

Compose messages in this format: | HTML »

heck spelling before sending

| Ignore original message text in reply or forward

" Create or modify signatures for messages.
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E-mail Signature  Personal Stationery

Select signature to edit

Choose default signature

STEP 10: Full signature E-mail account: | parry kriha@meadlumber.com ~
. Full Signature Mew
You now haVe two Optlons: New messages: Mead Lumber Full Signature ~
Mead Reply X
TrussCraft Replies/forwards: | pjead Reply ~
1 - Paste over your current email Do New —
. . L
signature. In this case, highlight “Mead Edit signature
Lumber Full Signature”, select all the text Arial ekl 1 oy avomtic |v||= = = | Epusinesscard |[3 B
and images in the box, and paste the ~
contents you copied from the WORD Regards,
document. B
arry
. . . Barry Kriha
2 -Or if you think you may use this one Director of Marketing, Communications and Branding
again, you can create a new email 3005 South 148" Street, Suite 102
signature, by clicking the “New” box and m_MEADJ_QmMLWM hd
following the |r.1$tr'uct|ons in the How To p—
Create An Email Signature document, - — S
starting at Step 13.
. 1
STEP 11. ] . . E-mail Signature  Personal Stationery
After Updatlng or Creatlng a new emall Select signature to edit Choose default signature
signature, make sure the name of it Full Signature E-mail 8ccount: [ arry kriha@meadiumber.com v
. Full Signature Mew
shows up on the right, next to “New ' New messages:  |Mead Lumber Full Signature v
| Mead Repl
Messages”. If not, click the drop down f [rrusscrate Replies/forwards: |\ead Reply v
and select it. . Delete o Rename
Edit signature
J_ Calibri (Body) “1T~| B I U Automatic == = [25] Business Card L_‘l; %
1 Regards, ~
Barry
Barry Kriha
Director of Marketing, Communications and Branding
3905 South 148% Street, Suite 102
N\ MEAD | onate e se14s
1 LUMBER (?ffl|lc-:$;£513i1_’}n?o151;3n2100 | Direct: (531} 710-3188 v

STEP 12:
Then click ‘OK’ and ‘OK’ to get back to
Outlook and to write an email.
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Now your email signature is all set. If
you have any problems, contact the
marketing department.

Test it out to see if it works. Compose a
new email message, and your new email
signature should be there. If not, refer to
Step 11 and make sure it’s selected.

If you ever want to switch between

email signatures when you are writing - Untitled - Message (HTML)
an email, go to the ribbon on the top of le  Cos  Goweizh  (mimp  Podts  GEes)
the email, and click on “Signature”. =

via Link ~
The dropdown will have all of the Elliiim
signatures you have created. Just click on i - :::E’F””Sig"““’e
the one you want to use. TrussCraf:

Signatures.. N

Regards,
Barry

Barry Kriha
Director of Marketing, Communications and Branding

3905 South 148 Street, Suite 102
N\ MEAD | ors e
o Office: (531) 710-3200 | Direct: (531) 710-3198
LUMBER Cell: (402) 708-1602

barry kriha@meadlumber.com
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To send .zip, .sdb, .mdb or files larger than SMB, use this link:
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