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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.) 

 

 

 
 
 
 
 

STEP 2: 
Open the WORD document that has your 
email signature. 
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STEP 3: 
Click on the Promotion Image in your 
email signature, and then right click and 
select “Change Picture”. 

 

 
 
 
 

STEP 4: 
Choose “From A File”. 
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STEP 5: 
Locate the folder that you saved the email 
Promotion images, and select the image 
you want. 

 

 

 
 
 
 
 

STEP 6: 
The image you selected will now be in 
your email signature.  
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STEP 7: 
Save the WORD document.  
 
 

 

 
 
 
 
 

STEP 8: 
Copy all of that text, from the salutation 
down to the disclaimer. 

 
 

 

 
 
 

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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STEP 10: 
You now have two options:  
 
1 - Paste over your current email 
signature. In this case, highlight “Mead 
Lumber Full Signature”, select all the text 
and images in the box, and paste the 
contents you copied from the WORD 
document. 
 
2 -Or if you think you may use this one 
again, you can create a new email 
signature, by clicking the “New” box and 
following the instructions in the How To 
Create An Email Signature document, 
starting at Step 13. 
 
 

 

 

 
 

STEP 11: 
After updating or creating a new email 
signature, make sure the name of it 
shows up on the right, next to “New 
Messages”. If not, click the drop down 
and select it.  
 
 

 

 
 

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 
an email, go to the ribbon on the top of 
the email, and click on “Signature”.  
 
The dropdown will have all of the 
signatures you have created. Just click on 
the one you want to use.  

 

 
 


