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EMAIL SIGNATURE
Show your network your support for RBC Race for the Kids by adding one of our three suggested images to your email signature. 

Sample Signatures:
[bookmark: _GoBack]John Smith							John Smith	
VP, Company XYZ						VP, Company XYZ
613-555-5555							613-555-5555
jsmith@companyxyz.ca					jsmith@companyxyz.ca
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John Smith
VP, Company XYZ
613-555-5555
jsmith@companyxyz.ca
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How to add to your signature using Microsoft Office:
1. Copy the signature image you desire.
2. Create a new email message.
3. On the Message tab, in the Include group, choose Signature > Signatures.
[image: Signature command]
4. Under Select signature to edit, choose New, and in the New Signature dialog box, type a name for the signature.
5. Under Choose default signature, set the following options for your signature:
a. In the New messages list, choose the signature that you want to be added automatically to all new email messages. 
b. In the Replies/forwards list, choose the signature that you want to be added automatically (auto sign) when you reply to or forward messages. 
6. Under Edit signature, type the signature and paste the image at the position you would like it to appear.
7. Link the image to the RBC Race for the Kids website of your choice.
Click on the image, select the hyperlink button, paste or type the website url into the address field, and then choose OK.
a. Please support me! – Link to your personal fundraising page 
b. Join our Team – Link to your team page
c. Create your own team! – Link to https://goo.gl/T3QkwH 
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8. Select OK to update your signature. 
[image: Type a new signature to use in your email]
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I'm participating in the

Please support me!
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Help us support youth
mental health at CHEO.
Join our team!
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Join us in support of youth
mental health at CHEO.
Create your own team!
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