How to create a Walk to End Alzheimer’s signature in Microsoft Outlook
1. In a new message, go Insert tab, click Signature, and then click Signatures.
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Reminder: I'm here to help with your online fundraising needs, but the best way to alert the national office about your Blackbaud issues is to file a form via http://blackbaudhelp.kintera.org/al
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2. On the E-mail Signature tab, click New. 

3. Type a name for the signature (we suggest Your Name – Walk to End Alzheimer’s), and then click OK. 
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4. In the Edit signature box, type the text that you want to include in the signature (if you already have a signature, you may want to cut and paste that in the signature area).
5. Add a banner below your signature.  Copy one of these banners (ctrl+c) and paste it (ctrl + v) below your signature: 
6. Below the banner, type a message that will lead people to your personal Walk website.  Here are some suggestions:

· Support me as I walk to end Alzheimer’s! Click here to donate to my Walk to End Alzheimer’s fundraising efforts.

· Your donation can help millions of families affected by Alzheimer’s disease. Click here to support me as I walk to end Alzheimer’s. 

7. To hyperlink to your website, highlight over Click here in your text and then hit the hyperlink button 
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8.  Add your personal page link to the address and then press OK [image: image4.png]sage (HTML)
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· Note: Your personal page link can be found in your HQ: 
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9. Choose you new Walk to End Alzheimer’s signature as your default signature for new messages (and for replies/forwards if you wish) and then press OK 
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