
Instructions to add image to your email signature: 

- Save the Innovating pharmacy tagline to your computer  

- Open Outlook 

- Hit 'File' tab in top right 

- Hit 'Options' in bottom right 

- Hit 'Mail' in the Outlook Options window that pops up 

- Hit 'Signatures' button 

- Scroll down to the bottom of your signature. Hit the insert image button (circled in red in below image) 

  

- Select logo image from where you have saved it on your computer. It will appear in your 
signature. You can click and drag to move it around. 

- Hit ‘OK’ when you are satisfied with placement of the logo 
 


