HOW TO UPDATE YOUR EMAIL SIGNATURE – NEW TEMPLATE
1. On page 2 of this document, locate the new email signature template
2. Replace the placeholders of this template with your applicable work information 
a. LINE 1: Your First and Last Name 
b. LINE 2: Your Job Title 
c. LINE 3: Your region/country/coverage area if needed (delete line if not applicable to you) 
d. LINE 4: Your office phone number (delete line if not applicable to you) 
e. LINE 5: Your mobile phone number (delete line if not applicable to you) 
f. LINE 6: Your Terex email address 
g. LINE 7: Genie website, LEAVE AS IS ON THE TEMPLATE 
h. LOGO IMAGE: LEAVE AS IS, DO NOT CHANGE SIZE OR MOVE IT AROUND
IMPORTANT NOTE: DO NOT CHANGE THE FONT TYPE, FONT COLORS OR FONT SIZE OF ANY OF THE TEMPLATE SECTIONS, THESE HAVE BEEN PURPOSEFULLY SELECTED AND SHOULD MATCH ON ALL SIGNATURES COMPANY-WIDE 
3. Once you have replaced the content in the template with your information, HIGHLIGHT and COPY the full template – make sure to highlight and copy the entire template as one, including the logo image
4. Open Outlook on your computer, click “File” in the upper left-hand corner
5. From the drop-down list, select “Options” 
6. Once ‘Outlook Options’ has opened, click the option “Mail” on the left-hand side 
7. Then click “Signatures…” from the options on the right-hand side 
8. Once the signatures section opens, select “New” 
9. Name this email signature whatever you want, example: Quality By Design Signature 
10. Then PASTE your new email signature into the blank space 
11. Now to set this email signature as your default version, go to “Choose default signature” in the right-hand corner, select the new email signature you created for both “New messages” and “Replies/forwards”
12. Do one last check to make sure all your information is correct, then press “Ok” 
13. You are now all set up with the new email signature, thank you! 




NEW EMAIL SIGNATURE TEMPLATE


[bookmark: _GoBack]REPLACE THE INFORMATION IN THE TEMPLATE BELOW WITH YOUR PERSONAL INFORMATION, THEN HIGHLIGHT AND COPY THE ENTIRE TEMPLATE BELOW TO PLACE INTO YOUR OUTLOOK SIGNATURE WITH INSTRUCTIONS ON PAGE 1



[bookmark: _Hlk71794715]Name (First, Last)  
Title
Region/Country/Coverage Area (delete if not needed)
Office +1 (000) 000-0000
Mobile +1 (000) 000-0000
Email insert-your-email@terex.com
Web genielift.com
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Example Template Filled Out for Reference

Bob Smith    
Account Manager
East Region – North America 
Office +1 (222) 333-4444
Mobile +1 (111) 222-3333
Email bob.smith@terex.com
Web genielift.com
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QUALITY BY DESIGN




