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How to use in MS Outlook:

· File
· Options
· Mail
· Signatures
· Copy the signature into the ‘Edit signature’ box
· Change the details to include your Name, Job title and research group, telephone number, email. If you tweet professionally, you may also like to add your own twitter handle to the signature next to @OxPrimaryCare
· Feel free to add PA contact details.
· The bottom part of the signature below the address can be used for promotional items. You can use this space to include a clinical trial logo (must not be larger than the department logo, link to a particular publication or report, your blog or a promotional banner for a course you are teaching on. 

Mac users

· Copy the text only into your signature editor in Mac Mail. Be sure to remake the hyperlinks, including twitter (points to www.twitter.com/oxprimarycare).
· The insert the image, download the associated logo file and save it to your computer. Find it and drag it into the signature editor, underneath your job title.
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