

ADDING YOUR BADGE TO AN OUTLOOK EMAIL

Start a new email, go to ‘Insert’ in the top bar and select ‘Signature’
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Description automatically generated]
Create a new signature by pressing New and name it something like ‘Business Champion.’ Then copy and paste your existing signature into the new one (so you can come back to your old one later).

[image: Graphical user interface

Description automatically generated]

Click below your contact information, so that your cursor is on an empty line.  Then copy and paste this image into your signature.
If you have not received your badge, please download it here
https://www.dfnprojectsearch.org/supported-internship-employer-champion-badge/

Right click the image, select Link 

[image: ][image: Graphical user interface

Description automatically generated]

Paste this link https://www.dfnprojectsearch.org/internships-work/
into the address tab to link the photo to Internships Work / DFN Project SEARCH website 
[image: Graphical user interface, text, application

Description automatically generated]
Click ‘Ok’ and save changes to your new signature.

If you want to resize the image, click with the rght button of the mouse, Picture

[image: ]

In the Size tab decrease the Height/ width 

[image: ]


Under the badge, write Click here to find out more
Highlight the text and click on the link ICON

[image: ]

Paste https://www.dfnprojectsearch.org/internships-work/ into the address bar

[image: ]

And save it

To make sure people see this banner, choose it as your new signature

ADDING YOUR BADGE TO A GMAIL
Go to Settings, See all settings
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Scroll down in the General Tab 

[image: ]

In signature, choose Create New
[image: Graphical user interface, text, application, email

Description automatically generated]
Name it
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Description automatically generated]




Choose insert image
[image: ]

Paste https://www.dfnprojectsearch.org/internships-work/ in the web address bar

[image: ]

Under the badge, write Click here to find out more
Highlight the text and click the Link Icon
[image: ]
Paste https://www.dfnprojectsearch.org/internships-work/ in the web address bar

[image: ]

And now choose the signature as your new signature
[image: ]

Finally, save change at the bottom of the page
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