STEP TWO 
Insert hyperlink to the City Facebook page in your Outlook (classic) email signature
Now that we have created our company signature in Outlook it is time to add the Facebook icon. 
First right – click the little Facebook icon below and save it somewhere so you can find it in a minute or two …  
[image: Icon

AI-generated content may be incorrect.]
1. In Outlook, on the Home tab, choose New E-mail.
2. On the Message tab, in the Include group, choose Signature > Signatures.
3. On the E-mail Signature tab, in the Edit signature box, choose the name you want to modify.
4. In the Edit signature text box, add a new line beneath the current signature.
Tip: Position your cursor at the end of the last line with the signature which for us is right after the City web address, and then press Enter.
5. Choose Picture [image: Picture button], then go to the folder where you saved that little Facebook icon and then choose that Facebook icon you saved.
6. Choose Insert > Hyperlink [image: Hyperlink button].
7. In the Address box, enter the web address https://www.facebook.com/ellsworthme 
and then choose OK.
8. Choose OK to finish modifying the new signature.
9. Inside the body of the message, on the Message tab, in the Include group, choose Signature, and then choose your newly modified signature.
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