
1.​ Copy entire Email Signature (Ctrl+C) below. 
2.​ Start a new email message and click on the “Message” tab, then click on the “Signature” icon 

(part of the “Include” group”), then choose “Signatures…” from the dropdown menu. 
3.​ Under “New Signature”, select the Signature name you would like to edit, then click within the 

“Edit Signature” box and paste (or Ctrl+V) what you just copied from the HTML file and 
customize the text as needed (best to type it in to retain proper formatting). 

 
FIRST & LAST NAME 
Title of Position 
  
HOTEL NAME 
HOTEL ADDRESS 
M: +1 808 XXX XXXX | T: +1 808 XXX XXXX 
website.com 
 

  
Islands.com Readers’ Choice Awards — Voting Open Now - September 1st​
Best Hawaiian Resort Nominee | Vote Ka La‘i Waikīkī Beach  
 

https://www.islands.com/1930362/best-hawaiian-resorts-readers-choice-awards/
https://www.islands.com/1930362/best-hawaiian-resorts-readers-choice-awards/

