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How to Change Your Signature in Outlook 2007
All email signatures need to include an Equal Opportunity and Confidentiality Statement. Please copy and paste the following images and text into your Email Signature after your contact information. The images below include updated links to new social media pages. 
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 HYPERLINK "http://twitter.com/" \l "!/Jobs_Mo_Gov" 
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 HYPERLINK "https://www.youtube.com/user/moworkforce1" 
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Missouri Division of Workforce Development is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Missouri Relay Services at 711.
CONFIDENTIALITY STATEMENT:  This email and any attachments are intended only for those to which it is addressed and may contain information which is privileged, confidential, and prohibited from disclosure or unauthorized use under applicable law.  If you are not the intended recipient of this e-mail, you are hereby notified that any use, dissemination, or copying of this e-mail or the information contained in this e-mail is strictly prohibited by the sender.  If you have received this transmission in error, please return the material received to the sender and delete all copies from your system.
1. To update your signature click on “Tools” and select “Options” toward the bottom of the window. 

2. In the window that opens, select “Mail Format” from the row of tabs across the top then click on “Signatures”.

3. Copy and Paste the images and text above into the signature you would like to use.
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	For additional information about Missouri Division of Workforce Development services, contact a Missouri Job Center near you. Locations and additional information are available at jobs.mo.gov or 1-888-728-JOBS (5627). 
	[image: image8.png]=M\ center

A proud partner of the amerlc/aﬁfobcenter network®






	Missouri Division of Workforce Development is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Missouri TTY users can call (800) 735-2966 or dial 7-1-1.

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration.  The product was created by the contracting agency and does not necessarily reflect the official position of the U.S. Department of Labor.  The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.  This product is copyrighted by the institution that created it.  Internal use by an organization and/or personal use by an individual for non-commercial purposes is permissible.  All other uses require the prior authorization of the copyright owner.
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