HOW TO ADD AN IMAGE TO A SIGNATURE IN GMAIL
1. Log into your gmail
1. Upload the image to your Google Drive by clicking on the google apps in the top right hand corner of the screen and selecting ‘Drive’ then click ’new’ ‘file upload’ and select the image.  
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1. Go into your Gmail inbox, go to Settings > General > Signature. 
1. Compose the text portion of your signature, then click the Insert Image button to add the logo. 
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If the image come up too big or too small left click once on the image so you will see the below options then select either small medium or large. 
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Then right click on the image to add a URL - https://aiec.idp.com/call-for-proposals 
[bookmark: _GoBack]
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