Step 1: Open your District Gmail Account. 
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Step 2: Open the Setting Menu and select Settings. 
[image: ]
Step 3: Under General, scroll down until you find the signature section.  
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Step 4: Type your "Signature" in the text box.  Signatures should include your name, school, grade level taught, and/or other information.
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Step 5: Save your changes at the bottom of the page. 
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Thanks,

Michelle Branham
Coordinator of Instructional Technology
Okeechobee County Schools
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9] Insert this signature before quoted text in replies and remove the "~
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