For West Washington & Rivershores Facebook Link: 
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	Teri Kermendy
She/Her/Hers why this matters
Kettle Moraine YMCA
Communications and Marketing Director
(262) 247-1017   | West Washington Branch
1111 W. Washington St., West Bend, WI 53095
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For Feith Family Facebook Link:
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	Teri Kermendy 
She/Her/Hers why this matters
Kettle Moraine YMCA
Communications and Marketing Director
(262) 247-1017   | Feith Family Branch
1111 W. Washington St., West Bend, WI 53095
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New Email Signature

Step 1.   Edit this information in your document: 
· Name 
· Title 
· Phone number
· Location
· Association Office
· West Washington Branch
· Feith Family Branch
· River Shores 24/7 Branch

· Address
· 321 N. Main St. Suite 100, West Bend, WI 53095
· 1111 W. Washington St., West Bend, WI 53095
· 465 Northwoods Rd., Port Washington, WI 53074
· 705 Village Green Way #201, West Bend, WI 53090

· Email- to do this right-click on the mail button [image: ] - click Edit Link.  Change to your email address- click OK.
· Optional: Under your name, you can also put your pronouns as well as add a link for email recipients to learn more about why this is important, or you are able to include your pronouns without the link if you wish. Again, this is encouraged, however not required. Below are the most commonly used pronouns, if your pronouns are not represented below, please substitute with your preferred pronouns.
· She/Her/Hers why this matters
· He/Him/His why this matters
· They/Them/Theirs why this matters

Step 2. Click File – click Options – click Mail – click Signatures.

Step 3. Highlight the whole signature line and right click -Copy.  Select your existing signature, then highlight your existing signature and right click – Paste.  If you do not have a signature set up yet- Click New – type your name – click Save.  Make sure you have your default signature set for new messages and replies/forwards.

Step 4. Click OK.  Click OK again.  Your new signature should be in your New Email messages.
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