Setting up a Recording of How Your Name is Pronounced
1. First, set up an account on the NameDrop website: https://namedrop.io/
2. Follow the instructions to do a short recording of your name.
3. Speak slowly so that it is as clear as it can be
4. You will then get a link to the recording that you can paste into your email signature
Setting up Your Email Signature
1. In a word document, paste the text box below to set up your email signature. Customise it to spell out the phonetics of how your name is pronounced. Font 8 works well in the email template and will not take up too much space.Wondering how to pronounce my name?
XXXXXXX is pronounced XXX-XXX-XXX
It’s very easy and if you pronounce it phonetically as above, you will always get it right. Always feel free to ask. Click anywhere on this box to hear how it is said.



2. When you have edited the text box to say how your name is spoken, put the mouse cursor over the edge of the box and right click. You will be offered the option of inserting a hyperlink. Paste the link to your NameDrop recording here.

3. Next, go to your email account and click on the Settings button, the small cog that appears on the upper right hand side of your screen.

4. In search field, put ‘Email Signature.’ You will now be able to edit your email signature.

5. Simply paste the text box you have set up below your contact details. Save it.

6. Next you need to test that it is working, so send a ‘test’ email to yourself to see how it appears when you email someone. Test that the recording works when you click on the box. You may need to go back into Settings to reposition the box.
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