Instructions for

ADDING HIPPA Statement to ALL Email


1. Open Microsoft Outlook. (It is alreay open if you are reading this.)

a. Select HIPPA text on the bottom of this page, and then right click on the text and Copy the statement below.

2. Click TOOLS, then OPTIONS... (New window opens)

3. Click on tab called MAIL FORMAT.

4. Click on STATIONARY PICKER button (in the middle of the dialoge box.) (New window Opens)

5. Click NEW, then and call it HIPPA Statement in the #1 Box.

6. Click NEXT. (New Window Opens)

7. In the Preview box, press enter 3 times, then right click and PASTE the text into the box (from step 1a). 

    NOTE: you can choose a background of your liking here.

8. Click OK, OK, OK. (All dialogue boxes will disappear.)
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