· You do not need any special software to download an executable file “NCR Plain/Branded”. The stationery files will all be automatically put in your Outlook Express stationery folder, 

           (C:\Program Files\Common Files\Microsoft Shared\Stationery). 

· Double Click on the NCR Plain/Branded.exe file

· When the unzip window comes up, click on "unzip". 
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· After the unzip, click "OK" on the open window. 
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· Then simply open Outlook Express and go to your stationery folder (click on the drop down arrow on the "create mail" button, and then click on "select stationery") and browse to the appropriate file. “NCR Plain/Branded”
· PLEASE NOTE: You must have your Outlook Express program properly configured in order for the graphics in the stationeries to be seen. 
To do this - open the main window in OE and go to "Tools", "Options", "Send". Down towards the bottom of the window where it says "Mail Sending Format", click on the "HTML Settings" button. Be sure the "Send pictures with messages" option is checked.

· Other common causes of problems when using stationery: Having "Hotbar" installed on your computer. Renaming stationery files. Not having both the html file and the jpeg file in the same folder. Not using the "Create Mail" dropdown arrow to select and make a new stationery.

