· 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 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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Once you have completed these steps open Microsoft Outlook. 
· Select the “ Tools “ option on the top task bar then “ options “ then the “ mail format tab “ and change the settings to match the image below
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Finally

· Select the “Actions” option on the top task bar and click once

A drop down menu should appear

· Now highlight the “New Mail Message Using”

This should now bring up a pop up menu to the right.

· Now select the stationery you wish to use.

If the stationery you wish to use is not listed please select the

 “More Stationery” option and select the appropriate stationery from the list.
Please note that you need to be on the internet for images to show..
