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FORMAT

EMAIL SIGNATURE FORMAT

To ensure a consistent and professional brand image, all College employees must use the official email
signature format shown below. No alterations to the format, the logo, the font, and the colors can be made.

Please note that the web and social media links should link only to the home page of Montgomery College’s
website and to Montgomery College’s main X and Facebook accounts.

Firstname Lastname
Title

123.456.7890 office

123.456.7890 fax

123.456.7890 cell
first.lastname@montgomerycollege.edu
Department or Office Name

Street Address, Suite 000
City, State Zip

montgomerycollege.edu

M

Web | X | Facebook

MONTGOMERY
COLLEGE

(Optional) If your department requires a confidentiality clause on all outgoing emails, place your
department's confidentiality clause here. Otherwise, delete this line.

Email Signature Page 2



CREATING
YOUR EMAIL
SIGNATURE

OUTLOOK

Email Signature . Page3



EMAIL SIGNATURE IN OUTLOOK

CREATING YOUR EMAIL SIGNATURE IN OUTLOOK

STEP 1

In Microsoft Word, open the email signature template file. Next, open Microsoft Outlook.

STEP 2

In Microsoft Outlook, click on “File.”

Home Send / Receive

1m0 0

Folder Wiew Help  Acrobat

e LT o (i
|

) Reply Al
MNew Schedule a Start Instant Delete Archive éj P 1o
Eghail Items ~ Meeting ¥ Meeting ¥ I'('%' = = Forward f Step)
Mew Zoom Delete Respond Teams Quick 5
STEP 3
Click on "Options.”
Open & Export m Microsoft Exchange .
-+ Add Account
p Account Settings
@} Change rettings for this account or set up mote
Agcount COnMECEIONG.
Settings = Arcess this account on the web,

Save Attachments

Prirt

&

Automatic not mvailable to recpond to email mestages.
Replies " Automatic neplies are being sent
Tuarm: off

Oifice Account = Mailbox Settings

Lﬁ Manage the size of your mallbox by emptying Defeted Mems and archiving.

= 558 GO free of 59 GB

COplions R

s Rules and Alarte

hitps/foatiook office365 com/ nigomencollegeedul | 1"‘1—'_’;“:-""\__
n Gt the Quilook app for 105 o Andrakd | |

Change

Automatic Replies (Out of Office)

Use sutomatic replies to notify others that you ane out of office, on vacation, or
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EMAIL SIGNATURE IN OUTLOOK

STEP 4
Click on "Mail.”
Outlook Options
Grapetel E‘q General options for working with Outlook.
B
Calendar User Interface options
Groups When using multiple displays:
STEPS

Click on "Signatures.”

Ef Create or madify signatures for messages. e -

STEP 6

Click on “New" to create a new email signature. Enter the name for your email signature and click on “OK.”

Signatures and Stationery 7 ®

E-mail Signature  Personal Stationery

Select signature to edit = Cheose default signature
| E-mail gecount: | |v |
NEADEagEs ..{mﬂe} =
Replies/forwards: :{ncne] [v .
g L
Delete | Save I | Rename
Edit signature
|Calibri (Body) M E! B I U Automatic V = = = |Edeusinesscard (D B
L)
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EMAIL SIGNATURE IN OUTLOOK

STEP 7

Go to the email signature template file in Microsoft Word. Highlight the pre-formatted email signature.
Press “Control + C" on your keyboard to copy it.

AutoSave E’f‘ MontColl Email'ﬁ::_]n.:l!urrTﬁ'npl.:l:r_- FINAL - Last Maodi

File Home  Insert Design  Layout References Mailings  Review  View  Help  Acrobat

'&1 l'. - L L — ) — — — ]

LI:I = Arial v g w BB Aav By =iz iz =3 %l q AaBbCel | AaBbCel

Pa:m B I U-a X, »t &v oy &l = ::5 E g :E" oo ; o T Normal | 1Mo Spac..
Clipboard T Fom [} Paragragh = Styles

MONTGOMERY
COLLEGE

Wb | X | Facebook

(Optinal) If your departmont regunes. o oniiceninliy Claursn on nll Cuigoing prradls, place your
con bty cliarby oo Otfsicwsn, delido thes o
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EMAIL SIGNATURE IN OUTLOOK

STEP 8

Return to Microsoft Outlook. Paste the email signature into the “Edit Signature” text field by pressing
“Control + V" on your keyboard.

Signatures and Stationery ? *
E-mail Signature 'nuwnmw

Select signature to edit Choose default signature

New messages: |(nmtl

| Edusiness card | (3 B

oK  Cancel
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EMAIL SIGNATURE IN OUTLOOK

STEP 9

Use your cursor to highlight “montgomerycollege.edu.” Click the “underline” button to remove the underline

beneath “montgomerycollege.edu.”

Signatures and Stationery ? *
E-mail Signature  Personal Stationerny
Select signature to odit Cheeose default signature
| E-mail pecount: =
Mew Messages | rnone) w
Replies/forwards: | ropne o
Delete Bew Save Bename
Edif signatwre
ial Aol B F | aomeic [V|EE = | Elpusinesscad |2 §
=
montgomerycollege.sdy
Web | X | Facebook
(Optional) If your depadment requires a confidentality clawse on all culgoing emails, place your depariment's =
0K Cancel
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EMAIL SIGNATURE IN OUTLOOK

STEP 10

Edit your email signature’s contact information. Click the “OK” button to save your email signature.

Signatures and Stationery ? o

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
| E-mail gecount w
New messages: (nane) b
Repliosforwands: {none) w
Delere Hew Save Bename
Edif signatwre
Arial E 1 E B I U Autormatic w % = = (27| Business Card I.L'_] '-?-_:':
Monty Raptor ~l
[Montgomery College Masco! -i——
:24(:_53?,444-1 affice
240,567 7777 fax
240.567.9999 cel

[menty.raptor@maontgomerycoliege. edu

|Athletics
|51 Mannakee Street
| Rockville, MD 20850
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EMAIL SIGNATURE IN OUTLOOK 365

CREATING YOUR EMAIL SIGNATURE IN OUTLOOK 365

STEP 1

In Microsoft Word, open the email signature template file. Next, log into MyMC and click on
“Check your MC Email (Office 365)" in the “Resources” box.

Home College Community Employee

Resources ! Workday

E Login to Blackboard

: """"'-'g. .
“'(. Counseling & Advising W 0 r k d (
Event Calendars

LOGIN —>

g IT Services
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 2

Click on the gear icon located in the upper right corner.

& @ = ouookolfcroomimal ¥ D@ & @

ot slepe 5 laric ik el
as  Favorites Fooused Other D F W by bt
~ fl b £y Other Dmads (1)
Bie et Beera
Go to and click on “"Account.”
Settings | Email account Email account
L Search settings Shared with me
Automatic replies 6
| ‘ Account > Microsoft 265
Signatures
(& Files
Categories
'l'::-.‘ Samaesl
Next, click on “Signatures”.
Settings | Email account Email account
L Search settings Shared with me
Automatic replies
| & Account 6 Microsoft 265
[ Files
Categories
'l'f'\.‘_.' Samanesl
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 3

Click on “New Signature” to create a new email signature. Enter a name for your new email signature.

Signatures X

Email signature

You can add and medify signatures that can be added to your emails. You can also choose which signature to add by
default to your new emails and replies,

Create and edit signatures
=+ Mew signature R
! Mantgomery College
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 4

Go to the email signature template open in Microsoft Word.

STEPS

Highlight the pre-formatted email signature. Press “Control + C” on your keyboard to copy it.

MontColl EmailSignatureTernplate FINAL - Last Modi

File Home  Insert Design  Layout References Mailings  Review  View  Help  Acrobat

ﬁ.l.l Sik vo « A A Aav B .22 == A T | aaebeer] AaBbeer

Pt ¢ B I U s x X A-2 A EEESE- &-E. | [INomal |Nospc.

Clipbaard Fom ] Paragrapgh = Styles

Insert Montgomery College Logo Here

Web | X | Eacebook

(Optional) i your depatment requines & confidentinlity clause on ol oulgoing emails
confidonlaily clinsa heto. Otharwiso, delole ths ina.
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 6

Return to Microsoft Outlook. Paste the email signature into the “Email Signature” text field by pressing

“Control + V" on your keyboard.

Signatures

+ New signature

Montgomery College

B M N B I U 2+ A~

Include a link to my bookings page in my signature

+E

+E

Email Signature
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 7

Edit your email signature’s contact information.

Next, use your cursor to highlight “montgomerycollege.edu.” Click the “underline” button to remove the
underline beneath "montgomerycollege.edu.”

Signatures

4+ Mew signature :

hMontgomery College

montgomenvcalisge.du [ ey

Insert Montgomery Collage Logo Here

Wab | X | Eacobook

[Copaneal) I your Gepannment equies a conhdentally clawse on all oilgong emaits, place your depariment’s confdenlally ciuse e
Otharwise, dadela ths ling

mﬁ"ﬁﬁ."BIUfVﬂv;iE*E*E "

Il
Ml
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 8

Highlight “Insert Montgomery College Logo Here.” Click on the “Insert Picture” icon.

Signatures X

+ Mew signature

Montgomery College

mentgomerycollege.sdu

Insert Montgomery College Logo Here

Web | X | Eacebook

[Cvptsoreal) If your deparimeni reques & confdentally dawse on &l oulgong emails, place your deparimant's conhdenbally chsuse heda
Othenwise, dadala Ths ling

1
il

E@fﬁﬂ. N B u.ﬁviﬂ_v;EE*E-ﬁE #

Save Discard
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 9

Return to the email signature template in Microsoft Word. Highlight the logo insertion link provided and copy
it by pressing “Control + C" on your keyboard. The link that you should highlight and copy appears below:

https://media.montgomerycollege.edu/communications/marketing-communications-website/mce-

mailsignature/outlook/assets/MC_Logo_Outlook.png

In Outlook for Microsoft Office 365, go to “File name” and paste in the link by pressing “Control + V" on your
keyboard. Click on “Open”. Please note that it may take several seconds before Montgomery College’s logo

appears in your email signature.

Click on "Save” to save your email signature.

Fhmm[ﬂwﬂhwwmwﬂmmmm“ VI e ] M

Signatures X

=+ Mew signature

hMontgomery College

montgomenycollege. edu

MONTGOMERY
COLLEGE

Web | X | Eacebook

ﬁﬁ"'ﬂﬁ.Bfu;ﬁ?\Hﬁvsz*E*E n

Save Discard

Email Signature Page 18



