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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.lasthname@montgomerycollege.edu

Department or Office Name
Street Address, Suite 000
City, State Zip

montgomerycollege.edu

MONTGOMERY
NC COLLEGE

Web | X | Facebook

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

% O O e LT o (i
|

4 Reply All
Mew Schedule a Start Instant Delete Archive éj P o
Egail Items~ = Meeting v Meeting ~ N = Forward O - 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 CONRGCEo NS,

Settings ~ " Access this accourt on the web,
hitps/foatiook office365 com/ nigomencollegeedul | 1"‘1—'_’;“:-""\__
n Gt the Quilook app for 105 o Andrakd | |

Save Attachments

Prirt
Change
|] Automatic Replies (Out of Office)
= Use sutomatic replies to notify others that you ane out of office, on vacation, or
Automatic not mvailable to recpond to email mestages.
Replies " Automatic neplies are being sent
Tuarm: off
Ciffice Account = Mailbox Settings
Lﬁ Manage the size of your mallbox by emptying Defeted Mems and archiving.

= 568 GH free of 39 GB
COplions R

A Rulec and Alarte
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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.L!'. MontColl Email'ﬁ::_]n.:l!urrTﬁ'npl.:l:r_- FINAL - Last Maodi
File Home  Insert Design  Layout References Mailings  Review  View  Help  Acrobat
< ¥ = = = —— ]
] : A — = = = a= A
LI:I..H Asial vio oA K Aav (B | =Sy ey |[E 2L T | JaaBbecr] AaBbCcE
el B I U-a x, ¥ A~ £ A El===1=. &.H. 1 Normal | T No Spac...
Clipboard T Fom [} Paragragh = Styles
Firstnamo Lastname
Tithe
123456, TEO0 office
123,456, TE00 Tax
123456, TE00 call
Ersliastname monlgamernycologe.ody
Dupaitmaent of OMide Mama
Sareal Addrass, Suwte 000
e — City, Stale Zip
mantgomerycollegeedu
COLLEGE
¥eb | X | Eacebook
{Optnal) H yous Sopaetmin] Soquis & conbdonbalty clsusy of B ARG (s, PBCE YA
departmont s confdontnlly clausn hen, Ofarwny, dolede ths ko
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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 .Eﬁwm

Select signature to edit Choose default signature

FIEE

| Edusiness card | (3 B

oK  Cancel

Email Signature



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 Staticnery

E-mail Signature  Personal Stationerny
Select signature to odit Cheeose default signature
~ E-mail pecount: =
MNew messages: (nane) [
W

Repliosforaands: [nane)

Delete Bew ave Hename
Edit signature
i E " E B I U Automatic W _g = = (€3] Business Card 3 @
: = '
montgemerycollege edu
N MONTGOMERY
C coLLEGE
Web | X | Facebook
(Optional) If your department requires a confidentiality clause on all gutgoing emails, place your depardment’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 =
New messages: {nane) o
Repliosforwands: [nane) -
Delere Hew Save Bename
Edif signatwre
Arial E 1 E B I U Autormatic “||E = E | Epwioesscad |3
Monty Raptor ~l
(Montgomery College Masco! -l—
| 240567 4444 office
|240.567.7TTT fax
240.567.9999 eell
|monty. rapton@monigomenycoliege. 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

Email Signature



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.

AutoSave E..LD. MontColl EmailSignatureTernplate FINAL - Last Modi

File Home  Insert Design  Layout References Mailings  Review  View  Help  Acrobat
'&1 A, : . Ll | b — | — —_—— ]

LD el Arial 9 « AN Aa- J‘!b T— v = v amw RS %l q AaBbCel | AaBbCel
Paste ig T M) e X, 5t & S '& - := E E E :E e ; o T Normal | T Mo Spac.

Clipbaard Fom ] Paragrapgh = Styles

MONTGOMERY
COLLEGE

Wb | X | Eacebook

{Opfonal) If yous dopasriment eoguiers & conbdenialty cluse on all culgoing emsls, plecs your
Gepartmont s confdoninity Clausn b, Cfora, dobebe s lno
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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

i

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.”

Click “Save" to save your email signature.

Signatures

+ Mew signature )

Montgomery College

mentgomenycoliegesd B

MONTGOMERY
N'C COLLEGE

Web | X | Facebook

(Crplaneal ) I your depafment reguees a conhdenbalty clause on all oulgong emails. place your depariment's confdenbalty clause heha
B ¢ % X B TEER LS A E E +E E » E =
B Save Discard
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FORMAT

iPHONE EMAIL SIGNATURE FORMAT

To ensure a consistent and professional brand image, all employees with College-issued iPhones must use
the official email signature format shown below in the Outlook app. No alterations can be made.

To ensure consistency in how the email signature will display across different mobile devices, the email
signature is text-based.

Firstname Lastname
Title

123.456.7890 office

123.456.7890 fax

123.456.7890 cell
first.lastname@montgomerycollege.edu

Montgomery College
Department or Office Name
Street Address, Suite 000
City, State Zip

(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 18



iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

CREATING YOUR EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 1

Open Microsoft Outlook on your desktop computer or laptop. Create a new email with just your properly

formatted email signature (shown on page 2 of this guide).

2 O =
File Message Insert Options Format Text Review
A 3 NEsEqB
D[ Arial v 9 v ANIE=E =R
B
Paste et
I U(£.A. === =
v <FFormat Painter - - |§| = S[E=E
Clipboard [ Basic Text ]

> To
Send Cc
Subject
Jane Smith

Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

Marketing and Communications
9221 Corporate Boulevard
Rockville, MD 20905

montgomerycollege.edu

M MONTGOMERY
C COLLEGE
Web | X | Facebook

Help Acrobat

B

Address Check
Book Names

Names

Untitled - Message (HTML)

Q  Tell me what you want to do

0z B

Attach Signature | Attach File
File v v via Link ¥
Include Adobe Acrobat

F:' Follow Up v @ [\’ ‘

! High Importance

Viva View
J, Low Importance Insights | Templates
Tags Nl Add-in | My Templates |

Email Signature



iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 2

Delete the lower portion of your email signature to remove “montgomerycollege.edu;” the College's logo;
and the three links to the College’s website, X account, and Facebook account. Keep the confidentiality
clause if your department or office requires one.

Z) O = Untitled - Message (HTML)

File Message Insert Options Format Text Review Help  Acrobat Q  Tell me what you want to do

i e s oaszEs BRI @ P QG
[@ copy . - | High Importance > .

Paste B 7 Wl 2e /A EE = o= 5= Address Check Attach Signature | Attach File Viva View

v <& Format Painter - - = el Book Names File v ¥ via Link ¥ Low Importance Insights | Templates

p

Clipboard [ Basic Text ] Names ‘ Include | Adobe Acrobat Tags fl Add-in | My Templates

-

Send Cc
Subject
Jane Smith
Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

ing and C:
9221 Corporate Boulevard

Rockville, MD 20905

Enter “Montgomery College” above your department'’s or office’s name.

z) O = Untitled - Message (HTML)
File Message Insert Options Format Text Review Help  Acrobat Q  Tell me what you want to do

[‘fﬁé“ TR == B 02 Proowse- | O | [§

Copy | High Importance

Paste i Ml 2 A = = | 5= | Address Check Attach Signature | Attach File Viva View
v <5 Format Painter - - = =illi—= Book Names File v < via Link ¥ J, Low Importance Insights | Templates
Clipboard N Basic Text 5 Names | Include | Adobe Acrobat Tags Ml Add-in | My Templates

) L

Send ‘ Cc
Subject
Jane Smith
Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

G

Marketing and Communications
9221 Corporate Boulevard
Rockville, MD 20905

Email Signature 20



iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 3

Highlight your entire signature. In the font adjustment menu that appears, click on the arrow next to the font

color adjustment icon. Click "Automatic” to change the font color of your signature to black.

Next, send your email to yourself.

Z) O = Untitled - Message (HTML)
File Message Insert Options Format Text Review Help Acrobat Q  Tell me what you want to do
= T AN AN R R I
Paste E@Copy 07 Wl 2e A EE == 5= | Address Check Attach Signature | Attach File AHiohlmpoiiazce Viva View
v S Format Paint - - = Tl Book Names File v < via Link ¥ Low Importance Insights | Templates
‘ [
Clipboard 5] Basic Text ] Names Include Adobe Acrobat Tags | Add-in | My Templates
> ‘ To

Subij
vl9 VAT A A/V
BIUZ AR i=. sye
Graphic Designer

Theme Colors

240.567.5555 office
jane.smith@montgor H EEEESEN
Montgomery Colle ]
Marketing and Con
9221 Corporate Bou
Rockville, MD 2090¢
Standard Colors

HE FEEEER
More Colors...
l] Gradient >

Email Signature
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iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 4

On your iPhone, open your email with the

Outlook app.

!l Verizon 11:51AM 72% ()
Email Signature for iPhone Outlook
App

Note to self 11:15 AM
To You
®
Jane Smith
Graphic Designer
240.567.5555 office
jane.smith@montgomerycollege.edu
Montgomery College
Marketing and Communications
9221 Corporate Boulevard
Rockville, MD 20905
® eoe
€\ v Reply & W Phew)
&5
Mail Calendar Apps

STEP S

Tap and the briefly hold your finger on your

email signature until the select box appears.

Drag the handles to select your signature.

Tap “Copy” to copy your signature.

| Verizon 9 11:51AM

<

@ Note to self
To You

Y

Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

n: Select All | Look Up >

Montgomery College
Marketing and Communications
9221 Corporate Boulevard

Rockville, MD 2090i

&\ v Reply
&
Mail Calendar

S U @

72% )

11:15 AM

©

[=]=)
(=]=)

Apps

Email Signature
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iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 6

Return to your inbox by tapping the arrow located
in the upper left corner.

! Verizon 11:51AM 72% ()
Note to self 11:15 AM
To You
©

Copy Select Al | Look Up >
ane Smith
Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

Montgomery College

Marketing and Communications
9221 Corporate Boulevard
Rockville, MD 2090

€\ v Reply 8 W o=

&
Mail Calendar Apps

STEP 7

Go your avatar located in the upper left corner
and tap it.

! Verizon 11:53 AM 72% (@)

J Inbox L Q

GEED other = Filter

Note to self 11:15 AM
‘ Email Signature for iPhone Ou... 2

Jane Smith Graphic Designer
240.567.5555 office jane.smith@...

Note to self 11:15 AM

Email Signature for Outlook iP... 2
Jane Smith Graphic Designer
240.567.5555 office jane.smith@...

@ Note to self 11:15 AM

Email Signature for Outlook iP... 2
Jane Smith Graphic Designer
240.567.5555 office jane.smith@...

Note to self 11:15 AM

&
Mail Calendar Apps

Email Signature
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iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 8

Tap the gear icon located in the lower right corner
to access the Oultook app’s settings.

!l Verizon o

11:53 AM

Microsoft 365

jane.smith@montgomery...

Favorites

&d Inbox
> Sent
[ﬁ] Deleted

D Email Memo
Template

O]

4

STEP 9
Go to and tap “Signature.

w!! Verizon 2 11:53 AM

X Settings

Q Search

Quick Settings

E)  Display & Appearance

£9 Automatic Replies  Off

[\ Notifications & Sounds

General

& Accounts
£~ Mail

(7] Calendar

>

>

v

Email Signature
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iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP

STEP 10

Delete your current signature. Tap and briefly hold
your finger where the blinking cursor appears.

When the paste option appears, tap it.

! Verizon o 11:53AM 72% @)

v Sianature y

Paste Select Select All >

® M B I U Body

| The I'm

NS S S W W S S S N N—/
(NS S WS W W /) ) S —

N S U ) W ) N—

123 0 space return

STEP 11

Your email signature should now be pasted into
the text field. Tap the check mark located in the

upper right corner to set your signature.

!l Verizon o 11:53 AM

Signature
jane.smith@montgomerycollege.edu

Jane Smith
Graphic Designer

240.567.5555 office
jane.smith@montgomerycollege.edu

Montgomery College
Marketing and Communlcatlons

®W M B I U Body
| The I'm

QWERTYU I OP

NS S U N W N S S S N—
— N

NS S U S Y/ ) \—

123 V) space return
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