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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.
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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.” 

STEP 3

Click on “Options.”

CREATING YOUR EMAIL SIGNATURE IN OUTLOOK
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EMAIL SIGNATURE IN OUTLOOK

STEP 4

Click on “Mail.” 
 

STEP 5

Click on “Signatures.”  
 

 
STEP 6

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



Email Signature 9

EMAIL SIGNATURE IN OUTLOOK

STEP 10

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

CREATING YOUR EMAIL SIGNATURE IN OUTLOOK 365
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EMAIL SIGNATURE IN OUTLOOK 365

STEP 2

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

Go to and click on “Account.”

Next, click on “Signatures”. 
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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.  

 



Email Signature 14

EMAIL SIGNATURE IN OUTLOOK 365

STEP 4

Go to the email signature template open in Microsoft Word. 

STEP 5

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

 



Email Signature 15

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.  
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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.
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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. 



Email Signature 19

iPHONE 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).

CREATING YOUR EMAIL SIGNATURE IN THE OUTLOOK APP
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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.

 
 
Enter “Montgomery College” above your department’s or office’s name.
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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.
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iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP 

STEP 4

On your iPhone, open your email with the  
Outlook app.

STEP 5

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.



Email Signature 23

iPHONE EMAIL SIGNATURE IN THE OUTLOOK APP 

STEP 6

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

STEP 7

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

STEP 9

Go to and tap “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.

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. 


