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l. SCOPE

Capital Program Management (CPM) and Design & Development Services (DDS) have adopted a
standardized format for email signatures.

POLICY

The Business Office provides standardized text and format for email signature lines, which are
applied to all outgoing email communications by staff members.

Staff are required to use one of the approved formats.

RESPONSIBILITIES

Department Business Officer
Creates and implements standard signature line text.

CPM and DDS Staff
Apply standardized signature line to all outgoing email communications.

PROCEDURE

In either selected option, the following items should be included in the signature block.

Standardized text to include:
e Employee name
Working title (see approved list of department working titles)
Department
Office phone number
Mobile phone number (for all department issued phones)
Fax (if applicable)
Department website
Work email address
Vision or values statement
o0 Vision
= ...to heighten the human experience
o Values
= Passion — Integrity — Excellence — Collaboration — Enjoyment — Services
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Option 1:

Crystall Luther-Northup

Executive Coordinator

Capital Program Management

T:858.822.2793 | F: 858.534.4363 | www.plandesignbuild.ucsd.edu | cluthernorthup@ucsd.edu
Passion — Integrity — Excellence — Collaboration — Enjoyment — Service

UC San Diego

Option 2:

Crystall Luther-Northup

Executive Coordinator

UC San Diego: Capital Program Management

T:858.822.2793 | F: 858.534.4363 | www.plandesignbuild.ucsd.edu | cluthernorthup@ucsd.edu
...to heighten the human experience

How to Create and Format a Signature Line

Using the standardized text apply the follow parameters:
e Font Calibri (Body)
e Size: 11
e Preferred Font Color:
o Black (Name, Working Title, Phone Numbers)
o0 Bold Dark Blue, RGB 0-32-96 (Department Name)
0 Light Blue, RGB 0-176-240 (Vision and Values Statement)

Click HERE for Option 1

Click HERE for Option 2
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How to Create a Signature Line for Option 1

Format:
Full Name, Credentials
Working Title
Department (insert Capital Program Management or Design & Development Services)
C: (insert work cell) I T: (insert desk phone) | F: 858.534.4363 | www.plandesignbuild.edu | (insert
work email)
(insert vision or values statement)
(insert blank line between text and logo)
UCSD Logo

Create Signature Line:
1. Open Microsoft Outlook
2. Select ‘File’

HOME SEND / RECEIVE FOLDER VIEW DEVELOPER OFFCAT ADOBE PDF

57 ,._"l:j E a Dn(_ E E E E . E +Dj r‘nﬂ ’_|:r| r‘n F‘ &3’_ Search People
w4 5 =1 A o [ Address Book

New Mew  Mew  Schedulea StartInstant Today Next7 Day  Wark Week Month Schedule Open  Calendar  E-mail  Share Publish Calendar

Appointment Meeting ftems~  Meeting~  Meeting - Days Week View Calendar = Groups = Calendar Calendar Online = Permissions

Mew Zoom GoTo ] Arrange ' Manage Calendars Share Find

3. Select ‘Options’

©

Account Information

Open & Export

C/'] Private Folders
Save As U') Microsoft Exchange

& Add Account
Save as Adobe
PDF FE‘ Account Settings
. ady Change settings for this account or set up more
Save Attachments Account connections.

. Settings ~ Access this account on the web.
i https://outlook.office365.com/owa/UCSD.EDU/
Office Account
Change
Options . . .
Automatic Replies (Out of Office)
Exit €« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
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4. Select ‘Mail’ then ‘Signatures...’

Customize Ribbon . o
S Create or modify signatures for messages,

Quick Access Toolbar

Outlook Opticns L7 2
oenere! @ Change the settings for messages you create and receive. =
| Mail I
Calendar Compose messages
People Z} Change the editing settings for messages. ]
Tasks Compose messages in this format: n
Search
Language ABC Always check spelling before sending ’ Spelling and Autocorrect... l I
Advanced Ignere original message text in reply or forward

Signatures...

Add-Ins

“% Use stationery to change default fonts and styles, celors, and backgrounds, [ Stationery and Fonts... l

Trust Center
Outlook panes

Customize how iterns are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:

Play a sound

[T] Eriefly change the mouse pointer
Show an envelope icon in the taskbar

Reading Pane...

Display a Desktop Alert Desktop Alert Settings...

[T Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up -
ok || Cancel |
5. Select ‘New’
Signatures and Stationery —— | ¥ Y
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
FDC Logo E-mail account: |Pri1.rate Falders
Text
UC 5an Diego Logo Mew messages: |UC San Diego Logo

Replies/forwards: |UC San Diego Logo

[

EdAdit cimmatiira
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Enter the desired name for signature line (for example: New Signature Line)
Enter standard signature line text for option 1
a. Insert a Pipe between phone numbers, fax, web address and email

: 858.822.2793 | F: 858.534.4363 | www.plandesignbuild.ucsd.edu | cluthernorthup@ucsd.edu

i. Press and hold the ‘Shift’ key, then press the ‘\' key to create a solid vertical
line (Pipe line)
Provide a single blank space between the standard text and Insert UCSD Logo into the
signature line by selecting the attachment tool

Edit signature
Calibri (Body)

|E| n E B I U Automatic |Z| @ = = | [2Z] Business Card

10.

a. Browse file and locate the UCSD Logo located in J:\_Department
Resources\Logo\UCSD Logo Signature Line
Select and insert logo
After entering your text and logo, highlight the department website and create a hyperlink
a. Selectthe ‘Insert Hyperlink’
b. Enter department website in the Address line and select OK

Edit signature

Calibri [Body) |E| 11 |E| E I U Automatic |Z| @ = = [£5] Business Card l__'
Insert Hyperlink v %
Link to: Text to display:

=

E-mail
Address

Existing File
or Web Page 20141103 Bookmark...
(IZ:%rIrde:rt . Awvery Templates (N
. Custom Office Templates Target Frame...
Place in This Fax
Document Browsed ) .
“Pages . My Business Card
) My Data Sources
Create MNew Recent [ My Music
Document Files , My PaperPort Documents
@k My Pictures 5

Look in: = My Documents |Z| D
-

Lddress: EI

Cancel

Revision(s)
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11. To apply to new and outgoing messages select the new signature from the

drop down
&5

Signatures and Staticnery

[ E ]

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

FDC Logo E-mail account:

cluthernorthup@ucsd.edu

TEST
Text

UC S5an Diego Logo

Mew messages: UC San Diego Logo

Replies/forwards:

UC San Diego Logo

| Delete || new

Edit signature

|Ca|ibri [Body) Automatic

Flul=]e 1 u|

E”E] = = ‘[Iﬂusinessl:ard “__||;| %

Crystall Luther-Northup

Executive Coordinator

Capital Program Management

T: 858.822.2793 | F: 858.534.4363 | www.fdc.ucsd.edu | cluthernorthup@ucsd.edu
Passion — Integrity — Excellence — Collaboration — Enjoyment — Service

UCSan Diego

12. Select ‘OK’ to exit
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How to Create a Signature Line for Option 2

Format:
Full Name, Credentials
Working Title
UC San Diego: Department (insert Capital Program Management or Design & Development
Services)
C: (insert work cell) I T: (insert desk phone) | F: 858.534.4363 | www.plandesignbuild.edu | (insert
work email)
(insert vision or values statement)

Create Signature Line:
1. Open Microsoft Outlook
2. Select ‘File’

HOME SEND / RECEIVE FOLDER VIEW DEVELOPER OFFCAT ADOEBE PDF

e OO0  FErPEREEEE BE B @ R & e

[ Address Book

i

New MNew  Mew  Schedulea StartInstant Today Next?7 Day Work Week Month Schedule Open  Calendar  E-mail  Share Publish  Calendar
Appointment Meeting Items -~ Meeting - Meeting - Days Week View Calendar - Groups - Calendar Calendar Online - Permissions
Hew Zoom Go To F] Arrange ra Manage Calendars Share Find

3. Select ‘Options’

Account Information

Open & Export

(‘/"] Private Folders .
Save As U) Micrasoft Exchange

| = Add Account |
Save as Adobe
PDF Ifﬁ‘ Account Settings
. ad} Change settings for this account or set up more
Save Attachments Account connactions.

. Settings - Access this account on the web.
jain https://outlook.office365.com/owa/UCSD.EDU/
Office Account -
ange
Options . . .
Automatic Replies (Out of Office)
Exit < Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
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4. Select ‘Mail’ then ‘Signatures...’

Customize Ribbon . o
. Create or medify signatures for messages.

Quick Access Toolbar

Add-I g
e }% Use stationery to change default fonts and styles, celors, and backgrounds,

Trust Center
Outlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival

% !’2 When new messages arrive:
Play a sound

[T] Briefly change the mouse pointer
Show an envelope icon in the taskbar

Outlook Options [ ¥ =2
oenerel @ Change the settings for messages you create and receive. =
| Mail I
Calendar Compose messages
People Za Change the editing settings for messages. ]
Tasks Compose messages in this format: n
Search
Language ABC Always check spelling before sending ’ Spelling and Autocorrect... l T
Advanced Ignore original message text in reply or forward

Signatures...

[ Staticonery and Fonts... l

Reading Pane...

Display a Desktop Alert Desktop Alert Settings...
[T Enable preview for Rights Protected messages (May impact perfermance)
Conversation Clean Up -
ok || Cancel |
5. Select ‘New’
—
Signatures and Stationery ¥ 2
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
FDC Logo E-mail account: |Pri1.rate Folders
Text
U San Diego Logo Mew messages: |UC San Diego Logo

Replies/forwards: |UC 5an Diego Logo

E]E]

Edit cimmatiira
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6. Enter the desired name for signature line (for example: New Signature Line)
7. Enter standard signature line text for option 2
a. Insert a Pipe between phone numbers, fax, web address and email

T: 858.822.2793 | F: 858.534.4363 | www.plandesignbuild.ucsd.edu | cluthernorthup@ucsd.edu

i. Press and hold the ‘Shift’ key, then press the ‘\' key to create a solid vertical
line (Pipe line)
8. After entering your text, highlight the department website and create a hyperlink
a. Select the ‘Insert Hyperlink’
b. Enter department website in the Address line and select OK

Edit signature

Calibri (Body) [ 11 E|| B I U Automatic EHE] = = ||[|§usiness Card ||__‘
B =

Insert Hyperlink

Link to: Text to display:
Look in: | My Documents |Z| D
-~

Existing File
or Web Page 20141103 Bookmark...
i%rlzje:rt , Avery Templates [
. Custom Office Templates Target Frame...
Place in This Fax
Document Browsed ) .
“Pages . My Business Card
ﬂ My Data Sources
Create Mew Recent Elf' My Music
Document Files , My PaperPort Documents
e My Pictures o

Q Lddress: EI

E-mail

Address
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9. To apply to new and outgoing messages select the new signature from the drop down
Signatures and Staticnery [Ty 55 ]

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

FDC Logo - E-mail account: | ¢jythemorthup@ucsd.edu E
TEST
Text MNew messages:

UC San Diego Logo
UC 5an Diego Logo

Replies/forwards: |- s3n Diego Logo

[ Delete ][ Hew ] Save

Edit signature

Calibri (Body)  [w[11 E|| B I U Automatic EHE] = = ‘Eﬂusiness Card ‘l__‘.;. &

Crystall Luther-Northup

Executive Coordinator

Capital Program Management

T: 858.822.2793 | F: 858.534.4363 | www.fdc.ucsd.edu | cluthernorthup@ucsd.edu
Passion — Integrity — Excellence — Collaboration — Enjoyment — Service

UC San Diego

[l »

10. Select ‘OK’ to exit

RESOURCES/FORMS

Department Working Titles

Signature Line Logo
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