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Email Signature Format With Anniversary Logo

Email signatures with the anniversary logo should only be used during the observance of the College’s anniversary from

September 16, 2021, to June 30, 2022.

On-Campus Location

First and Last Mame

Title

Mame of College

Department, Office, or Unit Mame

Street Address, Building, and Room Number
City, State, and Zip Code

Phone Number

Fax Mumber (optional)
Mobile Mumber (optional)
Email Address

Montgomery College 75th Anniversary
Left Aligned Logo With Tagline

Confidentiality Clause (if required)

Jane Smith
Office Associate
Montgomery College

World Languages and Philosophy Department

51 Mannakee Street | MT 400
Rockville, MD 20850

Phone: 240-567-0000

Fax: 240-567-0000

Mobile: 240-567-0000

jane.smit ontgomerycollege.ed

MC75 Saiece ™

CELEBRATING 75 YEARS | 1946 = 2021

If required, place your depariment’s confidentiality clause here

Off-Campus Location

First and Last Name

Title

Mame of College

Department, Office, or Unit Mame

Street Address and Suite or Floor Number
City, State, and Zip Code

Phone Number

Fax Mumber (optional)
Mobile Number (optional)
Email Address

Montgomery College 75th Anniversary
Left Aligned Logo With Tagline

Confidentiality Clause (if required)
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John Smith

Office Associate
Montgomery College
Office of Communications

9221 Corporate Boulevard, 4th Floor
Rockville, MD 20850

Phone: 240-567-0000

Fax: 240-567-0000

Mobile: 240-567-0000
john.smith@montgomerycollege. edu

MC75 tiecnen

CELEBRATING 75 YEARS | 19446 = 2021

If required, place your department’s confidentiality clause here
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EFmail Signature in
Microsoft Outlook




Email Signature: Microsoft Outlook

Step 1

In Microsoft Word, open the email signature template file with the insertion link for the anniversary logo.
Open Microsoft Outlook.

Step 2

In Microsoft Outlook, click on “File”

Send / Receive Falder View Tell me what you want to do...
T = 7, >, 7, t™§
;|_|E I Ignore x E j (E 61 E +}| F2 Meeting | Fun Stuff

+ 5 : %= Clean Up~ DI Sl 4 |E] Team Email

ew elete eply Reply Forward [y pore - 9
Emfil Ttems~ oo Junk~ Al . . 3 R

Mew Delete Respond Quick
Step 3

Click on “Options.”

Account Information

Open & Export

N,

A '-"'r') Microsoft Exchange

gk Add Account

[TI Account Settings

CEe3 Change settings for this account or set up more
Account connections.

Settings Access this account on the web.

Office Account ' https://outlook.office365.com/...tgomerycollege

Optons

Enit
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Email Signature: Microsoft Outlook

Step 4
Click on "Mail"
General 7 ; 3 :
‘o8 General options for working with Cutlook.
N
! endar . User Interface options
PRople [+ Show Mini Toolbar on selection &
I [#] Enahle | e Preview: ()
Step 5
Click on “Signatures’”
[ B, o
_'_/] Create or modify signatures for messages. —l
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 i ﬂﬂ

E-mail Signature | Personal Stationery I

Select signature to edit Choose default signature

- E-mail account: I

Mew messages: I[none]

LedLed Ll

Replies/forwards: I[mm )
s

Delete | Mew | 4—5-—'. Rename |

Edit signature
|Calibri Body)  ®[11 ¥ | B I W [ auomstic [¥|||[= = = |[Eeusinesscard |[J &

Monty ﬂ
Montgomery College Mascot

Montgomery College

Office of Communications

9221 Corporate Boulevard
Rockville, MD 20850

Phone: 240-567-5000
mc.raptor@montgomerycoliege edu =]
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Email Signature: Microsoft 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.

Insert Design Layrout References Mailings Resvios Wiew Developer ACROBAT

ke .-H-\.{:ul i - A a== = = — — A
ki Arial | A A A @iis-is e | 2E0E | 3 | T || aaBboct | AsBbCeL
— [ Capy

Paste - K. % AN, PlEmEE=E= =2y & - T Mormal || T Mo Sp
= * Format Pamter B I U we X, Q’ lal = = = | = o T Mo Spac...

Clipboard F] Font s Pasagraph F]

L ||||.||.|||_-....|...:|...|... = g oa s 1 Fox oo o= poa o= o Ml s o= opoas o B oay

Eirstname Lasiname

Title
Montgemery College
Department or Office Name

51 Mannakes Street | MT 000
E——- Fockville, MD 20850

Phone: 240-567-0000

{Optional) Fax: 240-567-0000
{Optional) Mebile: 240-567-0000
Insert Email Address Here
Insert Anniversary Logo Here
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Email Signature: Microsoft 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 = 7=

E-mail Signature | Personal Stationery |

Selegt signature to edit Choose default signature
=] E-mail aecount:
WML Raptor I d
Mew messages: I|nnng| j
Replies/fonvards: I'"“'“J d
E
Delete Mew | swe | Bename |
Edit signat
[aral *ur|e r u [ EEEERT]= = = |Ceunasaa D&
Firstname Lastname il
Title
Montgomery College
Department or Office Name

51 Mannakee Street | MT 000
Rockville, MD 20850

Phone: 240-567-0000
(Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000 |
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Email Signature: Microsoft Outlook

Step 9

Edit the your email signature’s contact information. Do not enter your email address. You will do this in Step 10.

Step 10

Highlight “Insert Email Address Here” and enter your email address. Press the “Enter” key once to create one line space in
between your email address and “Insert Anniversary Logo Here." Your email address should now be underlined.

Snatures and statonery 2/%
E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature

~ E-mail gecount: I d
WL Raptor
New messages:  [ingne) =
Replies/fonwards: I'“"“ﬂ d
z
peiete |  mew | swe |  gename |
Edit signature
[ arial rixle 7 u [ ]| = = |Elawinescn [ &
Phone: 240-567-0000 B
{Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000 [ |
mc. m edu
e —
Insert Anniversary Logo Here
{Opticnal) if your depariment requires a confidenfiality clause on all oulgoing emails, place your department's
confidentiality elause here, Olherwise, delele this ling __J
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Email Signature: Microsoft Outlook

Step 11

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

Signatures and Stationery

E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

«| E-mail gecount: |

=
M Raptor
New messages:  [ingne) =
o Repliesforwards: I"""‘“l ﬂ
peiete |  mew | swe |  gename |
Edit signature

[arial rixle 7 u [ ]| = = |Elawnesscn D&

Phone: 240-567-0000 2
(Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000 [ |
mc.rggt_ur@maﬂmmewmﬂeu&.edu
Insert Anniversary Logo Here  <—
{Opticnal) if your depariment requires a confidenfiality clause on all oulgoing emails, place your department's
confidentiality elause here, Olherwise, delele this ling
=
ok | cancer |
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Email Signature: Microsoft Outlook

Step 12

Return to the email signature template in Microsoft Word. Highlight the anniversary 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/creativeservices_website/mc75th_logos_page/assets/
MC75thLogo_Outlook.png

In Microsoft Outook, go to “File name” and paste in the link by pressing “Control + V" on your keyboard.

aies = Pices = * B | seerchroares
ider = -l @
Pictures library ! .
Irchde: 1 bogationg MTMgh by - Pt
x\n
Sample Pichures
=
F [Retpeimedinmentysmeny singe.stutcs = oecite/melSth ko pagelatetMTHN g0 Outiock pagy =] |48 Pames =)
tos = [ bmen 2] cancar
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Email Signature: Microsoft Outlook

Step 13

Click on the arrow next to “Insert” and select “Link to File” to insert the anniversary logo. Please note that it may take several
seconds before the logo appears in your email signature.

ebsite/mci5th_logos_page/assets/MCT5thLego_Outlock.png j IAIIPictures ‘ j

Toals - Insert !| Cancel

Insert L Z
—pe Link te File

Insert and Link

Signatures and Stationery

I
E-mail Signature | Personal Stationery |
Selegt signature to edit

Choose default signature
~]  E-mail gccount:
W Raptor I j
Mew messages: I|nung‘|_ j
- Replies/fonsvands: I'""'““] d
Delete I Hew I Lave l Bename I
Edit signature

|Calibri Body) = |11 v| B I U | Automatic ;{”E

[l

= ||Elﬂushessc.ud |E'|;| b=

Fhone: 240-567.0000 Al
(Optional) Fax: 240-567-0000

(Optional) Mobile: 240-567-0000 |
|mc.raptor@montgomerycollege edu

MCT5 tgumomerr

CELEBRATING 75 YEARS | 1944 » 2021

(Optienal) If your department requires a confidenfiality clause on all outgoing emailz, place your department's
confidentiality clause here, Otherwise, delete this line

Step 14

Click on “Save” to save your email signature.
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Create an
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Outlook for
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Email Signature: Outlook for Microsoft Office 365

Step 1

In Microsoft Word, open the email signature template file with the insertion link for the anniversary logo.
Log into MyMC and log into Outlook for Office 365.

Step 2

Click on the gear icon located in the upper right corner. Go to and click on “View all Outlook Settings.”

Settings X

L Search -L"jutlf:-cuklc-.*thngs |

Focused Inbox IE} m

Display density (1)

Full Medium Compact

Conversation view (i)
@ Mewest on top

O Mewest on bottom

O Off

Reading pane
@ Show on the right

() Show on the bottom
() Hide

View all Qutlook settings & -efe—
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Email Signature: Outlook for Microsoft Office 365

Step 3

In the “Settings” menu, click on “Mail” and then “Compose and reply.”

Settings Layout

L Search settings Compaose and reply

Atta ents
2} General
Fule
= Mall
@ ndar
Junkgmadl
£ plbple
Customize actions
quick settings
Syne email
Message handling

Automatic replies
Retention policies
SIMIME

Groups
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Email Signature: Outlook for Microsoft Office 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.

Insert Design Lanpaut References Wailing i View Develaper ACROBAT

e M Cut ; a B = = e 1
[ 5 i | A A Aar @ azrazae (2E2E 2 T faaBbCel| AsBbCel
— B Copy

Paste B I U-amx. X' |A-%-4-EBl===

2 S | LB - T Mormal | T No Spac...
- * Format Painter : =

Clipbaard ] Font s Paragraph ]
8t o T R T S R

L R, 0+ = ] & s o0 | o0 oa s joa o (R

ﬁiml.ma

[L]
Montgomery College
Department or Office Nama

51 Mannakes Street | MT 000
e Rockville, MD 20850

Phone: 240-567-0000
3 {Optional) Fax: 240-567-0000
; {Optional) Mobila: 240-567-0000
; Insert Email Address Here
Insert Anniversary Logo Here
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Email Signature: Outlook for Microsoft Office 365

Step 6

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

Compose and reply

Email signature

Create a signature that will be automatically added to your email messages.

BRd ¢ A A B I U 2 A

= =

Firstname Lastname

Title

Montgomery College
Department or Office Name

51 Mannakee Street | MT 000
Rockville, MD 20850

Phone: 240-567-0000
(Optional) Fax: 240-567-0000

D Automatically include my signature on new messages that [ compose

D Automatically include my signature on messages [ forward or reply to

Step 7

Edit the your email signature’s contact information. Do not enter your email address. You will do this in Step 8.
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Email Signature: Outlook for Microsoft Office 365

Step 8

Highlight “Insert Email Address Here" and enter your email address. Press the “Enter” key once to create one line space in
between your email address and “Insert Anniversary Logo Here.”

Compose and reply

Email sighature

Create a signature that will be automatically added to your email messages.

B g A A B I U ¢ A

51 Mannakee Street | MT 000
Rockville, MD 20850

Phone: 240-567-0000

(Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000
mc_raptor@montgomerycollege edu

Insert Anniversary Logo Here

D Automatically include my signature on new messages that [ compose

D Automatically include my signature on messages [ forward or reply to
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Email Signature: Outlook for Microsoft Office 365

Step 9

Highlight “Insert Anniversary Logo Here."” Click on the “Insert Picture” icon.

Compose and reply

Emdil sighature

Creafe a signature that will be automatically added to your email messages.

B S A A B I U 2 A

51 Mannakee Street | MT 000
Rockville, MD 20850

Phone: 240-567-0000

(Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000
mc_raptor@montgomerycollege edu

Insert Anniversary Logo Here s

D Automatically include my signature on new messages that [ compose

D Automatically include my signature on messages [ forward or reply to
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Email Signature: Outlook for Microsoft Office 365

Step 10

Return to the email signature template in Microsoft Word. Highlight the anniversary 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/creativeservices_website/mc75th_logos_page/assets/
MC75thLogo_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.

File rame: |itps:/media montgemencollege.edu i aticns creativeservites webtte/meTSt loget page/asets MCTSthLogs_ Outlook png -Siespiiissieiei =

Compose and reply

Email sighature

Create a signature that will be automatically added to your email messages.

= E

B ¢ A A B I U 2 A

51 Mannakee Street | MT 000
Rockville, MD 20850

Phone: 240-567-0000

(Optional) Fax: 240-567-0000
(Optional) Mobile: 240-567-0000
mc_raptor@montgomerycollege edu

m75 MONTGOMERY
COLLEGE —
CELEBRATING 75 YEARS | 1946 » 2021

D Automatically include my signature on new messages that [ compose

D Automatically include my signature on messages [ forward or reply to

20 Email Signature With Anniversary Logo



