To use these signatures:

· Click the “Enable Editing” button in the yellow bar beneath the Office Tools Ribbon.
· Mouse over the signature you need and in the upper left corner, click on the cursor-cross to highlight the whole table.
· Then copy/paste into your Outlook Signature settings. 

Instructions for Editing Your Signature:

· Outlook.com
· Outlook Desktop (Windows)
· Outlook for Mac

Thomas College Signature
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Your Name (Preferred Pronouns)
Title
you@thomas.edu  |  (207) 859-1111

[image: Thomas College 2023 Logo]
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180 West River Road, Waterville, ME 04901


Athletics Signature
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Your Name (Preferred Pronouns)
Title
you@thomas.edu  |  (207) 859-1111

[image: A black paw print with a white letter t

Description automatically generated]
thomas.edu | [image: ] [image: ] [image: ] [image: ] [image: ] [image: ] 
180 West River Road, Waterville, ME 04901



Formatting / Troubleshooting

1. Threaded replies not wrapping correctly under new signature?

a. It could be that the ‘Automatic wrap text’ setting is a bit too high.
i. Go to:  File > Options > Mail > and then scroll down a bit to the “Message Format” section.
ii. Change the character setting from 76 to something like 50 and see if that helps. Use the number of characters in your title as a guide.

b. Alternatively, you could elect to not include your signature with replies.
i. Go to:  File > Options > Mail and click on the “Signatures” button (3rd from the top)
ii. Near the bottom, under “Choose default signature”, set Relies/forwards to (none).

c. An extra “line break” element might be needed. Up above, copy/paste one of the gray line images above your signature. That might also do the trick.


2. Logo image not appearing properly?

a. Images require the email to be composed and sent in HTML (web-based) format.
i. Go to: File > Options > Mail and under “Compose Messages” at the top, ensure that HTML is selected in the “Compose messages in this format:” box.

b. Make sure your version of Outlook 365 is up to date.
i. Go to:  File > Office Account and on the right, under “Microsoft 365 and Office Updates”, and make sure it says that “Updates are automatically downloaded and installed”. If it doesn’t, you may need to contact IT Services for assistance.

c. It could be due to “trust” issues in Outlook.
i. Go to: File > Options > Trust Center (at the very bottom)
ii. Click the “Trust Center Settings” button – don’t worry – you got this!
iii. In the “Automatic Download” area, make sure that the box next to “Don’t download pictures automatically in standard HTML email messages is UNCHECKED.

d. The signature may have gotten corrupted upon copying/pasting. If nothing else works, try creating a fresh signature and see if that helps.

3. How to change the color/font of your email address

a. When you change your email address in the signature, Outlook may remove the original color or font that we’re using. This is easy to change though…
i. To edit the font:
1. In the edit signature box, highlight your email address, and then just below the “Edit Signature” title, choose ‘Grandview’ as the font, with a font size of 10. Click OK when done to save your changes.
ii. To edit the color:
1. Highlight your email address and then as you are moused over it, right-click on the area.
2. Select “Font” from the pop-up menu
3. In the next pop-up screen, on the “Font” tab, you see a bunch of settings…
a. If you don’t want your email address underlined, set Underline style: (none)
b. Under the “Font color:” setting, click on the downward chevron on the right, and choose “More Colors” at the very bottom.
c. When the “Colors” box opens, you should see a hexagonal color wheel on the “Standard” tab. Choose the “Custom” tab.
d. On the Custom Tab, at the bottom, you’ll see an area that says “Hex:   #------”
In the box, type  #B52C1F, and then click OK
e. Click OK again
f. Click OK again
g. Click OK one last time
h. And that should do it!
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