Outlook 2016 Mac – Instructions to create IUSM branded email signatures

Go to Outlook bar, select Preferences.
In new dialogue box, select Signatures under Email
In Signature Dialogue box under Signature name, click + sign to add a new signature name, rename. Under Signature enter:
First and last name
Title(s)
Office | Department (center, institute, campus)
Add line space
Address | BLDG and room #
City, ST zipcode
###.###.#### tel
###.###.#### mobile
email@iu.edu (hit return to activate link)

Select the content, click on Format on the top bar.
Select font, Arial regular, size 10
Highlight name and titles, select bold, keep size 10
Highlight name, keep bold font, select size 12
Select font color, select chose at the bottom, then chose RGB slider, Enter Red=169, Green=5, Blue=51, hit enter.
Enter a space after the email address.
[bookmark: _GoBack]To your desktop, download the email graphic from the following link: 
https://caits.iu.edu/caits/images/IUSM-Mac2011.jpg
Slide the graphic into the signature window. Close window to save.
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