	
	
	



Haskayne email signature guide 

PC Users – Outlook Desktop App
Step 1
In Outlook, click “New email” at the top left-hand corner of your main screen.
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Step 2
[image: ]Tap on the “Signature” icon. And select “Signatures...” from the drop-down menu.



Step 3 
A new window will pop up. Select “New” from the top right. Give your signature a name.
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Step 4
Copy the email signature below and paste it into the box below your signature name. Please do not change the size of the logo once you paste it into Outlook.
BEGINNING OF SIGNATURE ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

First Last, degree
Job title
Haskayne School of Business | Department
2500 University Drive NW, Calgary, AB, Canada T2N 1N4

T 000-000-0000
C 000-000-0000
haskayne.ucalgary.ca
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END OF SIGNATURE –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––












Step 5
Replace all template information with your personal details.
Double check that your font and colour usage are correct:
· Font name: Aptos
· Font size: 10pt
· Colour:
· Orange: R=255 G=103 B=31
· Dark grey: R=109 G=110 B=113
Reminder: Ensure you select “Default” for New messages.
Once all updates have been made, select the “OK” button.

Step 6
Congratulations, you have created your new email signature! To test that it works properly, please open a new email and ensure your signature shows up and is correct.


Outlook Mobile App
Step 1
In the Outlook mobile app, find an email you have already sent with your updated signature from the desktop app. Highlight it and copy it.

Step 2
Tap your profile photo in the top left-hand corner. Then tap on the settings icon in the bottom left-hand corner. 
[image: ]


Step 3
Tap on “Signature” from the navigation and paste your signature. If it pastes the logo twice, remove the smaller one, tap on the large one, and “Resize”. Resize your logo accordingly.
[image: ]        [image: ]

Step 4
Congratulations, you have created your new email signature! To test that it works properly, please open a new email and ensure your signature shows up and is correct.




Apple Users – Outlook Desktop App
Step 1
In Outlook, click “New Mail” at the top left-hand corner of your main screen.
[image: ]

Step 2
Select the “Signature” button on the top bar and select “Manage Signatures” from the drop down menu.
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Step 3
A new window will pop up. Select the plus button. Another window will pop up. Give your signature a name.
 [image: ][image: ]
Step 4
Copy the email signature below and paste it into the box below your signature name. Please do not change the size of the logo once you paste it into Outlook. 
BEGINNING OF SIGNATURE ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

First Last, degree
Job title
Haskayne School of Business | Department
2500 University Drive NW, Calgary, AB, Canada T2N 1N4

T 000-000-0000
C 000-000-0000
haskayne.ucalgary.ca

[image: ]
END OF SIGNATURE –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––















Step 5
Replace all information with your personal details.
Double check that your font and colour usage is correct:
· Font name: Aptos
· Font size: 10pt
· Colour:
· Orange: R=255 G=103 B=31
· Dark grey: R=109 G=110 B=113
Press the “Save” button before closing.
Reminder: Ensure you select your new signature as the default for New messages and Replies/forwards.
Once all updates have been made, you can close the tab.
[image: ]
Step 6
Congratulations, you have created your new email signature! To test that it works properly, please open a new email and ensure your signature shows up and is correct.
	
	
	


image3.png
Signatures and Stationery 7 %

EmailSignature  Bersonal Stationery

-
ol
e
e —
e o :
“Type a name for this signature: o

[ 1
o] [Canan ]

Swe | Setsionature temolates

Choose gefaut signature
Newmessages [none
ReDITONIGS one)





image4.png
UNIVERSITY OF

J
Haskayne | (@ SATEARY

School of Business





image5.png
. Microsoft 365

Favorites V4

© > Sent
7 Drafts

K

Inbox

Archive

Drafts

Sent

Deleted

Conversation History

§ 0 & VvV N oo

Junk

it

Groups 1





image6.png
 —————————————.

X Settings

Q Search

Quick Settings

9 Display & Appearance >
ﬁ Signature >
E,c Automatic Replies off >
[ Notifications & Sounds >
General
S Accounts >
&8 Mail >
B calendar >
8% Contacts >
v} FacelD O
55 Privacy >

Set Default Email App

Integrations & Add-Ins





image7.png
< Signature

Eg. your name, profession




image8.png
<+ = ) Sync

> Favorites Sent




image9.png
Q Search

B> Send v Ty Discard 2 Attach File (® Loop Components 4. Signature - D
From:
To: Cc Bece [
Subject: Importance v

2 v 0 Aptos 2 &% & v ¥ v B I U = v iE v =




image10.png
® ® O Signatures Show Al Q Search

Edit signature:

Signature Preview

Signature name

+ - Edit

Choose default signature:

Account: a
New messages: e
Replies/forwards: (<]

T ————




image11.png
B save

Signature Name

2~ 0 | Aptos





image1.png
Fle  Home Send/Receive View

7 Newemail ~ ] ~ = BA-

a8 “Favorites
Inbox

¥ Senthtems

Drafts




image2.png
EH 9 ¢ 7 L 5 Uniitied - Message (HTM)

File

[is g

Message

N

Insert  Options

FormatText  Review  Help

I

uz-

Q Tellme what you want to do

A

Subject




