How to set up your signature:

1. Open your Outlook client (not the Web version).
2. Open a new email
3. Click on the “Signature” dropdown and then click on “Signatures” 
4. Copy and paste from the template below
5. Update it with your personal contact information

If you want to update the social media icons to point to your school or program’s social media pages:
1.  Left-click on the image/icon (after you’ve pasted it into your signature manager)
2. Click on the “Hyperlink” icon to edit
3. Insert the URL for the site that you want to link to

Please be sure to send a test email to yourself and a colleague after updating the signature to confirm accurate spelling and functioning links.

[bookmark: _GoBack]If you have any questions on how to update your email signature, please contact the office of technology support at ext. 5555 or ots@loyola.edu. 


 
- -  
First and Last Name
Title 1
Title 2
Name of school (if applicable) 
[image: cid:3336979044_13522879]
Loyola University Maryland
4501 North Charles Street
Baltimore, MD 21210

410-617-0000
username@loyola.edu

www.loyola.edu
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- -  
Optional personal message would go here
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