<SAMPLE>
Name | Title
Morgridge College of Education | Department
Secondary Title | Secondary Organization
Tertiary Title | Tertiary Organization
1999 E. Evans Avenue | Denver, CO 80208-1700
(M) 303.123.1234 | (O) 303.123.1234 | First.Last@du.edu
www.morgridge.du.edu 
<Insert program or college logo here>

EXAMPLE
Tamera Trueblood | Executive Assistant to the Dean
Morgridge College of Education | Office of the Dean
1999 E. Evans Avenue | Denver, CO 80208-1700
(O) 303.871.3665 | Tamera.Trueblood@du.edu
www.morgridge.du.edu/
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1. Program logos are in this .zip file in the form of .png files for your use
2. To change your email signature, open outlook and login. Click on FILE in the upper left corner.
[image: ]
3. Scroll down and click on OPTIONS. A new window should open. Scroll down and click on MAIL.
[image: ]
4. Move the cursor to the right side of the window. Click on the 3rd button down the list, SIGNATURES.
5. This opens a new window. You can copy and paste your signature and logo here. Make sure to save your signature. 
[image: ]
6. Click OK to close this window. 
7. [bookmark: _GoBack]Exit outlook completely and re-open. Your new signature is set up!
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