Email Signature 
To ensure consistency across campus communications, we have developed a standardized email signature template for School of Pharmacy use. Please follow the steps below to implement the template to your computer. 
I Step 1: Open Outlook 
If you use Outlook desktop and Outlook online, you will have to update your signature in both desktop and Outlook.com. If updating this document on Outlook online, use Word online to open the document. 
| Step 2: Add Signature to Outlook 
Due to different versions of Outlook, there are a variety of options to adding your email signature.
For Outlook on Desktop PC: 
File > Options > Mail > Signatures 
For Outlook on Desktop MAC:
File > Settings > Email > Signatures 
For Outlook on Outlook.com:
Settings > Account > Signatures 

| Step 3: Copy the Information 
First Last
Title
Skaggs School of Pharmacy and Pharmaceutical Sciences 
University of Colorado Anschutz
12850 E. Montview Blvd. Aurora, CO 80045 | V20-XXXX
P: 555-555-5555 W: pharmacy.cuanschutz.edu
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	Step 4: Customize the Information 
· Replace placeholder text with your personal details.
· If more lines to department/office, such as an additional departments, address and phone numbers as needed, they can be added. See important note below when editing your signature.
· Important: The template contains specific formatting. Be precise with cursor placement and text selection when editing to preserve the layout.
· If you wish to add pronunciation, please use this link and follow the instructions. 
Restrictions: The use of additional graphics, logos and icons are not permitted to be used in email signatures regardless of university affiliation. 
| Step 5: Save
Hit save and then you are done! 
If you have any questions, please reach out to the marketing team at SOP.communications@cuanschutz.edu
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