Dear Saint Martin’s Community,						        September 8, 2026

In celebration of Saint Martin’s University receiving the Colleges of Distinction accolades and the Best of the South Sound accolade, the Office of Marketing and Communications is excited to share a logo and badge option for you to add to your email signature.  Please follow instructions below.

METHOD 1: ADDING NEW ACCOLADES PNG BLOCK 
TO AN EXISTING SIGNATURE
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Instructions: 

1. Right-click the image above and select “Save as Picture.” Save the image to your computer.
2. Open your Outlook email signature settings and add the saved image to your signature, replacing the previous accolades image.


METHOD 2: CREATING A NEW SIGNATURE BLOCK FROM THE TEMPLATE
BELOW AND ADJUSTING THE CONTACT INFORMATION
Follow detailed instructions below the signature template
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Create and add an email signature in Outlook (PC Instructions)
· Create a new email message by clicking on the “New Email” button or using the shortcut Control-N
· Click on the Signature button above your email and select the menu item “Signatures…”
· Click on the New button to create a new signature
· Provide a name for this new signature in the window when prompted
· Within this Word document, copy the full email signature provided above by selecting the entire table it’s within by hovering over the signature until a cross with arrows appears in the upper left corner of the signature, as seen below. Click on that cross and the entire signature should be highlighted within the table. Select Control-C to copy that signature.
[image: ]
· Back in Outlook, within the open signature box, type Control-V to paste the signature within that box.
· Within the signature, replace the text with your contact info, replacing the fake info for Marty. To ensure the font and size remain the same, for text you are changing, place cursor at end of line of text and delete and retype.
· Click OK to save the signature.
· You can now set this as your default signature (in the same box where you edited the signature) or select it for individual emails.



TROUBLESHOOTING NOTE:
Because Outlook for Windows, Mac and the web handle signatures differently, the accolades image may not display correctly. If the image appears to be broken, missing or is replaced with alternative text, download these instructions to your computer and follow Method 1.

Create and add an email signature in Outlook (Mac Instructions)
· Create a new email message by clicking on the “New Message” button or using the shortcut Command-N
· Click on the Signature button above your email and select the menu item “Manage Signatures”
· Click on the + button to create a new signature
· Delete the default text that appears (usually your name)
· Within this Word document, copy the full email signature provided by selecting the entire table it’s within by hovering over the signature until a cross with arrows appears in the upper left corner of the signature, as seen below. Click on that cross and the entire signature should be highlighted within the table. Select Command-C to copy that signature.[image: ]
· Back in Outlook, within the open signature box, type Command-V to paste the signature within that box.
· Within the signature, replace the text with your contact info, replacing the fake info for Marty. To ensure the font and size remain the same, for text you are changing, place cursor at end of line of text and delete and retype.
· Name the signature to save it.



TROUBLESHOOTING NOTE:
Because Outlook for Windows, Mac and the web handle signatures differently, the accolades image may not display correctly. If the image appears to be broken, missing or is replaced with alternative text, download these instructions to your computer and follow Method 1.
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