Instructions
Step 1: Hover over the signature and click[image: ] to select all the elements in the signature (see page 2).
Step 2: Select Copy (Ctrl + C).
Step 3: Select new email in outlook
Step 4: Select signature in the ribbon across the top of your email and choose ‘Signatures’
Step 5: Click ‘New’ and give it a name and Paste (Ctrl + V).it into the box
Step 6: Add your details, including adding your email address to the ‘Chat with me on Teams’ link. To do this:
· Highlight the ‘Chat with me on Teams’ link and click the icon highlight in red:
[image: A screenshot of a computer

Description automatically generated]
· Enter your email address at the end of the link (highlighted below)
[image: A screenshot of a computer

Description automatically generated]
· Click ok, highlight the ‘Chat with me on Teams’ link and change the colour of the link back to Blue (Colours > More colours > Custom and enter #08213d in the hex box)
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Step 7: Make sure you have selected this new signature in the ‘New messages’ and ‘Replies/forwards’ if appropriate

No other logos should be added to the signatures
TUIBS signature (TEF) (Blue colour reference is #08213d)

	Firstname Surname (pronoun)
Job title

Teesside University International Business School
T: 01642 XXXXXX  
Chat with me on Teams
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TUIBS signature (school logo)

	Firstname Surname (pronoun)
Job title

Teesside University International Business School
T: 01642 XXXXXX  
Chat with me on Teams
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