FSU Herbert Wertheim College of Business Email Signature

In order to strengthen the FSU Herbert Wertheim College of Business brand, avoid inconsistencies and be in compliance with the naming gift agreement, college faculty and staff must use the college’s new name (Herbert Wertheim College of Business) in their email signature block. Please make this change immediately.	Comment by Suzanne Barwick: Note this word was misspelled.



Step 1: Personalize the information in the below template


Firstname Lastname
Job Title
Herbert Wertheim College of Business
Florida State University
402 W. Gaines Street, Room XXXX
P.O. Box 1110
Tallahassee, Florida 32301-1110
XXXXXXXXXXXX@wertheim.fsu.edu
(XXX) XXX-XXXX
wertheim.fsu.edu
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Step 2: Copy into Outlook
Proofread the signature to make sure all information is correct.
When ready, click and highlight from your first name through the bottom image. Next, right-click on the highlighted area and select Copy.
· PC: Open Microsoft Outlook and click File in the top-left corner. In the menu on the left choose Options. A new window should open, in the menu on the left select Mail, then click the Signatures button. Once in the Signatures and Stationery window, you have the option to create a new signature or overwrite a previous signature. After you have decided, right-click and Paste the signature into the text box.
· Mac: Open Microsoft Outlook and create a new email. Click on Signature -->Manage Signatures then click the “plus” Icon to add a new signature and name it. Paste the signature into the text box and click Save.
Make sure the new signature is selected as the default.
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