NORTHWEST ARKANSAS
COMMUNITY COLLEGE

NWACC Email
Signature Instructions



Downloading Your Email Signature Image

* Find the email signature that best fits

 ALLNWACC Staff and Faculty are

permitted to download and use: Download general logos available to ALL Staff and Faculty
* General Academic Signature

Click Here to Download General Academic Signature

* General Academic and Click Here to Download General Academic and Athletic Signature
Athletic Signature
* Click on Click Here to Download to
download the appropriate Zip file. Download available to Adult Education Staff and Faculty ONLY

Click Here to Download

GNWACC



Downloading Your Email Signature Image

e Open

Open in new window

Il Scan for threats

' B

™

Extract All...
Pin to Start
Share

Open with

B

Files will be extracted to this folder:

eﬂrdd Compressed (Zipped) Folders

Select a Destination and Extract Files

C:\Users\a3messer\Downloads\signature-nwacc

[T] show extracted files when complete

Browse...

Cancel

1.

Open your
computer’s File
Explorer/Folder.

Right Click on the file

you downloaded and
select ’Extract All’.

Click 'Extract' to
download the folder.

GNWACC



Creating Your Email Signature — Web Version

Scroll Down to Slide 10 to View Windows Desktop Installation Instructions

1. Click ‘New Mail’. %

2. Click‘Insert’. essage  Insert

3. Click ‘Signature’ em Message  Inser

and then click
‘Signatures...’. ~ [ Signature ~ (0 Re

Format text

Signatures.. *

GNWACC



Creating Your Email Signature — Web Version

Email signature

1. Name your signhature
v - L I . e o i -
. . ¢ o ou can add and modify signatures that can be added to your emails. You can also choose which signature to add by default to
IN the box tltled Edlt your new emails and replies.
< )
Slgn atu re name. Create and edit signatures

<+ New signature

Edit signature name

by
=
®
=
(Il
Il



Creating Your Email Signature — Web Version

Enter the information below underneath the Signature name.
Use the font titled Aptos, with size 12 font.

Insert and Bold your name on line 1.

Insert your job title on line 2.

Insert 'NorthWest Arkansas Community College' on line 3.

OPTIONAL: If you link to your Department or Program Page on line 4 make it
descriptive.
i. Example:

i Visit NWACC Marketing (Good)

ii. my.nwacc.edu/NWACC/Marketing (BAD)

7. Lines 3 and 4 (NorthWest Arkansas Community College and Link to Department or
Program Page) can be NWACC's primary green or black. The primary green hex
color code is #00402E.

8. Insertyour office phone number on line 5.
9. OPTIONAL: Insert your mobile number on line 6.

10. OPTIONAL: Insert your office location on line 7. @ NWACC

oo hwbd=



Creating Your Email Signature — Web Version

* Your email signature should look like this.
Eddie Eagle's Signature

Eddie Eagle
NWACC Mascot

Visit NWACC Athletics
1-800-555-1998

Burns Hall Eagles Nest




Creating Your Email Signature — Web Version

1. Enter down once to be 9
Eddie Eagle

on the next blank line.

NWACC Mascot tion, Boung|e
1 ¢ H NorthWest Arkansas Community College
2. .C>|.|.Ck (’)n Insert pICtures Visit NWACC Athletics IORTHWEST AR
inline’. 1-800-555-1998 OMMUNTY (A
Burns Hall Eagles Nest LE
3. Double click on the Ville AR, 7271
folder you extracted Insert pictures inline
ea rlier. g M A B I U &£ . signature-nwacc

4. Selectthe extracted

image and click ‘Open’. o

_—1|

signature-nwacc

me: | signature-nwacc ~ | Image Files @ N WACC

Open




Creating Your Email Signature — Web Version

die Eagle's Signature

die Eagle
'ACC Mascot

1. Your signature should now

NorthWest Arkansas Community College LIU S 1S L ayIc s 1N
H 1 Visit NWACC Athletics
look like this. T Bold Education, Boundless Future
urns Ha agles Nes
2. nght click on the image and \ Bold Education, Boundless Future @ gg&m‘;
. ¢ ’ -
ClICk Add alternate teXt ° g Mt N B I U £. A= = = -= 1 College Drive, Bentonville AR, U Copy pply
o &:, Cut
3. Paste the text below into the | - _
Mg M A B [ U o [Pt = » = =

box and click ‘OK’.

* Bold Education, Boundless
Future — NorthWest Arkansas

Paste as image

Add alternate text

Add a|t tex‘t It signatures

32 &8 »

Community College — 1 College . Size >
Drive, Bentonville AR 72712 — | ’ Crop picture
www.nwacec.edu/a pp ly Bold Education, Boundless Future “orwards: | (NO signature) Remove picture v

HORTHWEST ARKAMSAS
COMMUNITY COLLEGE

4. Click ‘Save’.

VCobege Drive, Bermonvile AR, TI10 e nesar el paly
5. Clickthe ‘X’ in the right-hand :
corner YOU have SUCCGSSfUlly Bold Education, Boundless Fu’FurE—
° ) Morthwest Arkansas Community College — 1
set up your new email College Drive, Bentonville AR 72712 —
S | gn ature | www.nwacc.edu/apply .

KEN - SNWACC



Creating Your Email Signature — Desktop Version

File Home Send / Rec

1. Click on ‘File’ in the = % WS m
upper left corner. New  New | 2 berete A e
2. Click on‘Options’inthe = ™" "™ &~ Difsaei
bottom left corner. Feedback

3. Inthe new window, click

. Options
on ‘Mail’.
Exit

4. Click on ‘Signatures...’. General ‘

’ i Create or modify signatures for messages. Signatures...

Mail

Calendar

GNWACC



Creating Your Email Signature — Desktop Version

oEma Signature  Personal Stationery

. ¢ b
1. Clickon ‘New’.
E-mail account: | 33messer@nwaccedu .

2. Enter a name for your oot santore fo e
signature and click ‘OK. ew

Frlit cinnatira

Type a name for this signature:

Ok Cancel

GNWACC



Creating Your Email Signature — Desktop Version

o~ wbd-~

Use the font titled Aptos, with size 12 font.

Insert and Bold your name on line 1.

Insert your job title on line 2.

Insert 'NorthWest Arkansas Community College' on line 3.

OPTIONAL: If you link to your Department or Program Page on line 4 make it descriptive.

i. Example:
i Visit NWACC Marketing (Good)
ii. my.nwacc.edu/NWACC/Marketing (BAD)

Lines 3 and 4 (NorthWest Arkansas Community College and Link to Department or Program
Page) can be NWACC's primary green or black. The primary green hex color code is #00402E.

Insert your office phone number on line 5.
OPTIONAL: Insert your mobile number on line 6.
OPTIONAL: Insert your office location on line 7.

GNWACC



Creating Your Email Sighature — Desktop Version

Select signature to edit

Eddie Eagle's Signature MNew

 Your email
signature should
lOOk llke thiS. Edit signature

Aptos (Body) 29 Business Ccard | .3 &,

Delete

Rename

Eddie Eagle

NWACC Mascot

NorthWest Arkansas Community College
Visit NWACC Athletics

1-800-555-1998

Burns Hall Eagles Nest

se default signature
W MEsSages:  |(none)

nlies/forwards: tnone)

Cancel




Creating Your Email Signature — Desktop Version

1.

Enter down once to be
on the next blank line.

Click on ‘the highlighted

button’to insert an
Image.

Double click on the
folder you extracted
earlier.

signature-nwacc

Select the image and
click ‘Insert’.

Aptos (Body) ~l12 |¥|| B

1 u I

[2=] Business Card ||__‘|;| E=2!

Eddie Eagle

NWACC Mascot

NorthWest Arkansas Community College
Visit NWACC Athletics

1-800-555-1998

Burns Hall Eagles Nest

Today (2)
signature-nwacc 8/13/2025 11:34 AM File folder
LinkedIn Banners 8/13/2025 10:12 AM File folder

: |signature-nwacc

~ | |All Pictures

~

GNWACC



Creating Your Email Signature — Desktop Version

sy [ M B 1 u (]S =

(25 Business card | [} &

die Eagle Al
1. Your signature should now look ACC Mascot | Educaf - . undless Fu
llke thlS orthWest Arkansas Community College
) Visit NWACC Athletics ,
2. Right click on the image you e oo sonon |
uploaded and click ‘Picture...’. tustenglaes | 3 CF
. L0 Paste Options:
3. Click on ‘Alt Text’. \ Bold Education, Boundless Future %

Save Get signature templates Save as Picture...

4. Paste the text below into the

b OX M and Lines Size Layout Picture Text Box  Aft Text mup =
* Bold Education, Boundless Future naive tet 7
— NorthWest Arkansas Community B e et s Communty Collge — S 3
College — 1 College Drive, ' du>, Hinton, Gayl 1 ’
Bentonville AR 72712 —
www.nwacc.edu/apply
5. Click ‘OK’. Picture Text Box Ak Text
6. Clickthe ‘Save’ and then ‘OK’ 2
times. = Top: 0" =
7. You have successfully set up
your new email signature!
Web browsers display alternaf ictures are loading or if they are @ N WAC C
missing. 'Web search engin text to help find Web pages.
Alternative text is also used| disahilities.

oK Cancel
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