For Macintosh Users

1. Go to http://www.pierce.ctc.edu/internal/marcom/resources#branding
2. Point your cursor at the graphic of your choice and “RIGHT” or “Option” click the mouse.


3. Choose “Save image as” and save it to your computers desktop or folder on your hard drive. The image will now be ready to paste into your new signature as well.


4. Open up Entourage and on the menu bar at the top click on “Tools” then “Signatures”.


5. Click the “New button”.


6. Enter a name for your signature


7. Type in the info you want as your signature


8. When you are ready to insert the Pierce College graphic, place your cursor at the spot you want it inserted then RIGHT click or Control click the mouse.


9. Choose “Paste”.


10. Save the signature and close the signature window.


11. Now when you write an email you can choose your signature from the “Signature” dropdown button or set it as a default.
