


Instructions 
1. Adding an image to your email signature
URL to image
	TRSM banner 
https://www.torontomu.ca/content/dam/tedrogersschool/images/TRSM-signature-banner.png

	MBA banner
[bookmark: _GoBack]https://www.torontomu.ca/content/dam/tedrogersschool/images/MBA-signature-banner.png


How to change the image banner (logos) in your email signature in GMAIL?
· Log into your GMail with your matrix ID and password
· Click Settings on the right upper corner
· Choose See all settings from the dropdown menu 
[image: ]

· In the General tab, scroll down to “Signature:” section
· Place your cursor in the area that you wish to place the new logos
· click insert image icon [image: ]
· Paste the banner url (see above) into the input box[image: ]
· click select to save the image
· Scroll down to the bottom of the webpage
· Click save changes
· Recommended: Clear your browser cache when you are done. 

2. Text portion of the email signature

Full name (pronouns)
Title, Department
Toronto Metropolitan University (Formerly Ryerson University) or (Recently renamed)
email@ryerson.ca  
www.ryerson.ca
416-444-4444 ext. 444444

In April 2022, the university announced our new name of Toronto Metropolitan University, which will be implemented in a phased approach. Learn more about our next chapter.

3. Resources:
· Google Mail instructions
· Mac Mail instructions
· MS Outlook instructions



Please contact Martha Castillo at martha@ryerson.ca if you have any questions.
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