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Purpose and Scope:

The Rocky Vista University (RVU) standardized email signature has been created for
employees and students to have a professional email signature that meets the branding
guidelines of the University. The text-only signature is an Office 365 Webmail/Mobile
compatible version that follows branding guidelines by using pre-approved RVU fonts and
colors. The use of the standardized email signature is also important for identifying spam
email accounts. When the signature is correctly used by all, RVU can be successful in its
efforts to reduce the click rate of spam emails.

Statement:

RVU Email Signature Branding Guidelines

All standardized email sighatures must adhere to University style guidelines in
order to maintain a consistent brand presence to those outside the RVU
Community. When using RVU branding, visual identity standards must be

a.

RVU Official Template

Email Signature Examples
(Do not try to copy and paste these for your email signature.)

RVU Logo Email Signature

Name, Credentials*

Job Title #1 (Position)

Job Title #2

Job Title #3 or Personal Pronouns (Optional)
Rocky Vista University P :

Program Name* : ¥ ROCKY VISTA
8401 S. Chambers Rd., Englewood, CO 80112 : !

255 East Center Street, Ivins, UT 84738 vl -

4130 Rocky Vista Way, Billings, MT 59106 5 Acenng flew Heghtsin
Office: (333) 333-3332 5 Fee et
Fac - OEon

email@rvu.edu

www.rvu.edu

Disclaimer text goes here, delete if not needed.

Text Only Email Signature (Recommended for Reply/Forward
emails and Webmail/365, the web-based version.)
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Name, Credentials*

Job Title #1 (Position)

Job Title #2 (Rank)

Job Title #3 or Personal Pronouns*

Rocky Vista University

Program Name*

8401 S. Chambers Rd., Englewood, CO 80112
255 East Center Street, lvins, UT 84738
4130 Rocky Vista Way, Billings, MT 59106
Office: (333) 333-3333

Cell: (333) 333-3333

Fax: (333) 333-3333

email@rvu.edu
www.rvu.edu
Disclaimer text goes here, delete if not needed.

ii. Email Signature Required/Optional Fields
1. Required Fields
a. Name, Job Title, Rocky Vista University, Address,
Office Phone, Email Address and RVU Website.
i. Students may list leadership positions in roles for their
“Job Title”. Job Title is not required for students.
ii. Faculty job titles should be listed as job title first
followed by rank on the next line.
2. Optional Fields
a. Cell, Fax, Program Name, Personal Pronouns
b. Program name is used for individuals working/studying solely
with one program. Programs are listed as follows:
i. College of Osteopathic Medicine
ii. Master of Science in Biomedical Sciences
iii. Master of Physician Assistant Studies

iii. Images
1. The RVU logo and social media icons may not be altered in
any way. Images included in signature should look like the
example below:

Jane Smith, MS
Information Services Consultant
Personal Pronouns; She/Her/Hers

Rocky Vista University

A

[ ]
8401 S. Chambers Rd., Englewood, CO 80112 ' ¥ ROCKY VISTA
Office: (720) 874-3333 ]

|
A Achieving New Heights in
wWww.rvu.edu Medical Fducation

jsmith@rvu.edu :

2. RVU White Coat photos or Employee headshots may not be
added to the Email Signature.
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3. The RVU logo and social media icons must appear to the right
of the contact information as shown in image above.

4. If desired, you may demonstrate support for the LGBTQIA+
community by adding a rainbow flag image to your email
signature. The following image may be added to the email
signature after the “Job Title” Section.

I Bl

iv. Fonts
1. To maintain consistency, the font, size, color and attributes for
the RVU email signature must follow these settings:

a. Name = Nirmala Ul 11pt Bold

b. Title, Pronouns, Rocky Vista University, Program,
Address, Phone, Email, Website = Nirmala 11pt
Regular

c. Disclaimer Statement = Nirmala Ul 8pt Regular

d. Alltextis the color black with the exception of the email and
website links. Those are the blue link color.

v. Credentials
1. Faculty and staff credentials for Master's degree and higher
may be listed with your name. All credentials are listed with no
periods. Multiple credentials are separated with commas. See
examples below:
a. Example: Jane Smith, DO
b. Example: Jane Smith, DO, MEd
2. Student credentials must follow the program specific formatting
as described below:
a. COM = OMS I (updated annually to reflect your current year of
study)
i. Do not use OMS-I, MS-I, OMS-1, OMS1, MS-1, MS1
ii. Example: Jane Smith, OMS |
iii. Example: Jane Smith, OMS Il
b. MSBS = MSBS Student (this is listed after your name. See
example below)
i. Example: Jane Smith, MSBS Student
c. PA =PAS I (updated annually to reflect your current year of
study)
i. Do not use PAS-I, PAS-1, PAS1, PA Student
ii. Example: Jane Smith, PAS |
iii. Example: Jane Smith, PAS I

vi. Personal Gender Pronouns
The following are examples of the more commonly used personal
gender pronouns (PGPs) and gender-neutral or gender inclusive
pronouns that students and employees can add to their signatures.
This list is not an exhaustive list of pronouns, and students and
employees are welcome to include pronouns that are not listed below
in their official RVU email signature. The pronouns should be included
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in the “Job Title” section of the email signature and listed in the format
as detailed below:

1. Personal Pronouns: He/Him/His

2. Personal Pronouns: She/Her/Hers

3. Personal Pronouns: They/Them/Theirs

4. Personal Pronouns: Ze/Hir/Hirs

vii. Campus Addresses
1. Employee should use discretion when choosing whether
multiple campus addresses need to be reflected. Multiple
campus addresses should only be used when the employee is
responsible for all three campuses.
2. Students should only list the campus location they are currently
studying at.

viii. Text-Only Signatures
1. Text only signatures (signatures without the RVU logo or social
media icons) are recommended for use within Webmail/Office
365 as formatting of images does not remain consistent when
using Webmail/Office 365.

M. Procedures for Setting up RVU Standardized Email Signature:
These instructions include set-up for the RVU Logo Email Signature for new emails followed
by set up for the Text Only Email Signature for reply/forward emails. If you are using
Webmail/365 web-based version, it is recommended that you use the “Text Only
Email Signature” for all emails. In this case, please skip to Step 9.

1. Copy the entire RVU Logo Email Sighature template below. To do this, highlight

the signature then select the four-way arrow (/) at the upper left corner and right
click “Copy” or type “Ctrl+C”.

Name, Credentials*

Job Title #1 (Position)

Job Title #2

Job Title #3 or Personal Pronouns (Optional)

- i (Optional)

Rocky Vista University

Program Name*

8401 S. Chambers Rd., Englewood, CO 80112
255 East Center Street, lvins, UT 84738 o _ _
4130 Rocky Vista Way, Billings, MT 59106 AC/’;V’Z_Q /7;2/ Heights in
Office: (333) 333-3333 edical taucation

ot £ [G]w]in

email@rvu.edu

www.rvu.edu
Disclaimer text goes here, delete if not needed.

ROCKY VISTA

— . >
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N

Open the Outlook Desktop App and select “New Email”.
Click the Insert tab and then select “Signature>Signatures...”

=

File Message Insert Options Format Text Review

MEER:(®

Attach Outlook Business Calendar Signature

Filer Item Card~ -
Include
o Signatures...
:EI CL...
Send )
Subject

4. Under Select Signature to Edit, select “New”. A dialog box will appear asking you
to name the signature. Type the word “New” then click “OK”.

Signatures and Stationery L

E-mail Signature  Personal Stationery

Sellegt signature ta sdit Choose default signature
E-mail atcount: | pgglesh@mvu.edu -
Newmesssges: | nang) i

Regliesorwards: | none =

Delete

Edit signature

iz TR s 1 oS New Signature ? X

Type a name for this signature:

Nevd

ok Canicel

5. Click in the text box under “Edit Signature”. Right click and choose “Paste>Keep
Source Formatting” or type “Ctrl+V”. The email signature template should now be
shown in the box under “Edit Signature” as the picture below shows.
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Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Selegt signature to edit Choose default signature
e ————————1 E-mail account:  pgolesh@rvu.edu v
New messages:  |(none) =
Replies/forwards: |(none) Z
u Delete New Save Rename 3

Edit signature
Calibri (Body) vitjvllB I U Automatic v||= = = |[g7BusinessCard | [ &,

Name, Credentials* A
Job Title #1 (Position)
Job Title #2 (Rank) o =
4 || JobTitle #3 or Personal Pronouns® . o Paste Options:
Rocky Vista University ' d
:Z%%'Z"E?:ﬁm Rd, Englewood, CO 80112 | i 4 L 2l s L LA
3 ., Englewood, o san
255 East Center Street, lvins, UT 84738 I

| 4120 Racla Vficta \Wav Rillinas MT 50 L\ Achieving New Heights in v A Foni

Keep Source Formatting (K)
oK Cancel =q Paragraprm.:

6. Click on the name in the signature to begin editing the signature with your

information and note the RVU Email Signature Branding Guidelines at the

beginning of this policy. *Don’t forget to remove the additional campus addresses.

Once you have updated your information in the email signature, click “Save”.

8. Onthe right (under Choose Default Signature), click the dropdown menu and select
“‘New” for New messages.

Signatures and Stationery ? x

~

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
(M | Eemailaccount | poolesh@rvu.edu v
Mew messages: New g
Replies/forwards: [none) [
Delete New Save Rename

Edit signature
Nirmala Ul vl 1y (|| = = = | Elpusinesscard | [ B

| Jane Smith, MS A
Information Services Consultant
_Personal Pronouns: She/Her/Hers ...

Rocky Vista University ' :
8401 5. Chambers Rd., Englewood, CO 80112 ¥ ROCKY VISTA

A

y oA

|

L

Office: (720) 874-3333
smith@mvu.edu : Ach New Heigh
, chieving New Heights in
www.rvu.edu ' Medical Education v

oK Cancel ‘

9. Now it's time to add your “Reply/Forward” email signature which will be the text only
email signature version (no images). To do this, keep the “Signatures and
Stationery” dialog box open and select “New” under “Select Signature to Edit”. A
dialog box will appear asking you to name the signature. Type the word “Replies”
then click “OK”.
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|
1
|
I
|

Delet New b &
Edit signature
Himaia U S ElE 1 u g Spusnes o |3 & New Signature ? X
Jane Smith, MS A
Information Services Consultant
Personal Pronouns: She/Her/Hers i i .
ik Vishs URivec % Ty Type a name for this signature:
8401 S. Chambers Rd, Englewood, CO 80112 i ¥ ROCKY' .
Office: (720) 874-3333 R Replies|
ist H
(£ ]C]

=
Cancel

10. Copy the entire “Text Only Signature Template” below. To do this, highlight the
entire text only signature template, then right click “Copy” or type “Ctrl+C”.

Name, Credentials*

Job Title #1 (Position)

Job Title #2 (Rank)

Job Title #3 or Personal Pronouns*

Rocky Vista University

Program Name*

8401 S. Chambers Rd., Englewood, CO 80112
255 East Center Street, lvins, UT 84738
4130 Rocky Vista Way, Billings, MT 59106
Office: (333) 333-3333

Cell: (333) 333-3333

Fax: (333) 333-3333

email@rvu.edu

www.rvu.edu
Disclaimer text goes here, delete if not needed.

11. Back in Outlook, click in the text box under “Edit Signature”. Then right click “Paste”
or type “Ctrl+V”. The email signature should now be shown in the box under “Edit
Signature” as the picture below shows.
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Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
New E-mail account: | pg51esh@mvu.edu v
Replies | S -
Replies/forwards: (nonej =

Delete New Save Rename

Edit signature

Nirmala Ul “l 1|l B I = | [&3] Business Card L_'Q fé‘?;,

Name, Credentials* A
Job Title #1 (Position)

Job Title #2 (Rank)

Job Title #3 or Personal Pronouns*

Rocky Vista University

Program Name*

8401 S. Chambers Rd., Englewood, CO 80112
255 East Center Street, Ivins, UT 84738

4130 Rark Vista Wav Rillinns MT 5910/

Automatic e

[

0K Cancel ‘

12. Click on the name in the signature to begin editing the signature with your
information and note the RVU Email Signature Branding Guidelines at the
beginning of this policy. Note: The RVU Logo and Social Media icons are
intentionally not used for this signature. Do not add any images to this signature.

13. Once the information in your signature has been updated, click “Save”. On the right,
(under Choose Default Signature) choose “Replies” from the dropdown menu for
Replies/forwards. Note: If you are using the Webmail/365 web-based version choose
“‘Replies” for “New messages” as well.

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
MNew E-mail account: hgolesh@nvu.edu W
[Replies | New messages:  yen =
Replies/forwards: Replies ~
Delete New Save Rename
Edit signature
Nirmala Ul v||8 ~||B I U Automatic v|| = = = | [ElBusinessCard | [D &

Jane Smith, MS o)
Information Services Consultant

Personal Pronouns: She/Her/Hers

Rocky Vista University

8401 S. Chambers Rd., Englewood, CO 80112

Office: (720)874-3333

jsmith@rvu.edu

www.rvu.edu

cone

14. Select “OK” to close the email signature dialog box.
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15. Test to make sure your email signature is working properly by creating a New Email.
When you create a new email, you should see your “New RVU Logo” email
signature automatically populated in the email as shown below. *Note: If you are
using the “text only” signature for all emails, you will see the text only signature for
both new and reply emails.

Untitled - Message (HTML)

Options Faormat Text Review Help Acrobat Q Tell me what you want to do

- o olo= = 2l el
0 Calioii@o: - [11 ~| & 7|32~ A0 |23 Yo U _2‘
Paste B I U % .A. === z=3= Address Check Attach Aftach Signature  Attach File
= Format Painter - T 7 Book Mames Filer Item- = via Link =
Clipboard ] Basic Text ] Mames Include Adobe Acrobat
T
:El Cr...
Send
Subject

Jane Smith, MS
Information Services Consultant
Personal Pronouns: She/Her/Hers

Rocky Vista University

|
8401 S. Chambers Rd., Englewood, CO 80112 i ROCKY VISTA

L

[

Office: (720) 874-3333
jsmith@rvu.edu

edu H Achieving New Heights in
WWW.rvULedu 1 Medical Education

16. Open an existing email and click “Reply”. You should see the text only email
signature automatically populated in the body of the email as shown below.

E] RE - Message (HTML)

Insert Options Format Text Review Help Acrobat Q Tell me what you want to do

Ea &% 0 &= [2

Paste B I U |3 Address Check  Attach Attach Signature  Attach File
= Book Mames  Filew Item~ 2 wvia Link -
Clipboard [Pl Basic Text Names Include Adobe Acrobat
To.. ||
Ijl Cc.
Send
Subject RE:

Jane Smith, MS

Information Services Consultant

Personal Pronouns: She/Her/Hers

Rocky Vista University

8401 S. Chambers Rd., Englewood, CO 80112
Office: (720) 874-2459

jsmith@rvu.edu

www.rivu.edu
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19.
20.
21.
22.

23.

24,
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If your new email signatures are populated correctly in new emails and reply/forward

emails, then you are all set! See additional instructions below if you use the Outlook

Mobile app.

To create an email signature in your Outlook Mobile App, first open the app on your

mobile device, find a previous email containing your RVU “Text Only” signature

(with no logos or other images), and copy the signature.

Click on the Settings gear icon

Under Settings, click on the Signature option

Past the “text only” signature you just copied.

If you have one email account tied to your Outlook app, follow these instructions:

a. Verify that the Per Account Signature option is greyed-out, indicating that it is
off

b. Click on the checkmark at the top right corner to save your new setting

If you have more than one email address tied to your Outlook app, follow these

instructions:

a. First verify that the Per Account Signature option is blue, indicating that it is on

b. Click on the checkmark at the top right corner to save your new setting. Make
sure the signature will be saved to your RVU email signature.

Verify that your new signature setting has been saved by creating a new message.

You should see your custom signature in the body of the new message.

IV. Additional Information:

a.

b.

Definitions

i. For the purpose of this policy, “spam email” refers to unsolicited email accounts
masquerading as RVU employee and student email accounts in order to phish
(steal) valuable information from the RVU community. Often, these “spam email”
accounts will contain instructions to click on a link in the body of the email or
reply with personal/identifying information.

Responsible Party

i. The IT Department is responsible for maintaining and enforcing this policy, and
consults with the Marketing Department to ensure appropriate branding and
representation of the University. All RVU employees and students must use the
RVU email signature as described in this policy. The IT and Marketing
Departments reserve the right to make changes to the email signature policy at
any time.

V. When Approved, Send To:

Compliance Department, (720) 874-2481; |dement@rvu.edu

(Below for Compliance Office Use Only)

Legal Review Required? oYes oNo
Date Reviewed: Name of Reviewer:
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