Formatting for the new M-Group Signature Block

Open the Signature Block Options in Outlook:
File>Options>Mail>Signatures

Insert the image by clicking on the Image Upload icon, shown below:

Signatures and Stationery

blaze@mplanninggroup.com
New Blaze Syka M-Graup

Replies/forwards: | laze Syka M-Group

Delete New Save Rename

Eatt signature

Open sans v[tv]|fe] 1 v (e v||[=] = = | Ebusines crd [[3 &
Blaze Syka | assistant planner + urban designer ~ ‘

M-BROUP o e ces

policy planning - urban design - enviranmental review - historic preservation - staffing solutions

o ‘

v

Select the Signature Block sent in the email and Insert into the block.

Select the Signature Block image and click on the Hyperlink icon, shown below:
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Enter: “www.m-group.us” and hit “OK". The signature block will now link to the M-Group homepage.

Run through the same steps with the M-Lab logo, except Hyperlink it to: “www.m-group.us/m-lab/” to
link it to the M-Lab page.

Once both the Signature Block and M-Lab images are in place, format the area using the following im-
age as a guideline:

Name: 11.5 pt, bold Title: 11.5 pt, italicized
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Questions? Call Blaze or Maria at the Mountain View office or send us an email.

Thank you!



