EMAIL SIGNATURE
TUTORIAL

The ASB email signature can easily and

quickly be created utilizing the free online
tool offered by HubSpot.

Email Signature Template
Generator

Create your free email signature with our easy-to-use signature generator

Create my signature

Click this link to get started!

https./www.hubspot.com/email-signature-generator

The online generator should help you step-by-step, but we’ve created a walk through tutorial for you to
follow as well. Please reference this tutorial for screen examples, ASB social media links, link to the ASB

logo image, color codes, and suggestions as needed.

Directions on how to add your signature to Outlook is included on the last few pages of this tutorial.

If you have further questions, please reach out to ASB Marketing | marketing@americanbus.com
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STEP 1: ENTER YOUR

SIGNATURE DETAILS

the correct sequence.

Details

1

desired information.

Step 1: Details

Enter Your Sighature Details

* Indicates a required field
o
Images

First Name* Last Name*

Job Title Department

Company Name

Office Phone Number Mobile Phone Number

Enter Your Social Links @

Make sure you're starting on the Details button of the
generator! This will ensure you're following along in

Linkedin Facebook

ttps://www.linke (@https://www.facel

X / Twitter Instagram

https://www.instal
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Fill in the fields with your After you've added your

address, continue scrolling to
add social media links,
additional fields, and/or
signature footer.

To: : Your Recipient )

Subject: Check out my new Email Signature

John Smith
Marketer

Marketing | HubSpot
He / Him

111 222 3333 | 111 222 3333
Jjohn@smith.com
www._hubspot.com

line 1, line 2, line 3, line 4

Create Your Own Free Signature

3.
Add links to your social media platforms
or directly to ASB’s profiles!

Simply go to your profile and copy the
link to paste into the form fields.

Copy these links if you wish to use ASB’s
profiles.



John Smith
Marketer
Marketing | HubSpot

4' He / Him

To remove the “Create Your Own Free

Signature” line, make sure to toggle 111222 3393 | 111 222 3333 John Smith

off the “Created With HubSpot” john@smith.com Marketer

button at the very bottom of the v hubspot.com Marketing | HubSpot
He / Him

L line 1, line 2, line 3, line 4

details page. | \O
Create Your Own Free Signature
111222 3333 | 111 222 3333

——————————————————— john@smih.com
Created With HUbSpO‘t www.hubspot.com
line 1, line 2, line 3, line 4

Click NEXT on the bottom of the page to continue onto Step 2: Images.

STEP 2: ADD A
SIGNATURE IMAGE

1.

Add the circle ASB logo. Copy _ o )
and paste this shared link into https://secureftp.americanbus.com/public/file/vr3xcbccfOajybmhuesfe
the Profile Picture field.

Step 2! Images

Signature Image
To: ( Your Recipient )

Subject: Check out my new Email Signature
Add ycur profile photo or logo to enhance your email signature!

Grab your file from your own hosted website or internet search.

Use these instructions for help.

320-334-3574

ASB Marketin i
Using Google Diive Images? (7] ) g marketing@ar
Marketing Department .
. . www.americar
Profile Picture @ e American Solutions for Business
Glenwood, MF

/public/file/vr3xcbccfOajybmhuesf9q/500pxCircleLogo.png

Company Logo
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STEP 3: SELECT
YOUR TEMPLATE

1.
Select Template 3

Step 3: Templates

Select Your Template

Template 1 Template 2

Template 3 @

e = s
To: (_ Your Recipient )

Subject: Check out my new Email Signature

Template 5

320-334-3574
ASB Marketing

Marketing Department

marketing@americanbus.com

) ) . WWW._americanbus.com
American Solutions for Business

Glenwood, MN

®00

Click NEXT to continue onto the stylizing portion of your signature.
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STEP 4: STYLE

YOUR SIGNATURE

1.
Copy and paste these color
codes into Theme Color, Text
Color, and Link Color.

1B2B3B

6E9AOC

Step 4: Styles

Style Your Signature
To: (Your Recipient )

Subject: Check out my new Email Signature
Select Theme Color [ J

d6EOA9C

Select Text Color

d1B2B3B

7 320-334-3574
ASB Marketing
Marketing Department

™ marketing@americanbus.com

Select Link Color

41B82B3B

) ] ) @ www.americanbus.com
American Solutions for Business

7) ® Glenwood, MN
Customize Font 00
Tahoma @
2. — 3.
Choose Tahoma and adjust Check your preview, the
your text to size Medium. signature should now reflect

ASB branding colors in areas
of your signature!

Continue to scroll till you reach the Call to Actionfield >> continued on next page of tutorial.
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OPTIONAL

To skip this section, click NEXT. The optional button allows you to add any additional links

like ESP, SAGE, or DC sites.

Add Call to Action

4. |
Add an optional CTA button.

Choose “Create Custom Button”
from the first drop down.

@ Custom CTA Type
Create a new CTA or upload a custom CTA of your choice

Create Custom Button

5. |
Customize what you would like your
button to say — something like “Find
Out More” or “Shop Now”

@ Custom CTA Copy*

Find Out More

@ Custom CTA URL*

6. |
Copy the URL to the website you’d like
your CTA button to link too.

ASB Marketing
Marketing Department

American Solutions for Business

Select CTA Color

4 6e9a9c @

Select CTA Text Color

# ffffff

7 320-334-3524

7 marketing@americanbus.com

7.
Copy the secondary blue color code
(#6e€9a9c) from above and keep the
text color white (#fffffY).

N

) www.americanbus.com

© Glenwood, MN

00

Find Out More

Click NEXT to see your finished signature. Next we will add your signature into Outlook.

&B EMAIL SIGNATURE TUTORIAL | 2026



STEP 5: COPY & PASTE

INTO OUTLOOK

Your New Signature Is Almost
Ready!

Simply answer the questions below to finish up.

HubSpot will ask you to answer the following question. ) B e B
Click “Confirm & Submit” once you're ready to move forward. SSSS———

We're committed to your privacy. HubSpot uses the information you provide to
us to contact you about our relevant content, products, and services. You may
unsubscribe from these communications at any time. For more information,

1 M check out our Privacy Policy

You're all done! Proof your
Confirm & submit

completed signature to make sure
there are no spelling errors and
all information is correct.

(T r———
To: ( Your Recipient )
o A

Subject: Check out my ne

< 320-334-3524
ASB Marketing
Marketing Department
American Solutions for Business

=~ marketing@americanbus.com

iy .
& www.americanbus.com

Glenwood, MN

200

Copy signature A Copy signature source code Email to your colleagues

2.

If everything looks correct click the orange “Copy
Signature” button. Hubspot will ask you to create a free
account. This is not necessary to copy your signature.
Click “Cancel” and the signature will still be copied.
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3.

Access your Americanbus.com Outlook
account and follow one of these steps to
add your new signature:

A. B.
Click the “Settings” gear (usually Go to “Accounts” and click
located in the top right corner). “Signatures” within that tab.

OR... '

A ()
Open a New Email. Message Insert Format text Draw Options

D N ] [a]s)
7 © H 63 oo
B. Attach Link Signature Record Pictures Emoji Table Apps Polls  Viva Loop Scheduling
Click the “Insert” tab.

file ~ v v v Insights =~ components poll

nchude Add-ins Collaborate Find time

C. B> Send
Click “Signature” and a drop down
should appear, then click the
“Signatures...” at the bottom.

pssage Insert Foymat text |

/_\l — !
// & \~/
Attach Link Signature Record Pictures Emaji
file - - D. E.
Click “+ New Signature”. Name your signature and then paste
your copied signature into the text

box.
ESend @ |
Signatures...

F.

Set your signature for when you
start new emails and for
replies/forwards.

Click save and you're all set!
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	LinkedIn Profile Link: https://www.linkedin.com/company/american-solutions-for-business/products?trk=tabs_biz_product
	Facebook Profile LInk: https://www.facebook.com/americanbus/
	Instagram Profile Link: https://www.instagram.com/americansolutionsforbusiness/
	ASB Logo PNG file Link: https://secureftp.americanbus.com/public/file/vr3xcbccf0ajybmhuesf9q/500pxCircleLogo.png
	Legacy Navy: 1B2B3B
	Spark Teal: 6E9A9C
	Theme Color Code: 6E9A9C
	Text Color Code: 1B2B3B
	Link Color Code: 1B2B3B


