
 

Email Signature Tutorial 
How to set up your Gmail signature for Greenstand  

Overview 

Once onboarded we will send you an email regarding your new google account with Greenstand. 
This email will have your username and temporary password for Gmail login. You will be prompted to 
set up a new password upon sign in. Please go to Gmail to login. Use this email address for all your 
Greenstand business.   
 
Once you have logged in, please create a signature by using the standard signature provided in the 
google account setup email you received ​(copy and paste standard signature in your Google 
email signature settings, then customize your information)​.   
 
Make sure that your signature is as per the Greenstand standards. Here are the signature setup 
guidelines, please ensure these are used as your guide when setting up a signature. 

 
Watch a video tutorial on how to set up your Gmail email signature via the Google settings ​here​. 
 
Greenstand Guidelines 
 

● Name:​ It should be in Sans Serif, Bold, Grey (grey #3 see color palette below) and in Normal 
font size.  

● Title:​ Title should be in Sans Serif, Italic and Grey (grey #3) 
● Email:​ The word ‘Email’ should be in Sans Serif and in Normal size, Grey (grey #3) Use 

Underline for the actual email address. It should show in blue by default. 
● Social Accounts:​ The​ Greenstand Twitter should be linked​ to the signature. You may ​add 

your personal LinkedIn account (optional)​, or if you do not wish to connect your LinkedIn 
or don’t have one, then you can use ​Greenstand LinkedIn​ account instead.  

○ Account links should be in Green (the third green from the bottom) and Underlined.  
● Greenstand Logo:​ It should appear in your email signature setting when you copy and paste 

standard signature. Use this logo only, do not make any changes to that. ​This logo​ should 
be linked to ​greenstand.org​ home page. ​Copy ​this link​ and paste it in the add image as 
“Web Address (URL)” in the email signature editing tool.  

 
 

Grey #3 color to be used  Green to be used 
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https://youtu.be/vgiVf3MgYdQ
https://www.linkedin.com/company/18078156
https://greenstand.org/fileadmin/08-logos/greenstand-logo-email-signature.png
https://greenstand.org/home
https://greenstand.org/fileadmin/08-logos/greenstand-logo-email-signature.png

