How to Create a New Signature in Outlook Scribe~

1 Navigate to outlook.office.com/mail/inbox/id/AAQKAGM3YmOQyZj...

2 Copy the entire email signature (from "Kind regards" to the banner below)
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3  Click "New email"
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4  Click the signature icon.
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5  Click "Signatures..."
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6  Click "New signature"
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Click the "Edit signature name" field and fill in a name for the new signature (e.qg.
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Edit and choose signatures that will be automatically added to your email message.
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Paste the new signature in the box below.
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Change the name, title, image, phone number and email address to match your
own.
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10  You can easily copy/paste your own photo from your old email signature.
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11 Click "Save" in the bottom.
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12  Check that you have chosen the new email signature in the drop down.

' + New signature

Junk email AP _ny kollega v 5 i
ick st
Fhadksleps v AP_ny kollega
Customise actions TL + AP logo
Sync email AP_konsulent job
Message handling Timelog2
Forwarding TimeLog! +45¢
RING
Automatic replies Timelog New
Retention policies g M A B I U 2~ AV E = < »= »n E
S/MIME
Groups

Select default signatures

For New Messages:  Timelog New L




Decide when you want to use the new email signature (New messages / replies /
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forwards)
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Message format

Choose whether to display the From and Bcc lines when you're composing a message.
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