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Step 1: Download the sighature template on the Brand Center
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Step 2:

Open the template you'd like to use
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This email, including sny sttachments, may be confidential and legally privileged If you are not the intended
recipient, please accept our apologies, and please do not disclose, copy, or distributs infarmation in this smail nor
take any action in reliance on its contents: to do 5o is strictly prohibited and may be unlswiul Plsase inform us that

this message has gone astray before deleting it. Thank you for your cooperation.
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Step 3: Update your contact information
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Step 4: Copy the updated sighature content and add it as your default signature

a. Copy (ctrl + c) all the content

Press Alt + i to draft with Copilot
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b. Click Insert - Signature - Signatures...
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c. Click new and type a name for your new signature.
Click OK

~atnras and Statinnen
ures and statnonenry

E-mail Signature Personal Stationery

E-mail account: jane.doe@dsm-firmenich.com

Select signature to edit

Delete
Rename
Edit signature
DM Sans «|la ~|| B I 11 F—— | = % | Business Card 218
Mew Signature 7 X
Iype a name for this signature I
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I oK I Cancel
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d. Paste (ctrl + v) the copied signature in the box

Signatures and Stationery S e. Select the signature you just created
E-mail Signature  Personal Stationery <defaUIt> for lNeW messageS' tO apply it
E-mail account: |36 doe@dsm-firmenich.com ~ when ComPOSing a new email.

Select signature to edit

efault New

If you also want the signature to appear in

Delete email replies, select it next to
Rename lReplieS/forwardS’
Edit signature
DM Sans vijg ¥ B I U Agomatic v ||= = = | Elsusinesscard | Ly & Click OK
1
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