3 KROKY JAK VLOZIT PODPIS PRO EXTERNi KOMUNIKACI
3 STEPS HOW TO INSERT A SIGNATURE FOR EXTERNAL COMMUNICATION

1. Oteviete novy email, zvolte v menu zalozku SIGNATURE, volbu Signatures...

Open a new email, select the SIGNATURE tab in the menu, option Signatures...
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V zdloZce E-MAIL SIGNATURE zvolte tlacitko NEW, novy podpis nazvéte “CERGE-EI external”. UloZte pomoci
tlacitka OK.

In the E-MAIL SIGNATURE tab, select the NEW button, name the new signature “CERGE-EI external”. Save
with OK.
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2. Novy vzor podpisu niZe: Zde prosim v prvnim odstavci prepiste Gdaje za své (az po fadek s CERGE-EI
webovymi strankami, nasledujici logo a disclaimer prosim neméiité)
New signature sample bellow: Here, in the first paragraph, please rewrite the data as your own (up to the

line with the CERGE-EI website, please do not change the logo nor the disclaimer)

Katefina Dirrova

Event Manager | Development & PR Department
CERGE-EI

Politickych véznd 7, Praha 1

Czech Republic

katerina.durrova@cerge-ei.cz

+420 224 005 303

+420 602 259 353

Www.cerge-ei.cz
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3. Zkopirujte Vas novy podpis a vlozte do pole EDIT SIGNATURE. Ulozte pomoci tlac¢itka OK. Nastaveni
formatu pisma ponechte (pro osobni Gdaje je pouzit font Calibri (Body) 11, pro Disclaimer Verdana 8
kurziva).

Copy your new signature and paste it into the EDIT SIGNATURE field. Save with OK. Leave the font format
setting (Calibri (Body) 11 font is used for personal data, italic for Disclaimer Verdana 8).
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Pokud prevainé sméruje Vase korespondence externé: nastavte si v sekci CHOOSE DEFAULT SIGNATURE v
rozbalovaci listé NEW MASSAGES nové nastaveny podpis pojmenovany CERGE-EI external.

If your correspondence is mostly directed externally: in the CHOOSE DEFAULT SIGNATURE section, the drop-
down bar NEW MASSAGES, here set the newly created signature named CERGE-EI external.

Pokud piSete vétsinou interné: nastaveni nemériite, ponechte Zadné (none).
Novy podpis s logem v pripadé potieby pfilozite do nového emailu takto: zalozka MESSAGE, blok INCLUDE,
dale tlacitko SIGNATURES, vyberte nové nastaveny podpis pojmenovany CERGE-EI external.

If you usually write internally: do not change the setting, leave none.
If needed, attach a new signature with the logo to the new email as follows: MESSAGE tab, INCLUDE block,
then the SIGNATURES button, and select the newly created signature named CERGE-EI external.



