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

1. Zvolte v menu zalozku PREFERENCES, pak vievo v menu polozku SIGNATURES. Kliknéte na New Signature.

Vlozte do pole Name text “CERGE-EI Signature”. V pravém hornim rohu v rozbalovaci listé vyberte Format
As HTML.

Select the PREFERENCES tab in the menu, then the SIGNATURES item on the left in the menu. Click on New Signature.

Enter the text “CERGE-EI Signature” in the Name field. In the upper right corner of the drop-down bar, select Format
As HTML.

Mail  Contacts  Calendar  Tasks [EMEEERES U
Save Cancel Undo Changes

¥ Preferences

@ General

%) Accounts Name: Format As Plain Text |

& Mail enter name | Format As Plain Text
$ Format As HTML

'f Filters 2 3 -

¥ Signatures

& Out of Office
Trusted Addresses
y Contacts
Calendar

v
- ]
|
& Sharing
]
o
s

Delete Attach Contact as vCard: Browse Clear
Notifications 1
Connected Devices & »
Import / Export
&) Shorteuts New Messages Replies & Forwards
B Zimlets Primary Account: | No signature | | Mo signature ¥
Signature Placement: ® Above included messages () Below included messages

2. Kliknéte na znak <> SOURCE CODE
Click on the <> SOURCE CODE character.
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Otevie se Vam pole, zde zkopirujte HTML kdd uvedeny nize. Nezapomeirite upravit tdaje za své!

A field will open, copy the HTML code below. Don't forget to edit the data for yours!

Source code

<div |\,|_| v

n Cén:e'

Novy text podpisu v HTML (vcetné disclaimeru a logem CERGE-EI ke 30tému vyroci): Zde prosim v prvnim
odstavci prepiste udaje za své (aZ po radek s CERGE-El webovymi strankami, nasledujici prosim neménte)
New signature in HTML (including a disclaimer and the 30" anniversary CERGE-EI logo): 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 following ones)

Name Surname<br/>

Position | Department<br/>

CERGE-El<br/>

Politickych véznia 7, Praha 1<br/>

Czech Republic<br/>

your.email@cerge-ei.cz<br/>

+420 224 005 your line<br/>

+420 your mobile number, if you have one<br/>

www.cerge-ei.cz<br/>

<br /><br />

<a href="https://www.cerge-ei.cz"><img
src="data:image/gif;base64,ROIGODIhQAFLAKIAAP///7wVPOFCtlil00GYq8/P7PHQ2NBbeSH5BAAAAAAALAAAAABAAUSA
AAP/CLrc/jDKSau900vNu/9geBIEaRKGIWbpma5wLM90bU/GEex8zx+0G+Gg8/mAt6RyyWx+csZoNAIDSq8H1awYyHpyXCJ
BcigXtQCzC10hEX/IiVrNdiat1/xPhNdLVRtxDVw8dRYEeoANfjsHCgaMYziEUYoOjF12S4iYkV+UnUaOLDt1InFmnGZyMowyYo
5CYhgugV5KXrJpJtaFTHLG9erMRiKOLjQuxww+rr2yvj6GGwI3Gx7m6NbzBohrN3LYXxQ2cbDg3E9vC136wodbUvXXQ2Vvt]S
ktQ+0Y6jsobNz4QUcmkyuDtAIQhPDtHxqBRtj9m6MIXhlQt+11CtgQ/6ECH300NBBAkuSAkwMKgKyXLo8lhuoWQID38kEflz!
djFtQbpBCChpzpukGwAdQow3italUM+GRgzwOFBhgkmrlqycLsOSJZRmzPBU6bsRws4fQZP+iefwYwKsCSmcBaFSBVEK8rz0
UfLOGtweaulIFDFAWIWrWk1Wz2tHIly6EssjshgtOxS2AIm9201hF4ZtjuWeK5sUBGGopOXvCEII9q7SGkw2mCkYsuOTglrwsS+
A1YTIHsXwfUDKKkI7jP1Bxcb1aOutQ33b1Hdyhc2GptAVoXyBac3Qbjn1+kCMONQuznlYJOWgbpgTmDuw+MEjKewfOD61dtp
+wOwLCD7f+30VDLZ51V8ph4logFHQjwdWCfWIHpZJQPCOrw4AXYRUAVf90ZxqEIUqwQonAGrlALfSzIOQOKFWAISYNomQ



Vje55glIAEBQgWQY4ZrsAYgWFFMc2IMEhhGQKIMBSAIisglV2M8+UDk14wO1njBVBNsuCNJH/4WRRW+HMdeDB2hGBQDq
7TU2AcuQuglNXz5E1FzeQC5QI9bdgkddyCAwqlGYcb41AXExvdDIXKZXWRkVQ7kZiKP4hIKW45mkCMFOeq5Z24AcYBRDIUS
RSENHOfUkF2ZrFtjkBkes5iog3+EkqGal9E)pl6+uVuGdmjKAp4a/boCkDrtS4Getc9lAgk//6MAJHZX1SRABrI3No6hp2FxoKac
SBPtAjtxuxYCns6Y66peGWtuUhdc6GaFkZoOp5IpyXqttBjdWkGkFslkrabtDGVEsWYEeZK2db4nglg3wRjWchH5d8DCdMvSL
ab4UUOUvshGHuighRNV6sAZKhRXahXdpZGjHizl6LwaXWmBxlhj72xHH5mqDrsillpzwii3TijJSeOHMsplKUyxDzRR4COHM/
h5b7mIC7HWQQPk4FCVOQtpE7tDSWeUAUSTKg3QMKV3JtAT+bfUjmlbXwlghtrZRCdb7hNxgrnHAKPC/MuaT96ASdcF3etti
kPaOtJEkbi3zvntDwhcyMgI3/8bQA2PJSYHDFzO0bQKOv04VV1Z3TuFEU9S4h39GLNZgXVvTYr68MaQdrazibfngKbkeZgKelxO
pLINtW8HIEGvksYnVtuOseBKuSSijlh12vDMycuvPYCp9EQ38SE/5m2yBeOBbKv/c3M+W{BfoC+Fkvv/Uo7cdf7t0uVily638f
dxtc+AJ6gCASmM2ztgCoIRpQesOC7IIAINOEgAP82vQpaUAHaaxr2GpBBUW1jFnNbAMMwMLI1bOyESsCS4sKluzvAYxghVMIlg
TIfn6HWhh5Q4ZVYmL8YUKt1/HsZg7i3mYbYEIdIDBOPt5SBxfnIGUFjmOv6954aluKIScyiBf98VwH8aWilv2iHbm7GBCIGrFp6
AY8W11gFLObAjd8Co7BY4RgyLsGMPzCFGi82vz768Y+ADKQgBONIQhryklUMTzWWYUcl4DGPcMMiGycZGzg+wJKxkSPIgIG
a/8nNjCRYKSSUSMIS5hCTI2milgWYma4EUVo3iCH5VNQOU90yMBpAJfw2ylfmUW1gx50h)8kxn4Hdcpl630I1qffUu7sKiPit4Z
5ix/IMIjliGZ/FomYXQZA14YQ5ZVS9YhCIHDIfzHnByY3rfQyQB1IrKDbOMI/LQpA/NOb482AJ+wOCEzx23zKt3hUUkCaplJCJRL
ycgPp/CzUH/aJHawxCAiZ4P/EnfeCV8sEcs9qykxIKbloFf553UyJFDraMU6YCxpSbSgn41CoKU60ui0ICq5DeCpgvXDipZkRk8BB
Yp4NgBgxa6jAJf2x3FGtcpLawPGtil1MEr9p0oQCgAeHTWgD8UGtGX0JXDxTIPctAGohKosWQ1liXckgAga04k+gFvVWGbl1gfe
0918Z1xz9x9Q87HZcdh74SeomKKEbV1s7GObE/Pa2BHRvV5SWiKxi2csUBbf4VUymIMXDbSkV/pujar3smLSjnci4T4H3rCs60A
0pi/YgjOc4nzGmwgZYwwIC+nKtW2DsUsai9YyRt5dk9ri+tmn1nTrBZXcfKkewUMYOyQ/8mLcvZ4LVvMscfldjFfKilodutK18Ec
1DbtROhv/zkS7r51polLtXHolayN57uuEqyPrpzz62HFVV40TcKgB4pcM/m6egqqvWrH/zcutnfCtQBwy3XUdZ7seUu873wDRIjzf
A2XFC3WTjtVmfjKtXwatlq9/tV23jEwgSnD73H5ekWUQIhknF0JiGrsGuz88vL3HdJkg2ueT/LLd2+kcNOXepljVpeFGf4r7iDDu
04GFbQkDO6QDUfCYtEX9HkynCuOjlIENovV7A3Xx5eUn3dNAIDOWs9XoAVbihvexVXu2AJmBFHratHcKOJTys68bni9xaMPg
RnBYhZpSQQd0s8aWf8hFDkxctt8seRGbspPKBhjxqcByM3kclcbAYcKMAXOP22tvO3QYS1lo0aou44elCuyaW9g00f5ZFdLsA
KkeHUwYAM+aN0Q11baaley9msmONi7AQkBncixLzo7FtdtkoejRgbRXQaaRdBU5bQSZ6NiLeLGyScGlipD2pdBGnWwSuxts
N4pwcluzl9R9DbRumM8IUkqCCV7glHvYZ3tCIDLVIE+I8E1fb7yYNg5t91MRUr9Sc9bOHAOZvcSTvQEai9rTL5u7p2CQ2+ninwdfi
a3RuGuKrlvhucUpRmG564UIAX6f2RwyWe8PIC77za2p2Ubhy6kZZYVpK8DNV8F51Ztz/Pehgboo/Xs87Y6Szit)pc9gpWtvhvo
NANNw29UqPBXd4yilUs45YcDNzZIDLUO4MjLHrIV1PRhd5YQMEIOot/c1K8KVCLFPCKtMu6gVR+SavwFOL1YYwWUA1716EG
G7BjDDbe2vItCG/z/mgq7arWMuBLLuamZ0PuhsOaPurVDz0Uslg3myPfuljUi8Y08P3C+W16VNvIbHObWvmMzb7GbLwOw/
rSRb4sEvS1Y21fe9UjEPDhgXIF6XbIS+p77AfVIm8XNnngO97rqMejd5s8m9ljpUI9USNLsv75ht4P8LXUdDEobe/hP5zak+1no
2mIn8HS9VLIsH/2u76mom86XtkKV6/WLgh+w4jd+xtMmHUB+rGBMXFBnL+UrbMVj9XdbAYIY8xRe38eAojN7FbiA/6dyAX
hMkPE6CphG6CdzdsMoHTAziOcr8HdeFuNjWbEShHASNCZ/CzVVu+R/h8aB32ZLHyhGZAIOkpRgH8BOc8UpMFhYqlU9a6cY
bGdzfNJjJOUh8NMZIVEGj2CFAdcZxvd5PmQ8XAgo5peFYshGSGIGIcgCD/QgX1iAY9iGbviGeBiHI5QAADs=" alt="" /></a><br
/>

<br /><br />

<span style="font-size: 9pt; font-family: Verdana; color: DarkGray"><b>Upozornéni:</b></span><br />

<span style="font-size: 8pt; font-family: Verdana; color: DarkGray"><i>Neni-li v této zpraveé vyslovné uvedeno jinak, ma
tato E-mailova zprava nebo jeji ptilohy pouze informativni charakter. Tato zprdva ani jeji pfilohy v Zddném ohledu
Univerzitu Karlovu, CERGE, ani Narodohospodafsky tstav AV CR, v.v.i. k niéemu nezavazuji. Text této zpravy nebo jejich
pfiloh neni navrhem na uzavieni smlouvy, ani pfijetim pfipadného navrhu na uzavieni smlouvy, ani jinym pravnim
jednanim smérujicim k uzavreni jakékoliv smlouvy a nezaklada predsmluvni odpovédnost Univerzity, CERGE, ani
Narodohospodaiského tstavu AV CR, v.v.i. Obsahuje-li tento e-mail nebo néktera z jeho piiloh osobni Gidaje, dbejte pfi
jeho dal$im zpracovani (zejména pfi archivaci) souladu s pravidly evropského nafizeni GDPR.</i></span><br />

<br />

<span style="font-size: 9pt; font-family: Verdana; color: DarkGray"><b>Disclaimer:</b></span><br />

<span style="font-size: 8pt; font-family: Verdana; color: DarkGray"><i>If not expressly stated otherwise, this e-mail
message (including any attached files) is intended purely for informational purposes and does not represent a binding
agreement on the part of CERGE, Charles University, or the Economics Institute of the Czech Academy of Sciences. The

text of this message and its attachments cannot be considered as a proposal to conclude a contract, nor the acceptance



of a proposal to conclude a contract, nor any other legal act leading to concluding any contract; nor does it create any
pre-contractual liability on the part of CERGE, Charles University or the Economics Institute of the Czech Academy of
Sciences. If this e-mail or any of its attachments contains personal data, please be aware of data processing (particularly
document management and archival policy) in accordance with Regulation (EU) 2016/679 of the European Parliament

and of the Council on GDPR.</i></span></div>

| Source code |

[Charakier., lato zprava ani Jeji prilony v zadnem onledu UNIVerZity karlovd, CERGE, ant
nces Narodohospodafsky Gstav AV CR, v.w.i. k nidemu nezavazuji, Text této zpravy nebo jejich
pfiloh neni ndvrhem na uzavieni smlouvy, ani pfijetim pfipadného navrhu na uzavfeni
smlouvy, ani jinym pravnim jednanim sméfujicim k uzavienr jakékoliv smlouvy a nezaklada
Accounts pfedsmluvni odpovédnost Univerzity, CERGE, ani Narodohospodafského dstavu AV CR, v.v.i. Format As
Obsahuje-li tento e-mail nebo néktera z jeho pfiloh csobni Gdaje, dbejte pfi jeho daldim
zpracovani (zejména pii archivaci) souladu s pravidly evropského nafizeni GDPR.</i>
</span=<br />

;7 Signatures <br />

- <span style="font-size: 9pt; font-family: Verdana; color: DarkGray" > <b>Disclaimer:</b>
</span=<br />

ed Addresses <span style="font-size: 8pt; font-family: Verdana; color: DarkGray" > <i>If not expressly
stated otherwise, this e-mail message (including any attached files) is intended purely for
informational purposes and does not represent a binding agreement on the part of CERGE,
Charles University, or the Economics Institute of the Czech Academy of Sciences. The text of
this message and its attachments cannot be considered as a proposal to conclude a contract,
nor the acceptance of a proposal to conclude a contract, nor any other legal act leading to
concluding any contract; nor does it create any pre-contractual liability on the part of CERGE,
nnected Devices & Apps Charles University or the Economics Institute of the Czech Academy of Sciences. If this e-mail
or any of its attachments contains personal data, please be aware of data processing
(particularly document management and archival policy) in accordance with Regulation (EU)
2016/679 of the European Parliament and of the Council on GDPR.</i=</span>;</div>

3. Pokud pfevainé pisSete interné: Vyberte v sekci PRIMARY ACCOUNT volbu NO SIGNATURE, pfipadné jiny
interni podpis. UloZzte pomoci tlacitka SAVE v levém hornim rohu.
If you mostly write internally, in the PRIMARY ACCOUNT section, select the NO SIGNATURE option or

another internal signature. Save with the SAVE button in the upper left corner.
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3. Pokud prevainé sméruje Vase korespondence externé: nastavte si ve spodni ¢asti “Using Signatures” v
sekci PRIMARY ACCOUNT nové pfidany podpis CERGE-EI Signature, tim se Vam automaticky vloZi podpis do
nového mailu. Ulozte pomoci tlacitka SAVE v levém hornim rohu.

If most of your correspondence is directed externally, set the newly added CERGE-EI Signature in the
PRIMARY ACCOUNT section, this will automatically insert the signature into your new e-mails. Save with
the SAVE button in the upper left corner.
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V Menu kliknéte na MAIL a zvolte COMPOSE: As HTML. UloZzte pomoci tlac¢itka SAVE v levém hornim rohu.
In the Menu, click MAIL and select COMPOSE: As HTML. Save with the SAVE button in the upper left corner.
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