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1. Click on the tab Home.

2. Click New Email.

Send f Receive Folder View
" ﬁlm| nore
=" & ’
= %= Clean Up~ < -2
Mew  MNew Delete  Reply Reply Forward
Email ltems~ W Junk~ All
Mew Delete Respond

3. Inthe tab Message click Signature.
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4. Click New to create a new signature. Name the signature.
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Outlook Signature

5. You can create a signature now and also add images. It is also possible to select the a default
signature for new messages and replies/forwards.
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E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
Max Mustermann E-mail account: -@hcu-hamburg.de

Mew messages: |Max Mustermann

Replies/forwards: |Max Mustermann
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Max Mustermann [
HafenCity Universitat Hamburg

Uberseeallee 16

20457 Hamburg

[ o ] | Cancel

6. After creating the signature you can select the signature you need.
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Max Mustermann
HafenCity Universitdt Hamburg
Uberseeallee 16

20457 Hamburg
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