User Guide for E-mail Signatures . visCcCaOM
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This User Guide explains how to set up e-mail signatures for all Viscom employees and is valid as
with effect from 2 March 2020.

Long version

The new signature is initially shown below as a long version with all information that the e-mail
signature should include:

Best regards

Max Mustermann
Engineer
Position in English

T:+49 511 94996-775 | M: +49 151 116 262 35 | E: max.mustermann@viscom.de
Viscom AG | Carl-Buderus-Str. 9-15 | 30455 Hanover, Germany
www.viscom.com | YouTube | LinkedIn | Twitter

Visit us at SMTconnect from May 05-07 in Nuremberg, Viscom Booth 4A-120

viscoM

technology

Short version

Alternatively, there is a short version that includes only the minimum of required information:

Best regards

Max Mustermann
Engineer
Position in English

T: +49 511 94996-0 | E: max.mustermann@viscom.de
www.viscom.com | YouTube | LinkedIn | Twitter



mailto:max.mustermann@viscom.de
http://www.viscom.com/
https://www.youtube.com/channel/UC0vjUJMFiDSRV5iO452NToA/
https://www.linkedin.com/company/viscom-ag
https://twitter.com/ViscomAG
mailto:max.mustermann@viscom.de
http://www.viscom.com/
https://www.youtube.com/channel/UC0vjUJMFiDSRV5iO452NToA/
https://www.linkedin.com/company/viscom-ag
https://twitter.com/ViscomAG
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Corporate Design Information:

Font color: Viscom blue RGB Red 0 / Green 38 / Blue 82
Font style: Calibri
Font size: 11

Disclaimer

The disclaimer text is added to this and automatically inserted by our admins as an e-mail footer:

This e-mail communication is confidential and intended only for the individual(s) or entity named above. If you are not the intended
recipient, please do not read, copy, use or disclose the contents of this communication to others. For information on Viscom AG data
protection, please refer to our privacy policy on our website: https://www.viscom.com/europe/data-protection-statement/

Viscom AG - Carl-Buderus-Str. 9-15 - 30455 Hanover, Germany - Tel: +49 511 94996 0 - E-Mail: info@viscom.de — Executive Board:
Carsten Salewski, Peter Krippner, Dr. Martin Heuser, Dirk Schwingel - Chair of the Supervisory Board: Prof. Dr. Michele Morner - Legal
Venue: Amtsgericht Hannover - Registration Number: HRB 59616

Differences between the long and short versions:

In the long version, you have the option of adding the following information:
e direct extension and cell phone numbers
o text reference to future events
e additional Viscom address such as a branch office or home office if this is not identical to the
address given in the disclaimer

Design & Set-up

In the new e-mail signature, the fonts, font sizes and colors for the individual parts of the automatic
signature are specified. Viscom's social media profiles are also integrated as links.

This means that you can copy the signature from this document, except for the banner, which must
be integrated as described below.

The automatic signature includes our changing advertising banner, via which we advertise current

topics such as advertising campaigns, trade shows and events, new products, software releases, new
brochures, the customer newsletter and videos.

That's why we set up a central folder for the current banner file, so that any new banner will be
automatically updated/replaced in the e-mail signature.


https://deref-gmx.net/mail/client/QuEKZtHu4Pk/dereferrer/?redirectUrl=https%3A%2F%2Fwww.viscom.com%2Feurope%2Fdata-protection-statement%2F
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Advertising Banner

Please set up the link to the banner file just once in your signature template:

1) Outlook — New e-mail message — File — Options — Signatures

-

Quick &ccess Toolbar
Qutlook panes
Add-Ins
Custamize howe items are marked as read when using the Reading Pane,
Trust Center

Message arrival

'Aj When new messages arrive:

Play a sound

Eriefly change the mouse painter
Showe an envelape icon in the taskbar

Customize Ribbon }il?-, Use stationery to change default fonts and styles, colars, and backgrounds, Stationery and Eonts...
w

Beading Pane...

Display a Desktop Alert Desktop Alert Settings...

|:| Enable preview for Rights Protected messages [May impack performance)

Conversation Clean Up

x i Cleaned-up items will go to this folden Browse,.,

Qutlook Options [? ==
-
General . .
Q Change the settings for messages you create and receive,
kil
Calendar CoOmpose Messages
Contacts fj’ﬂ Change the editing settings for messages, Editor Options... =
Tasks Compoase messages in this format: | HTML lz‘
Motes and Jaurnal
AB |:| Always check spelling before sending [ Spelling and Autocorrect... ]
Search
Ignaore ariginal message textin reply or forward B
Mahbile
Language /a Create ar modify signatures for messages.
Advaniced

[

QK ] [ Cancel
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2) With one line of spacing below the social media links and the text reference icon,

select "Insert image"

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature ko edit Choose default signature

e signature

E-mail arcount: | anelie, Gueber@viscom. de

MNew messages: (none)

Replies forwards: {rone)

A

Delete l [ ey ] ’ Sawve l [ Benarme ]

Edit signature

Calibri (Bady) 1 [+l 7 U Automatic [ |

5 Business Card | 3] g)

Mit freundlichen GrilBen / Best regards

Dipl.-Ing. Max Mustermann
Pasition de / Pasition en

T 449511 94996-0 | E: max.mustermanni@viscom.de
wiwew viscom . com | YouTube | Linkedin | Twitter

[0]4

| | cancel
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3) Under "File name", insert the link below using the option "Insert" -> "Link to file" (this may take a

minute).

https://www.viscom.com/fileadmin/user upload/viscom/ global/images/images page/Untern
ehmen/Autosignature/ new/Europe/Viscom Autosignature.jpg

,g] Insert Picture
1 uvh;l v Libraries » Pictures » - |#,.‘ Search Pictures }J|
Organize = MNew folder = ~ @ @

- . ,
(0] Microsoft Outlook —  Pictures library Arange by: Folder =
Includes: 2 locations

i Favorites

Bl Desktop

4 Downloads

=l Recent Places
- Libraries NVIDIA Sample Pictures

@ Documents Corporation

J’ Music

|=| Pictures

i Videos
% Computer

& Systern (C:)

a ProAlphaDrive2 (

o ViscomDaten 0\ 7

File name: (dfviscom/_globalfimages/images_page/lnternehmen/SutasignatureViscom_Sutosignature jpg « [AII Pictures ']
Tools - [ Insert Iv] [ Cancel I
Insert
Link to File
Insert and Link

4) When the image has been inserted, click "OK" to save, and then close the Options window by

clicking "OK" again.
Signatures and Stationery @

E-mail Signature | Personal Stationery

Select signakure to edit Choose defaulk signature

E-mail account: | 4melie, Gueber@viscom. de

Mew messages: fnonel

FE]E]

Replies|forwards: {rone)

-

Delete l [ e l [ Save ] [ Renare ]

Edit signature
Calibri (Body) [+][11 E| B I U Automatic E|

T: +43 511 34356-0 | E: max mustermann@yviscom. de
ww . viscom.com | YouTube | Linkedin | Twitter

= ‘,E_Elﬁusiness Card ‘ﬂ %

~

d

mVvViSCOM

T

oK Cancel



https://www.viscom.com/fileadmin/user_upload/viscom/_global/images/images_page/Unternehmen/Autosignature/_new/Europe/Viscom_Autosignature.jpg
https://www.viscom.com/fileadmin/user_upload/viscom/_global/images/images_page/Unternehmen/Autosignature/_new/Europe/Viscom_Autosignature.jpg
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Help with incorrect image size of the advertising banner

Sometimes the linked image is displayed in the automatic signature, but not in the correct size.
However, it is possible to edit the HTML code in Outlook e-mail signatures:

1. In Outlook, select E-mail from the Options menu. Then press and hold Ctrl and click on
Signatures.

-

Qutlook Options [? ][==]
General . . i
Change the settings for messages you create and receive,
kil
Calendar CoOmpose Messages
Contacts fj’ﬂ Change the editing settings for messages, Editor Options... =
Tasks Compoase messages in this format: | HTML lz‘
Motes and Jaurnal
. " AB |:| Alvways check spelling before sending [ Spelling and Autocorrect.., ]
eard
Ignaore ariginal message textin reply or forward B
Mahile
Advanced

Language /a Create or modify signatures for messages.
Customize Ribbon }il?‘ Use stationery to change default fonts and styles, colors, and backgrounds, Stationery and Fonts...
o

Quick &ccess Toolbar
Qutlook panes
Add-Ins

= Customize howr items are marked as read when using the Reading Pane, -
Trust Center = Reading Pane

Message arrival

"1'2 When new messages arrive;

Play a sound
Eriefly change the mouse painter
Show ah erwelape icon in the taskhar

Display a Desktop Alert Desktop Alert Settings...

|:| Enable preview for Rights Protected messages [May impack performance]

Conversation Clean Up

% i Cleaned-up items will go to this folden Browse,., e
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2. A window with defined signatures opens. To edit the desired entry, right-click on it and select
"Open with" and then select "Notepad".

B8R ==
Q@v‘ + Gueber, Amelie + AppData » Roaming » Microsoft » Signatures » <[4 s o]
Omanize v (3 Open »  Sharewith = Print  New folder =~
g Name Date modified Type Size
B Desktop new signature files File folder
i§ Downloads ] new signaf Open HTML Document 26 KB
1| Recent Places ) new signal Rich-Text-Format 36 KB
Bearbeiten
|| new signai Text Document 18

o] 5 Windi
5 Libraries pen in Same Window

%) Documents Drucken

J Music Unstoppable Copy

&= Pictures T-Zip H

B Videos CRC SHA v
Dpen with b @ Internet Beplorer

-E, Computer Share with , | “8 Microsoft Visual Studio 2008

= ProAlphaDrive2 (D) | | MNotepad |
Sendto v

2 Viscombaten (star Choose default program...

5# ZentraleTechnik (\\s Cut

&5 Amelie.Gueber (Wit Copy

i Network Create shortcut
Delete

Rename

Properties

w new signature  Date modified: 2/28/202012:09 PM Date created: 2/28/2020 12:07 PM
HTML Document Size: 25.6 KB

3. The HTML code is displayed. Find the dimensions and correct them, if necessary, as follows:
Width=490 Height=120

o e e e e g e e e p e e mmm oo mm e mimemm— e oo D e
href="https :/Awww. youtube. coms/channe] AUC0vUIMFIDSRVE 104 52 NToA/ " ><span

Tang=EN-US style='Tont-size:1l. opt; font—Ffamily: "calibri”, "sans-serif";
mso-bidi-font-family:calibri; color#002652;mso-ansi-Tlanguage :EN-US ' >vouTube</spans></a»<span
Tang=EN-US style='font-size:ll.0pt; font-family:"calibri”, "sans-serif";
mso-bidi-font-family:Calibri;calor :#002652;mso-ansi-language:EN-Us'> | </span><a
href="https:Awww. TInkedin. coms/comparyAvviscom-ag" ><span” lang=EN-US

style="font-size:1l. opt;font-Ffamily:"Calibri", "sans-serif ";mso-bidi-font—Family:
Calibri;color:#002652;mso-ansi-1 anguagE:EN—US'>L1'nkedIn</span></a><span

Tang=EN-US style='fornt-size:ll. opt;font—Ffamily:"Calibri"”, "sans-serif";
mso=-bidi-font-family:Calibri; color 4002652 mso-ansi-Tanguage:EN-US' > | </spans<a
href="https://witter. comfviscomac " ><span lang=eEN-Us style='font-size:1l. opt;
font—family:"calibri”,"sans-serif";mso-bidi-font-Family:calibri; color #002652;
mso—ans‘i—'language:EN—US'>Tw‘itter</span></a><span Tang=EN-US style='font-size:

11. opt; font-Family:"Calibri®, "sans-serif";mso-bidi-font-family:Calibri;

color 1 #002652;mso-ans-TanguageEN-US' =<0:p></0rpr</spans</p>

<p class=MsoAutosige<img border=0[width=490 he 20]9d="_x0000_i1025"
src="https:/Swww. viscom. deA i eadminuser _Op loadw1scom/_global Mimages images_page/Unternehmensautosignatureviscom_autosignature. jpg"></p>

<p class=MsoAutoSigs<o:p=&nbsp; </o:p></p>
< /i

</hody>

</html=
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4. Save the settings.

1 new signature - Notepad
File Edit Format View Help

<p class=einfabs style="Tine-height :normal’><span lang=Fr style='font-size:

6. 5pt; font-Family:"Calibri","sans-serif";mso-bidi-font-family:calibri;

colo 002060;mso-ansi-Tlanguage:FR' > </spanz<span
Tang=Fr st).‘/'l e='font-size:6. 5pt; font-Family: "Calibri®, "sans-serif";mso-bidi-font-Family:

calibri;color:#002652;ms0-ansi-language:FR' »<0ip></0p></spans</ /o>

<p class=einfabs sty1e:"\1‘ne:he"\ght:nnrma1'><span lang=rFr style='font-size:

6. 5pt; font-Family:"Calibri", "sans-serif";mso-bidi-font-family:calibri;
color:#002652; mso-ansi-Tanguage:FR' ><0:pr&nhsp; </0ip><//span></p>

<p class=einfabs style='Tine-height:normal’><span lang=Fr style='font-size:
11. opt; font-Family:"calibri”, "sans-serif";mso-nidi-font-family:calibri;

colo 002652;mso-ansi-language:FR'>T: +49 511 24996-0 | E: </span><a
href="majilto:max.mustermann@iscom. de"><span style='font-size:11. Opt;
font-family:"calibri", "sans-serif";mso-bidi-font-Family:Calibri; cagar 1#002652;
Text-decoration:none; text-under Tine:none’ =max.mustermann@viscom. de</spanz</a=<span
style="font-size:1l. 0pt; font-family: "calibri”, "sans-serif";mso-bidi-font-family,
Calibri;color 4002652 ><0:p=</0: p></span></p> Notepad £2

<p class=einfabs style='Tine-height:normal’><a href="http:/Awww.viscom. com/"><s
1gng=EN7US Sty'\e='FyD{nt—s'iz 1. Ogt;fnnt—Famﬂy: AR A Do you want to save changes to
mso-bidi-font-family:calibri cn'\nr:#002652;msu—ansi—'\anguage:EN—uS'>www.v1'scnm. C:\UserS\AmelieGueber\AppDaia\Raami. \new
Tlang=EN-US style='font-size:1l.0pt; font-Famil calibri®, "sans-serif"; .
mso-hidi-font—family:Calibri; color :#002652;mso-ansi-language :EN-US'> | </span>< S‘QWaT\Jl’e‘mm?
href="https /. 'g_nutube. com,/channel /UCOvIUIMFIDSRYS 104 52NToA/ " ><span

Tlang=eN-Us style='Font-size:ll.opt;font-Family:"calibri", "sans-serif";
mso-bidi-font-family:calibri;color:#002652;mso-ansi-language :EN-US' >vouTube</sp|
Tlang=EN-US style='font-size:1l.0pt; font-Famil calibri”,"sans-sarif";
mso-hidi-font—family:calibri; color:#002652;mso-ansi-language:EN-US'> | </span><
href="https: Avww. Tinkedin. com/compary,Aviscom-ag" ' ><span” 1ang=EN-US

st¥7 font-size:1l. opt; font-family: "Calibri”,"sans-serif";mso-bidi-font-family:
Calibri;color:#002652;mso-ansi-Tlanguage:EN-US' »LinkedIn</span></a»<span
Tlang=EN-US style='font-size:1l.0pt;font-Family:"Calibri", "sans-serif™;
mso-hidi-font—family:Ccalibri;color :#002652;ms nsi-language:EN-US'> | </ span><a
href="https: //rwitter. com/viscomas'><span lan ='font-size:11l. 0pt;
Font-Family:"calibri", "sans-serif";mso-bidi—Font-Family:calibri; color (#002652;
mso-ansi-language:EN-US' >Twitter</spanr</ar<span lang=EN-US style='font-size:
11, opt; font-Famil ibri", "sans-serif";mso-bidi-font-family:calibri;

|_save J|[ pontsave | [ cancel

calibri",
color:#002652; mso-ansi-Tanguage:EN-US' ><0:p></0ipr</span></p>

<p class=Msoautasigr<img border=0 width=490 height=120 id="_x0000_11025"

src="https://www.viscom. de/fileadnin/user_upl Dag/\n scom/_global/images,/images_page/Unternehmen/autosignature/viscom_Autosignature. jpg"»</p>
<p class=Msoautosigs<o:p>&nbsp; </o:p></pe

</divs

</body>

</htmls

m
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Text Templates for Absence Assistant

For the following cases there are standard phrases for your automatic response email. Please
use these standard responses for internal and external recipients.

In case of business travel or vacation:
Hello,

Thank you for your message. | am currently on vacation / on a business trip and during this time |
have no / only limited access to email. | will answer it when | am back on >date<. For urgent matters
please contact >email address and phone num of a colleague< or call our head office via +49 511
949960.

Best regards,
John Doe

In case of absence without cause:

Hello,

Thank you for your message. | am currently out of the office and will be back on >date<. If your
message is urgent, please contact >name< at >email address and phone num of a colleague< or call
our head office via +49 511 949960.

Best regards,
John Doe

In case of a long-term absence due to illness or without substitute arrangement:

Hello,

Thank you for your message. Unfortunately | am not available until further notice / until >date<. Your
email will not be forwarded.
Please contact our head office by phone +49 511 949960 or by sending an email to info@viscom.com.

Best regards,
John Doe



