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Email Footer Implementation - File Tab

- In your Outlook Account select “File” > “Options”

] o 3 9 Inbox - Eric.Schwegler@phonak.com - Microsoft Outiook

m Hime  Send/Receve  Folder  View

Account Information

Eric.Schwegler@phonak.com

| z L Microsoft Exchange 7

o Add Account
Open

T Account Settings -
a\kl Modify settings for this account, and configure |- -

Help additional connections. R e
S‘:‘“‘“““' Access this account on the web,

] Options ngs -

E3 exit =

Automatic Replies (Out of Office)
I Use sutomatic replies to notify others that you are out of office, on
. vacation, or not available to respond to e-mail messages.
Automatic
Replies

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted ltems and

archiving,
Cleanup
Tools ~
81.7 M8 free of 500 M8
Last Updated: 11:28
Your mailbox is near the maximum storage limit. Archive of
delete items to create additional free space.
&) Empty Deleted ltems Folder HArchive
Rules and Alerts
,‘ Use Rules and Alerts to help organize your incoming e-mail
- messages, and receive updates when items are added, changed, or
Manage Rules | removed.
& Alests
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Email Footer Implementation - Outlook Options Dialogue

+ In the new window (Outlook Options) select “Mail” > “Signatures...”
— Q Change the settings for messages you create and receive.

1 |m= |

P
Contacts ﬁﬂ Change the editing settings for messages. Editar Options... |
Tasks Compose messages in this format IHTI‘.-1L VI

Motes and Journal

|»

Compose messages

AB [T Always check spelling before sending Spelling and Autocorrect.., |
Search
v Ignaore original message text in reply or forward |
Mobile
Language % Create or modify signatures for messages. Signatures... |
Advanced
Customize Ribbon AIE: Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts... |

Quick Access Toolbar
Outlook panes

Customize how items are marked as read when using the Reading Pane. .
Beading Pane...

Message arrival

"'I When new messages arrive:
i j

[+ Play asound
I Eriefly change the mouse pointer

Add-Ins

Trust Center

v Show an envelope icon in the taskbar
v Display a Desktop Alert Desktop Alert Settings...

[~ Enable preview for Rights Protected messages (May impact performance]

Conversation Clean Up

bl Cleaned-up items will go to this folder Browse... |
= N = =l
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Email Footer Implementation - Image

- In this window (Signatures and Stationary) you define the appearance of your email footer

- To add the teaser add two empty lines below your existing signature and select the icon
“Insert Picture”

- On the new Dialogue navigate to the location where you saved the teaser, select it and
click “Insert”

Signatures and Stationery  —

. et —
-~ e <« Marketing Campaigns » Roger for Education » Signature » Final v‘&,” Search Final e
;a“ Signature Eersonal Stationery Back to Signature —
Organize = New folder =~ @ @
Select signature to edit Choose default signature B Desktop - = — e
i E-mail account: ; i Download:
- a Carine.Liardet@phonak. com [~] 8. Downloads 2 o R CTEERE) (RSt I
1= Recent Places £
Mew messages: autosig IZ|
Replies forwards: autesig IZ| ﬁ_L\brarles
- j Documents
& Music
o J e 1 e
Videos
Edit signature B
Calibri [=][11  [+] 7 U | [~ = = | @dsusinesscard | [F | @ 18 Computer
- - & o5
Carine Liardet ol 59 Pool Staefa (G)
Marketing Commnn L4 &3 Home (H)
...................................................................................... 59 Pool (P)
Phonak Communications AG 58 Tranter (T:)
cpnooaces 17 2720 hArte n P
e £A7 9F £ 80 A4 File name: - I o owmf jpg:” v]
Tno|53v [ mnset o] I[ cance |
ne.liardet@phonak.com
onak-communications.com www.hear-the-world.com
............. OK] [ —
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Email Footer Implementation - Link

- Select the teaser and click on the icon “Insert Hyperlink”

- Enter the URL to your local webpage (about Audeo B or rechargeable topic). Ideally build
a trackable to check clicks in Google Analytics.

Signatures and Stationery e LF ——— Link to: Text to display: |Phonak - life is on Scree

:gail Signature | Personal Stationery Look in: | My Documen ts |Z|

Existing File or
Select signature to edit Choose default signature Web Page | Qutlook Files Book
. Curren t
| Email account: | Carine.Liardet@phonak.com u . sAP
. . Folder IZII_]
Bookl.xlsx @
MNew messages: autosig Flace in This |E|_] Movies.pptx

Replies/forwards: [3utosig Documen t Browse: d

[ Delete ] ’ Mew ] Save
Edit signature
Calibri [=][1 []|I:' Fa i) ..........[:]|E§i
Carine Liardet
Marketing Communication Manager

Create New Recent
Document Files

= |_a_£|B_usinessCard |& !

&l
E-mail Address 2 3 “ = l E

= ® HIIIIIIIII

Address: itml?utm_source =teaser_COM&utm_medium=email&utm_content=image lzl

Phonak Communications AG
Laenggasse 17, 3280 Murten, Switzerland
Phone: +41 26 672 92 44

oK | [ Cancel
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Email Footer Implementation - Finish

- Click ok to set your new signature. It should appear automatically in your outgoing emails

now

Signatures and Stationery

| —

[:z-mail Signature | Personal Stationery |

Select signature to edit

autosig

Choose default signature

- E-mail account: |Carine.Liardet@phonak. com

MNew messages:

Replies /fforwards:

[ Delete

J

Edit signature

|Calibri

Fllu FE) 2 v [ ee—]| ]

|autosig

|autosig

1| K1|EY

| [%5] Business Card | & 9

Carine Liardet

E-Mail:

Marketing Communication M

Phonak Communications AG
Laenggasse 17, 3280 Murten, Switzerland

Phone: +41 26 67292 44

Carine.Liardet@phonak.com

e

121 Ww

w.phonak-communications.com  www

-

(&

[ Cancel
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