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STEP 1

Click on your name from within your Engagifii workspace

[ My frea ’ Welcome Diana Prince! #
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STEP 2
Click on your name in the top right and then click on my and it'll say your
workspace name profile.

5 Myame > Welcome Diana Prince! #

opyright © 2024 ENGAGIFII Inc. - All Rights Reserved. | Privacy Policy
=

STEP 3

From your profile select your name preferences.
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STEP 4
Go ahead and click edit

Cor C[ = Diana Prince +
& = 0

# Home | B Reluiionanios
e Myarea »

* Diana Prince #  Add Title # PID: DPUAGAAT Status: Active Diands Preferences # () X
B Relationships > Total Time Worked: - Total Time Sarved in Termad Posiions:  Parson Types: Stall #  Roles: Administatar &

Togia) |+
£ Communications »
General Detsils | Accounting Detalle | Everts And Training | Poliical Information | Imeractions | Repoms  Activity Log
4§ Revenue »
A Legislation > DIANA'S PREFERENCES v
d Events ’ Email Signature Set Default Homepage
B Training >
& Settings and Configuration >
9 " signatre (2T

o signature for emails

STEP 5

Click the add signature button and create your email signature.

# Home B Relationships

* Diana Prince #  Add Title & PID: DPUADA41 Status: Active Diana's Preferences £ () %
Total Time Worked: - Tatal Time Served in Termed Positions: Person Types: Staff & Roles: Administrator &
Tagls) | +
General Details Accounting Details Events And Training Political Information Interactions Reports Activity Log

DIANA'S PREFERENCES

Email Signature Set Default Homepage
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STEP 6

Enter in a name for your signature and then add your signature details in the
text editor window. If this is your only signature, it will automatically be the
default one. When finished select Save.

# tome | Bl Relationships

* “Dmna Prince #  Add Title # PID:DPUAGAT Staus:Acthe Dianss Prefeences £ (2) X

Total Time Worked: - Total Time Served in Termed Positions:  Person Types: Staff #  Roles: Administrator &

Tagls): | +
General Detalls | AccountingDetails  Events And Training  Political Information | Interactions = Reports | Activity Log
DIANA'S PREFERENCES ~
Email Signature Set Default Homepage
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Best Regards,
Diana Frince

Administrative Assistant

STEP 7

You can create multiple signatures, just repeat the process by clicking on the
Edit button and Add New Signature. You can also choose which signature will
be the default one.

# Home B8 Relatonships
Jr 4 DianaPrince #  Add Title # PIDDPUAD441 Status: Actwe Dianais Preferences & () X
Total Time Worked: - Total Time Served in Termed Pasitions:  Person Types: Staff #8  Roles: Acministrator £
Tag(s) | +
GeneralDetals | AccountingDetals | Events And Training  Political Information  Interactions | Reports  Activity Log
DIANA'S PREFERENCES -

Email Signature Set Default Homepage
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STEP 8

From the email composer window, your default signature will appear. You
have the option to choose other signatures, or have no signature. You can
also select the Manage Signature button to create or edit the signatures.

2% Email To Many People

From: 0 Diana Prince (dianaprincel@yopmail.com) & x

To Start typing here to search.

Subject:

«, > | Paragraph v QSource
Best,

Diana Prince

Administrative Assistant
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Select Signature

Bearch

No Signature
Official Signature

Standard Signature |-

Manage Signature

Signature: | Standard Signature |21
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