How to create a signature with Loc8 Code icon and link

MS Office 2003

To create a signature in MS Office 2003:

Go to Tools 2 Opftions
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Now go to Mail Format Tab, on the bottom of the window you should see
Signature section.

Options

Preferences | Mail Setup | Mail Format | Spelling | Security || Other

Message Format
_jj Chonase a Farmat For aukgaing mail and change advanced settings,

Compaose in this message Format: HTr'-'1L b |

Use Micrasoft Office Word 2003 bo edit e-mail messages
[]use Microsoft OFfice Word 2003 to read Rich Text e-mail messages

[ Internet Format., .. ] [lnternatinnal Opkions. .. ]

Stationery and Fonts

f Ilse stationery to change wour defaulk Font and skyle, change colors,
AT+ and add backgrounds ko your messages.
'

IJse this stakionery by defaulk; | <MNone = w |
[ Eonts, ., ] [ Skationery Picker... ]
Signatures
b
ﬁ; Select signatures For accounk: |Eva Locd Code Lkd W |
Signature for new messages: |5ignature_1 W |
Signature For replies and forwards; |5ignature_1 w |
[ Signatures, .. ]
(04 l [ Cancel

Click on Signatures... button
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Here you can Edif..., Remove... existing signature or create New...

Create Signature

Signature:
@ Signature Edit...
Signature_1
[ew, .,
Prenview:
Eva Osojca -
Sales & Technical Support
Locd Code Lid.
E: eva@locBcode.com
WewwwllocBcode.com 3
T: +352 (21) 483 2990
LocS Code: WaL-82-4YK
b’
[ O ] [ Cancel ]

If you have one already and you want to edit it to add Loc8 Code link
and icon, please highlight it and press Edit...
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Here you can add text and format it, but if you want to add picture and
link, click on Advanced Edit. ..

It will ask you then to launch an editor that is not part of Microsoft Office
Outlook (it might be word or publisher) click Yes

Edit Signature - [Signature_1]

Signature text

g This text will be included in outgoing mail messages:

[

Eva Osojca
sales & Technical Support

Locg Code Ltd.
E: evaB@locBocode.com

D e e
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[ Faont. .. ] [ Paragraph. .. ] [ Clear ] [ Advanced Edit, ..

wZard options

atkach this business card (wCard) to this signature:

| “Mone = bt |

[ Mew vwCard From Conkact, .. ]

[ (8]4 ][ Cancel ]
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Here you can format text and add picture (see below
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Untitled.htm: 435 characters (an approzimate value).

Go to Insert > Picture & From File... and then just browse for Loc8 Code
icon.
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To add a link, select your picture and go to Insert 2> Hyperlink...
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¢ Fle  Edt View | Insert | Format  Tools  Table Y

P9 5 = Ereak... .

: —
AR Page Mumbers, ., .

Best Regords

Bvwa Crsojoo
Soile: & Techhicol Sug

Locd Code Lid. _JI
E: evo@locBoode ool
Wl 2wy locBococde .
T +353 [21] 483 2970 pjl
LocE Code: MgL-82-4

Ftory in Tol =

Date and Time. ..

AutaText k
Field. ..

Syrnbal, .

Comnent

Reference 2

Wweb Component, .

Picture F
Diagram...

Text Box

File...

Ohiject, ..

Bookmark. ..

-

Hyperlink,..  Chrl+k

In Address field put a link to your Loc8 Code

http://www.loc8code.com/XXX-XX-XXX and click OK
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Now save word file on you PC and close application.

You should have your MS Outlook still open and see your new signature.
Click OK to save changes.

Don’t forget to set your New Signature for New messages and when
replies and forwards see Signature section.

Options

Preferences | Mail Setup | Mail Format | Spelling | Security || Other

Message Format
Choose a format For outgoing mail and change advanced settings.

fj Compose in this message Format: | w |

Use Micrasoft Office Word 2003 to edit e-mail messages
[ Juse Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Internet Format. .. ] [lnternatinnal Options. .. ]

Stationery and Fonts

f Ise skationery to change wour defaulk Fonk and skyle, change colors,
AT+ and add backgrounds bo your messages.
S

IJze this stationery by defaulk; | “MNane > b |
[ Fonks., .. ] [ Skationery Picker. .. ]
Signatures
L
é; Select signatures for account: |E\-'a Locs Code Led w |
Signature for new messages: |5ignature_1 W |
Signature For replies and forwards: |Signature_1 w |
[ Signatures. .. ]
o l [ Cancel
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