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requirements and determinations

Internet access, Outlook installed

Description

This document explains step by step how to create an e-mail signature for Outlook with the SCHNEEBERGER

Signature Generator.

You need four installation steps to perform

1.

2.
3.
4

Outlook in chapter 1.1.

Freundliche Grusse

Max Muster
Muster Beruf

Direkt  +41629184111

SCHNEEBERGER

SCHNEEBERGER AG Lineartechnik
St.Urbanstrasse 12
CH-4914 Roggwil

+4162 918 41 11
www.schneeberger.com

Purpose and scope

AUTOMATION TECHNOLOGY c 0 M E I N
A Design N Event | MININEAPOLIS

ATX 2018 | Minneapolis

31.10. - 01.11.2018 | Booth 1110

First step: Create signature in Outlook see in chapter 1. Or create a signature in Foxmail for users without

Second step: Fill in the data in the signature generator - see in chapter 2.
Third step: Insert the HTML generated signature. Chapter 3.
Finally at the end check the result in Outlook - here the signature should be available now. See Chapter 4.

The aim is to provide a uniform image for both external and internal e-mail traffic. The signature generator is used
by all SCHNEEBERGER companies including AAMANNESMANN and Werotec.This means that no unnecessary
attachments are sent along with e-mail forwarding.
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1 First step: Generate the signature in Outlook

Office 10
©

Open the outlook an click on “file” in the upper left

Informationen KO thOi ﬂ]cO M corner, after that click on “options”.

Offnen und
Exportieren c/'] rosalia.haller@schneeberger.ca
[

Microsoft Exchange

Speich t -
R = Konto hinzufiigen

Als Adabe PDF-

Datei speichern ®
ady

Kontoeinstellungen

Anlagen
speichern

Drucken

Office-
Konto

&«

Automatische Antworten

Feedback

Support

Optionen

Beenden

CRM

CRM Recent =1
Regeln und
Benachrichtigungen verwalten

O] 5 5 = o remoons Office 7
m Start Senden/Empfangen Ordner Ansicht

Speichern unter

Open the outlook an click on “file”
in the upper left corner, after that
click on “options”.

Kontoinformationen
."_Ela Anlagen speichern

marco.flury@schneeberger.com
Infarmationen ! w Microsoft Exchange

&R Konto hinzufiigen

Offnen
Drucken - Kontoeinstellungen
) @-H Andern von Einstellungen fiir
Hilfe i dieses Konto und Konfigurieren
Kentoeinstellungen zusétzlicher Verbindungen,
] Optionen M Zugriff auf dieses Konto
D im Internet,

https://owa.schneeberg...

MS - Vorgaben > 16 > 16_AA_050_E_V3 Page 3/15



http://sro-net.schneeberger-it.com/ms/_layouts/15/start.aspx#/
https://sro-net.schneeberger-it.com/ws/sites/00014/MSDokumente/ms
https://sro-net.schneeberger-it.com/ws/sites/00014/MSDokumente/ms/vorgaben
https://sro-net.schneeberger-it.com/ws/sites/00014/MSDokumente/ms/vorgaben/51

16 - Corporate Communication SCHNEEBERGEH

Signatur create with Signature-generator LINEAR TECHNOLOGY
Doc. 16_AA_050E, Issue 2 Management System

responsible: Alina Gomez CHVCCO ; release: Rosalia Haller CHVCCO 19.11.2018

Outlook-Optionen X Office 1 0

All &
o gEnf"_‘_ I B Andern Sie die Einstellungen fir von Ihnen erstelite und empfangene Nachrichten.

E-Mail

Click on “M ail” and “signatures”.

Kalender Nachrichten verfassen
Personen er Andem Sie die Bearbeitungseinstellungen fiir Nachrichten. Editoroptionen...
Aufgaben Machricht in diesem Format verfassen: | HTML ¥

Suchen

Sprache ABC 7] Vor dem Senden immer die Rechtschreibung prafen Rechtschreibung und AutoKorrektur...

A W
—— /| Originalnachricht bei Antworten und Weiterleitungen ignorieren

Meniiband anpassen

_‘_?' Erstellen oder dndern Sie Signaturen fir Nachrichten, Signaturen,

Symbolleiste far den Schnellzugriff

Add-Ins A’LE Verwenden Sie Briefpapier, um Standardschriftart und Formatvorlagen sowie

Farben und Hintergriinde zu andern. Briefapier und Schrftarten...

Trust Center
Outlook-Bereiche

Passen Sie die Art an, in der Elemente bei Verwendung des Lesebereichs als gelesen markiert

Lesebereich...
werden.

Nachrichteneingang

Beim Eintreffen neuer Nachrichten:

7| Sound wiedergeben
Kurzzeitig den Mauszeiger verandem

/| Briefumschlagsymbol in der Taskleiste anzeigen

/| Desktopbenachrichtigung anzeigen Desktopbenachrichtigungseinstellungen...

Vorschau fiir Nachrichten mit geschiitzten Rechten aktivieren (kann die Leistung vers

Unterhaltungen aufraumen

b Aufgerdumte Elemente werden in folgenden Ordner verschoben: Suche..

Ducch doc Af s erechobene Elerente e rlen in den Oodoer "Gelacchte Elament=" dec imweilinen Kontoo

2= Office 7

Notizen und Journal

Allgemein Q Andern Sie die Einstellungen fur von Ihnen erstellte und empfangene Nachrichten F

Click on “Mail” and “signatures”
Kontake Zj Andern e e Bearbeitungseinstellungen for Nochrichten E

Autgaben Nchricht n iesem Formt vertassen: | HIML [ <]

4857 ) mmerRecnsreivprtn vordem enden Rechtschreibung und AutoKorrektur

Durchsuchen
Originalnachricht bei Antworten und Weiterleitungen ignorieren

Mobittelefon

Enveitert

Mendband anpassen A‘% Veruenden seBretpapie un tan sowie Biefpapier und Schifarten

Symbolleiste Far den Schnellzugrift

Outlook-Bereiche
Addns

F==| Anpsssen der An, in derElemente be Verwendung des Lesebereich s gelesen markert werden
Sicnemetcenter E
Nachrchteneingang

I'I Beim Eintreffen neuer Nachrichten:
3]
[] sound wiedergeben
[ Kurzzeitig den Mauszeiger verandern
[7] Briefumschlagsymbol in der Taskleiste anzeigen

| Desktopbenachrichtigung anzeigen B e

[T Vorschau fr Nachrichten mit geschatzten Rechten aktivieren (kann die Leistung verschlechtern)
Unterhaltungen aufraumen

%, Aufgeraunte Elemente werden n flgenden Ordner T (sl -
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7 X Click on “New” and type in the name of your Signature

Please do not fill in anything else beside the name of the signature. Do not
past the copied code in yet.

E-Mail-Signatur ~ Persdnliches Briefpapier

Signatur zum Bearbeiten auswadhlen Standardsignatur auswihlen |

SCHMEEBERGER - Deutsch E-Mail-Konto: |3jina,gomez@schneeberger.com ~ E
SCHNEEBERGER - Englisch _

SCHMEEBERGER - Franzdsisch Neue Nachrichten: SCHMEEBERGER - Deutsch ~
SCHMEEBERGER intern - Deutsch . .

SCHNEEBERGER intern - Englisch Antworten/Weiterleitungen: |i5phne) v

Laschen Umbenennen

Signatur bearbeiten

Calibri Textkarper) |~ |11 v| F

= |gisitenkarte |L_';| S

Mamen far diese Signatur eingeben:
Test|

Abbrechen

“ Click okay and close your Outlook.
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1.1 Create signatur in Foxmail (only for user that don’t have outlook)
& : By Foxmail you should be able to paste the signature directly into it.
Check
el @ & S e v B @
C3 AtUnread | common Account | Compose | Network Antispam Add-In Advanced
{7 Al Sticky
T Al Labeled Signature
)E.Wlﬁﬁ Account admin@jnppnpcil.com
Verdana *(10 (| A~ B [ U | =E. oo B £
Suresh.V f
System Administrator,
9080150845.
9172376067]
Click this Button to insert
Semtrs the HTML Sigantufe®*
e directly into your foxmail
Font: | SegoeUl v || 105 v -LS_ignature.
Prefic [oF B3 Re/fw: (&) Auto
OK Cancel App
[ 8 &
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Second step: Creating a signature in Outlook

\"

Your data
Company Group Language
SWO s English s

Basic data Additional fields

Special field Street + Number

Zip City

Explanation of icons:
Copy: see on page 8
Save: see on page 9

Preview

Best regards

Max Mustermann
Sales XXXX

Direct +41 555 55 55

Mobile +41 555 55 56

0000

Here you are able too see the
preview of your signature.
(example: long signature with
exhibiton banner)

Open following link:
http://www.schneeberger.com/signature2018

SCHNEEBERGER
SCHNEEBERGER Inc
44 Sixth Road
Woburn, MA 01801 - 1758
+1 781 271 0140

www schnesberger com

form

] s Formnext 2018 | Frankfurt
13.41. - 16.11.2012 | Hall 2.0 Booth H20E

Choose Banner

Formnext 2018 - Frankfurt, 13.11. - 16.11.2018 2

Choose and fill in the mandatory fields/Basic
data: location, language, name, lastname
and position.
e If nothing is specified in the Phone,
Mobile, Fax and E-mail fields,
nothing is displayed either.

Do you have an additional address? So fill in
the additional fields.

This is an e-mail signature, it won’t make any
sense if you put your own e-mailaddress on
it, because the receiver already gets the
address when he receives the e-mail from
you. If you have an alternative e-mail
address such as info-ch@schneeberger.com
then you can use it.

Under «Choose Banner» you can select the
desired exhibition banner for the appropriate
trade fair. The exhibiton banner and event
announcement will be created by CCO.

Signature with Banner

Signature without Banner

Short Signature

Minimal Signatur

Scroll down to choose your signature.
You are able to choose between 4 different
signatures.
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2.1 4 versions of the e-mail signature

2.2 Signature with advertisment: Exhibiton banner 2.3 Signature without the Exhibition banner

Freundliche Griizsse / Best regards SCHNEEBERGER
Freundliche Grisse / Best regards SCHNEEBERGER UREAS TECHHIOGY

Max Mustermann
Musterposition

Max Mustermann SCHNEEBERGER AG Lineartec hnik
SCHNEEBERGER AG Lineartechnik Musterposition

s : St.Urbanstrasse 12
St.Urbanstrasse 12

chg CH-4914 Roggwil

Direkt +41 62 918 13 12 CrH4314 Raggwil Direkt 4162 918 13 12

Mobil  +41 79918 13 12 +416291841 11 Mobil 41799181312 +4162918 41 11
www.schneeberger.com/sc hweiz www.schneeberger.com/schweiz

3OB|@ chE IN BIEMH 2018 | Bilbao
ToumsETEe 28.05. - 01.06.2018 HALL 6 | Booth C.22

The exhibiton banner and event announcement will be created by CCO.
For every new exhibition you must choose the new banner

2.4 Short signature
Can also be entered directly in Outlook as an alternative

Max Mustermann, Musterposition SCHNEEBERGER AG Lineartechnik, CH-4914 Roggwil, Switzerland

2.5 Very short signature (mostly for internal usage)
Can also be entered directly in Outlook as an alternative

Freundliche Grilsse / Best regards
Max Mustermann
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You are also able to install all 4 versions of
the signature.

Position

Mobde =47 79 00000 00 |
B | postion ¢ Jin]w]o

If you want more than one signature then
please repeat the process with the favorite
signature/language.

Telephone Mobile .
§ mBE@ 1]}, | ]| BIEMH 2018 Bilbao
o +d1 o0 oo 0 +aA1 0w L. T NAKD TS 2/.65. - (M.0DE.2018 HALL B | Gl C.22

Fax E-Mail

When you have finished creating the
signature, click on "Copy" below. Can be
done in three ways.

1) The link can be copied with the
"Copy" button.
2) The link can be marked with Ctrl + A

Copy Signat and then copied with Ctrl + V.
1 3) The link can also be copied with the
grey button *copy*.
Please copy this code 1o your ook Signature...
Sigmature with Banner Signature withowt Banner Short Signature Minimal Sigmatur

The source code is in the cache, not the

signature itself.
<br><br> <table width="100%" style="border-top-color: rgb{204, 204, 204): border-top-width: 1px; border-top-style: solid: min-width: 100%:;" Y
border="0" cellspacing="0" cellpadding="0"> <thody > <tr> <td>-<div> < fdiv> < ftd> < fir> </tbody > </table> <br> <table width="700" >

<tbody® <trx <td width="350" valign="top" style="padding: Opx 18px Opx; text-align: left; color: rgb(138, 138, 138); line-height: 18px;
font-family: Arial, "sansz-serif; font-zize: 13pxg font-weight: normal;"> <br> <span cass="i_greeting” style="color: rgb{d§, 48, 45); font-family:
Arial, "sans-serif”;' > Best regards </span* <br* <br> <strong class="i_firstname” style="color: rgb{46, 45, 46);"*Rosalia</strong> <strong

class="i_lastname"” style="color rgb{45, 44, 46);">Haller</strong > <br><strong class="i_position” style="cclor: rgk{138, 138, 138);">Head of

Corporate Communications</fstrong><br><br> <table dass="teldass" style="text-align: left; color rgb(138, 138, 138); line-height:
18 font-family: Arial, "sans-zerif’; font-zsize: 13px; font-weight: normal;" > “thody> <tr class="directclazs" >
<td width="45" style="padding: Op:;"* <span clazs="tr" key="direkt"> Direct</span* <ftd>

<span dazs="_telephone”* +41 00 000 00 00</span> < ftd>
<1r class="mobileclasz"> <td width="45" style="padding: Op!
obile</span> </ftd> <td><span class="i_|

< ftrs
class="tr" key="m

pan
>+ 41 00 e

3) or you mark with Ctrl A the whole text by
yourself

2 here
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You can send the
signature by e-mail to you.
Click on save.

Save signature

Here you can have the signature sent to you by e-mail as a link.

Email

example@domain.com

In case of a revision of the
e-mail signature is the
option to past the existing
link. Advantages: all
personal details are
already there. Now for
example you can choose
a new exhibition banner.

MS > Vorgaben = 16 > 16_AA_050_E_V3 for internal use only

Page 10/15


http://sro-net.schneeberger-it.com/ms/_layouts/15/start.aspx#/
https://sro-net.schneeberger-it.com/ws/sites/00014/Vorlagen/ms
https://sro-net.schneeberger-it.com/ws/sites/00014/Vorlagen/ms/vorgaben
https://sro-net.schneeberger-it.com/ws/sites/00014/Vorlagen/ms/vorgaben/51

16 - Corporate Communication
Signatur create with Signature-generator SCHNEEBEEQE@
Doc. 16_AA_050E, Issue 2 Management System

3 Third step: Insert the HTML generated signature

Push the windows key on
your keyboard.

In your search field please

filin Y%oappdata% and

click enter.

0O & Filter
Hochste Ubereinstimmung

Y%appdata%
Dateiordner

pel %appdata%l

c m M s £ § =

Windows (C)) » Users » srozer » AppData > Roaming v & | "Roaming" du Open the folder “Microsoft”
A i . ” ;
Name Anderungsdatum  Typ Grafie Then open the “signatures”
Adobe 26.06.2020 08:39 Dateiordner folder.
Apple Computer 01.12.201912:07 Dateiordner
Autodesk 07.10.2019 16:11 Dateiordner
Macromedia 04.06.2020 11:18 Dateiordner
Microsoft 23.06.2020 11:30 Dateiordner
Microsoft Teams 05.06.2020 08:56 Dateiordner
Mozilla 01.12.2019 1207 Dateiordner
Opera Software 04.06.2020 09:48 Dateiordner
SAP 04.06.2020 10:50 Dateiordner
Skype 04.06.2020 09:50 Dateiordner
Spotify 02.07.2020 13:23 Dateiordner
TeamViewer 04.06.2020 09:53 Dateiordner
WinRAR 05.06.2020 07:37 Dateiordner
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% SCHMEEBERGER intern - Englisch.txt
.&3 Test .hitm

W] Test .rtf

Test bt

13.07.2017 14:23
24.08.2018 11:16
24.09.20183 11:16
24.09.2018 11:16

Textdokument
HTML-Dokument
Rich-Text-Format
Textdokument

1KE

39KE
33 KB

1KE

Now in this folder is a htm file with the name of your
signature that you created in your outlook.

Edit now your file with the Editor.
Right click on the file — open with “Editor”.

[ Mame

Test_files
LA Taes

o Ounck sccess
B Desitop *
Open
Progcets Dwrectory
Encrypt for sharing...
3 Scan with Windows Defender...
1 Shase
Opan with >
Give Scoess to 7
Restore preaous versions
Send to
Cut
Cepy
Create shortout

Dte modified
10VE/2018 7122 AM
12018 722 Al

10/20TE F22 AM

B codeWrites

G Frelox

& Internet Explorer

{4 Microseft Edge

7 Motepad

[E] Search the Store
Cheose another app

L

Type e

File felder

Freefox HTRL Do 39 KB
Fich Text Format KB

Test Documend 1 KB

If you do not have the editor, choose Notepad.

Mark the whole code and delete it (Ctrl+A). Aftert that
please fill in your copied code, with ctrl+V or right click and
insert.

Close the file.
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4

Finally at the end the control in Outlook

= |

DATHE NACHRICHT

£
L

L1

Einflgen

Zwischenablage

EINFUGEN OPTIONEN TEXT FORMATIEREN UBERPRUFEN

32} .t fiy E
-l [ l =
L v [L}} o _!
Adressbuch  Namen Datei  Element | Signatur
iberprifen  anfigen anfigen

Mamen Einfugen

™ MNachverfolgung =
! Wichtigkeit: hach

& Wichtigkeit: niedrig

Kategorien

o Zoom ~

Open the Outlook and test the signature. Open a new
e-mail.

After that your signature should be shown in your e-
mail

Freundliche Grasse

Max Muster
Muster Beruf

Direkl  #41629184111

SCHNEEBERGER

NEAR TECHMOLOGY

SCHNEEBERGER AG Lineartechnik
St.Urbanstrasse 12
CH-4914 Roggwil

+4162 918 41 11
www.schneeberger.com

AUTOMATION TECHNOLOGY c “ M E I “
A Design Hews et | MINNEAPOLIS

ATX 2018 | Minneapolis

31.10. - 01.11.2018 | Booth 1110

Finished ©!

If you have any questions, please contact us (CCO
team not IT department). We will gladly support
you!
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5 Mobile Signature
Remains the same signature

Instruction German https://sro-net.schneeberger-it.com/ms/Vorgaben/16/16_AA_005.pdf
Instruction English https://sro-net.schneeberger-it.com/ms/Vorgaben/16/16 _AA 005E.pdf

6 E-mail signature TXT

Recipients who only have text settings will receive our email as follows:
In order to avoid this view, we (employees) would have to perform an additional survey for TXT programs. So we
leave this implementation for now.

Best regards
Rosalia Haller
Head of Corporate Communications

Direct

+4162 918 43 02

Mobile

+4179 620 78 23

[https://www.schneeberger.com/fileadmin/signatur_generator/facebook.png] (without link)
[https://www.schneeberger.com/fileadmin/signatur _generator/facebook.png]
[https://www.schneeberger.com/fileadmin/signatur generator/linkedin.png]
[https://www.schneeberger.com/fileadmin/signatur generator/twitter.png]
[https://www.schneeberger.com/fileadmin/signatur _generator/youtube.png]
[https://www.schneeberger.com/fileadmin/mail-data/schneeberger-logo.qif]

SCHNEEBERGER AG Lineartechnik
St.Urbanstrasse 12
CH-4914 Roggwil

+41 62 918 41 11
www.schneeberger.com/schweiz

[https://lwww.schneeberger.com/fileadmin/signatur generator/Banner Messesignatur ce.jpd]
nieren! ***
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7 Acronyms and Terms

Acronyms

none

Terms

.htm Datei

Attachments

HTML Datei, welche Code enthalt

none

Reference Documents

Document History

Version | Date Description
1 12.10.2018 | First edition
2 19.11.2018 [ Adaptation of signature size and additional fields for addresses added.
3 02.07.2020 | Complete Re-Routing
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