How to update your signature?

This guide is going to help you a step by step to update your green signature.
Download the PowerPoint in the email so you can start.

1. ADD YOUR PERSONAL INFO
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2. SEARCH FOR AND CLICK ON THE SCREENSHOT TOOL
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3. TAKE A SCREENSHOT
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4. GO TO OUTLOOK AND SEARCH FOR “SIGNATURE” or you can find it
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5. CLICK ON SIGNATURE AT THE BOTTOM
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6. YOU CLICK ON “ NOUVEAU * AND NAME IT
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7. GO BACK TO YOUR SCREENSHOT AND CLICK ON “ COPY/COPIER”
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8. GO BACKTO YOUR OUTLOOK SIGNATURE AND PASTE IT (YOU CAN USE
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10. (OPTIONAL) IF YOU WANT TO ADD A LINK
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11. CLICK ON « OK » AND CHOOSE YOUR SIGNATURE
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