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m Goto and log in to your account. 0]

m Go to settings. Click the gear icon in the top-right corner.
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m In the "General" tab, scroll down to the "Signature” section.

box Accounts and Import  Filters and Blocked Addresses Forwarding and POF/IMAP  Add-ons

anced Offline Themes

Gmail display language: English (US)
Change language settings for other Google products

Show all language options

Default country code: Fhilippines

Ehuw| B0 w | conversations per page

Send cancellation period: 5 ~ seconds

) Reply
) Reply all

imy Emaklla hArvar arstiane - TConelche Aasim sccace +0 arcrhivee Aalatea masrlk e rasd and ecnAamras centrale o leaoar

m Create a New Signature. Click "Create new".

settings

General Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP

Chat and Meet Advanced Offline Themes

Importance signals for You can view and change your preferences here.
ads:

Signature; Mo signatures
(appended at the end of all
autgning messages) + Create new

Learn more

Personal level indicators: Mo indicators
) Show indicators - Display an arrow [ » ) by messages sent to my address (hat a m
arrow { » ) by messages sent only to me.

Snippets: # Show snippets - Show snippets of the message {like Google web searchy
Mo snippets - Show subject only.

Vacation responder: Vacation responder off

(=ends an autaomated reply to £
Vacation responder on
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m Enter @ name for your signature.

Name new signature

signature nah

07

Name new signature

Junalyn
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m OPTIONAL: In designing your signature, you can click the “Insert image" icon in the toolbar.

box Accounts and Import  Filters and Blocked Addresses Forwarding and POR/IMAP  Add-ons

anced Offline Themes

or You can view and change your preferences hare. ]
-
]
il Junalyn & [

SansSerif ~ T~ B I U A~ (& [

4 Create new

Signature defaults
FOR NEW EMAILS LISE ON REPLY/FORWARD LISE

Mo signature w | No signature W

m Upload your company logo from your computer.

-
L

Wab Address (URL) My Drive Upload
Images Q,
Files

M va staffer 1pn...

Carcal
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m Click "Select"

Wab Address (URL) My Drive Upload
Images Q,
Files
M va staffer 1.pn...
=N -
| =
m Adjust the size and position of the logo within your signature.
ibels  Inbox  Accounts and Import  Filters and Blocked Addresses  Forwarding and PORIMAFP  Add-ons
@t Advanced Offline Themes
signals for You can view and change your preferences here,
he end ot all Junalyn & [l
ages)
SansSerif ~ T~ B I U A~ & L =~ = -~

= Create new

Signature defaults
FOR NEW EMAILS USE ON REPLY/FORWARD LISE

MO signature v | Mo signature W
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E Click "Medium"

vels  Inbox  Accounts and Import  Filters and Blocked Addresses Forwarding and POFYIMAP  Add-ons

st Advanced Offline Themes

ignals for You can view and change your preferances here.

end of all Junalyn

Small - Madium - Largs - Onginal size - Remove

N T

=+ Create new

Signature defaults

FOR NEW EMAILS USE ON REPLY/FORWARD UISE

Mo signature v | No signature

m Type your name below the logo.

Labels Inbox Accounts and Import Filters and Blocked Addresses  Forwarding and POR/IMAP  Add-ons

i1 Meet Advanced Offline Themes

nce signals for You can view and change your preferences here.

"Bl
1 at the end of all Junalyn
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SansSerif ~ T~ B T U A~ & [

<= Create new

Signature defaults
FOR NEW EMAILS LISE OM REPLY/FORWARD LISE

Mo signature v | No signature
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m Enter your company position.

nbox Accounts and Import  Filters and Elocked Addresses

vanced Offline Themes

far You can view and change your preferences here.

Junalyn s W * FAS'I_;'ﬂ- |'__I|I__II'—_II

Junalyn Y. Egmmgj
Exacutiva Assistant

Sans Serif

<+ Create new

Signature defaults

FOR NEW EMAILS LISE CON REPLY/FORWARD LISE

Mo signature v | No signature

M~

E Add your email address below your company position.

box Accounts and Import  Filters and Blocked Addresses

anced Offline Themes

ar You can view and change your preferences here.

Forwarding and POF/IMAP  Add-ons

= WAL IR

Junalyn

Junalyn Y. Gorminal
Executive Assistant
amail: junalynivastaffar bam|

Sans Serif

<+ Create new

Signature defaults
FOR NEW EMAILS LISE ON REPLY/FORWARD USE

Mo signature v | No signature
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m Adjust the size of the details in your signature.

Inbox  Accounts and Import  Filters and Blocked Addresses Forwarding and POFYIMAP  Add-ons

Advanced Offline Themes

ils for You can view and change your preferences here.

"H: Siral

W Moarmal

Junalymn

Junalyn Y. Gorm

Executive Assisis Large

amail: junalyriy

Sans Serif

< Create new

Signature defaults
FOR NEW EMAILS LSE ON REPLY/FORWARD USE

Mo signature v | No signature

Under "Signature defaults,” choose your new signature for new emails.

Genaral Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POF/IMAP

Chat and Meet Advanced Offline Themes

T T R e T o T T T R e R g

SangSerif ~ T~ B I U A~ & [a

<+ Create new

Signature defaults
FOR NEW EMAILS LISE ON REPLY/FORWARD UISE

Mo signature ~ | Mo signature v |

_l Insert signature beforé Guoted text in replies and remove the "--" line that precedes it.

Personal level indicators: ® No indicators

EW 1 il gy an arrow [ » ) by messages sent to my address (not a mating s

sent only to me,
Junalyn ¥

Snippets: ® Show snippets - Show snippets of the message {like Google web search!).

e En =
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m Choose your new signature for replies/forwards.

General Labels Inbox Accounts and Import Filters and Blocked Addresses  Forwarding and POPYIMAP  Add-ons

Chat and Meet Advanced Offline Themes

e Tl g g T el Tl g e T R g

SangSerif ~ [~ B I U A~ & [

=+ Create new

Signature defaults
FOR NEW EMAILS USE ff REPCWFORWARD UISE

Junalyn v | Mo signature W

_l Insert signature before quoted T8kt in replies and remove the "--" line that precedes it.

Personal level indicators: ® Mo indicators
) Show indicators - Display gk easssssant to my address (not a mailing lis8l 398 a «

ar () |l_?'_'|-'f aaG: i Mo Eignature
Al raw I NEEoales 5 Junul-_.,.-r.

Snippets: ® Show snippets - Show snippets of the message {like Google web search!).

- = =

m Scroll down to the bottom of the page and click "Save Changes."

aral Labels Inbox Accounts and Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons

‘and Meet Advanced Offline Themes
St once avery 4 days) A S

N More
Message:

SansSerif = Tl -

# Plain Text

L1 Only send a response topecole in my Contacts

Save Changes | Cancel

Terms - Privacy - Program Policies Last account activity: 18 minules

[ 15 GE used [ D
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EMAIL SIGNATURES
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BOOK A STRATEGY CALL

Jeff | Hunter

Founder VA Staffer

Pre-Trained, Pre-Vetted Executive
Assistants
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