Artlist

Add signature to emails - Artlist

Action Plan
1. Go to Gmail https://www.gmail.com

2. Click the gear icon at the top right corner
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3. Then, click on “See all settings”

e (@ @&

Quick settings X

See all settings

Manage this organization

Apps in Gmail

Chat and Meet .

4. Scroll down to the signature section

LMy picture: Your Google profile picture is visible across Google services.

earn more . You can change your picture in About me.
Create @ When | send a message to a new person, add them to Other Contacts so that | can auto-complete
contacts for them next time

auto-complete: O I'll add contacts myself

Signature:

a Boaz Naiss
(appended atthe  ArtList 7 m 4
end of all outgoing IT Specialist | Artlist
messages) M: +972-507971636
Learn more E: boaz.n@artlist.io
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5. Click “Create new” -> Name it.

6. Copy the signature and paste it in the box to the right:

Job definition @ Artlist

M: +972-055555555
E: ***@artlist.io

artlist.io

7. Edit the details in the signature to your personal work details.

8. Under signature defaults, choose the correct options.
Signature:
(appended at the ArtList

end of all outgoing

messages) test /7 W
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Signature defaults

EMAIL ADDRESS

[boaz.n@artlist.io \/}
FOR NEW EMAILS USE ON REPLY/FORWARD USE
IArtList VI [ No signature VI

9. Scroll down and click on “Save Changes”

10. Click Compose and search for the signature.

If you can’t find it, go back and ensure the settings are saved and set to the proper
configurations.



