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1. Search “Signature” — select the bottom option under “Actions” . From that menu, select

Signatures

Signatures and Stationery

E-mail Signature  Personal Stationery
E-mail account:

Selegt signature to edit

RileySweeney@cityofferndale.org
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Riley Sweeney

Male Pronouns (He/Him)
City of Ferndale, Washington
Mail: P.O. Box 936

Communication Officer/Recreation Coordinator

City Hall: 2095 Main Street, Ferndale, WA 98248
Phone: (360) 123-4567 | Fax: (360) 890-1112
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Choose default signature
New messages: | standard

Replies/forwards: | standard

Save Get signature templates
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2. Either edit your current signature or add a new signature and edit that. Make sure you select at
the bottom which signature will be used on all new messages.



