3 KROKY JAK VLOZIT PODPIS PRO EXTERNi KOMUNIKACI
3 STEPS HOW TO INSERT A SIGNATURE FOR EXTERNAL COMMUNICATION

1. Pravym tlacitkem mysi kliknéte na svou emailovou adresu v Thunderbirdu a zvolte variantu SETTINGS.

Right-click on your email address in your Thunderbird inbox and choose SETTINGS.
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2. Nejprve si pridejte novou “identitu”, kterou budete vyuZivat jen pro externi komunikaci. Zvolte tlacitko
MANAGE IDENTITIES.

First, create a new “identity”, which you will use only for external communication. Press MANAGE
IDENTITIES at the bottom.

G2 katerina.durrova@cerge-ei.cz D Account Settings X (5] = a X
Account Settings - <katerina.durrova@cerge-ei.cz> ~

V & katerina.durrova@cerg : + ‘
Account Name: | katerina.durrova@cerge-ei.cz

Server Settings

Copies & Folders

Composition & Addressing Default Identity

. Each account has an identity, which is the information that other people see when they read your messages.
Junk Settings

Synchronization & Storage Your Name: Durrova Katerina
End-To-End E ti : i
HERLRRALSHERS e Email Address: katerina.durrova@cerge-ei.cz
Return Receipts

Reply-to Address: | Re:

will reply to this other

v B3 Local Folders
Junk Settings Organization:
Disk Space Signature text: V| Use HTML (e.g., <b>bold</b>)
[ Outgoing Server (SMTP)
Katefina Diirrova<br/>
Event Manager | Development & PR Department<br/>
CERGE-EI<br/>
Politickych véziG 7, Praha 1<br/>
Czech Republic<br/>

Attach the signature from a file instead (text, HTML, or image):

Attach my vCard to messages Edit Card...

Reply from this identity when delivery headers match:

Outgoing Server (SMTP):  kdurrova - smtpauth.cerge-ei.cz (Default) v Edit SMTP server...

()




Vyberte tlac¢itko ADD. Click on ADD as below.

2 faterinaduroa@cerge-eicz | (1) Account Settings x | @ =

erge-ei.cz

Manage the identities for this account. The first identity is used by default.

Katefina Diirrova <katerina.durrova@cerge-ei.cz>
PR <pr@cerge-ei.cz>
ALUMNI <alumni@cerge-ei.cz>

Internal <katerina.durrova@cerge-ei.cz>

() katerina.durrova@cerge-ei.cz is up to date

Do fadku YOUR NAME uvedte své jméno.
Vypliite fadek EMAIL ADDRESS svym institucionalnim emailem jméno.pfijmeni@cerge-ei.cz.

Duleiité, zaskrtnéte policko USE HTML. Do pole SIGNATURE TEXT zkopirujte cely HTML kéd uvedeny
nize. Nezapomeinte upravit idaje za své!

Do Ffadku IDENTITY LABEL napisté text “External Signature” pro jednoduché odliseni profild. UloZte
tlacitkem OK.

In the line YOUR NAME type your name. Insert your institutional email name.surname@cerge-ei.cz in the
line EMAIL ADDRESS. Important, tick the field USE HTML. Copy the entire HTML code below into the
SIGNATURE TEXT field. Do not forget to change the data for yours! In the line IDENTITY LABLE type

“External Signature” in order to easily distinguish profiles. Save with OK at the bottom.

2 Katerinadurrova@cerge-ei.cz l D Account Settings X ' (=] — o x

New Identity

Configure the settings for this identity:
Public Data

Your Name: Katefina Dirrova _

Email Address: katerina.durrova@cerge-ei.cz
Reply-to Address: | Recipients will reply to this other address

Qrganization:

Signature text: /| Use HTML (e.g., <b>bold</b>)

Event Manager | Development and PR<br/>
CERGE-EI<br/>

Katerina Diirrova<br/>

Politickych vézili 7, Praha 1<br/>
Czech Republic<br/>

Attach the signature from a file instead (text, HTML, or image):

Attach my vCard to messages Edit Card...

Private Data
Outgoing Server (SMTP):

kdurrova - smtpauth.cerge-ei.cz (Default) Edit SMTP server...

Identity Label: [ External Signature _



mailto:jméno.příjmení@cerge-ei.cz

Novy text podpisu v HTML (vcetné disclaimeru a logem CERGE-EI ke 30tému vyroci): Zde prosim v prvnim
odstavci prepiste udaje za své (az po radek s CERGE-El webovymi strankami, nasledujici prosim neméite)
A new signature in HTML (including a disclaimer and the 30" anniversary CERGE-EI logo): Here, in the

first paragraph, please rewrite the data as your own (up to the line with the CERGE-EI website, please do

not change the following ones)

Name Surname<br/>
Position | Department<br/>
CERGE-El<br/>

Politickych vézil 7, Praha 1<br/>
Czech Republic<br/>
your.email@cerge-ei.cz<br/> +420
224 005 your line<br/>

+420 your mobile number, if you have one<br/> www.cerge-ei.cz<br/>
<br /><br />
<a href="https://www.cerge-ei.cz"><img

src="data:image/gif;base64,ROIGODIhQAFLAKIAAP///7wWVPOFCtIil00GYq8/P7PHQ2NBbeSH5BAAAAAAALAAAAABAA
UsAAAP/CLrc/jDKSau900vNu/9geBIEaRKGIWbpma5wLM90bU/GEex8zx+0G+Gg8/mAt6RyyWx+csZoNAIDSq8H1lawYy

HpyXCJBcigXtQCzC10hEX/IiVrNdiatl/xPhNdLvRtxDVw8dRYEeoANfjsHCgaMYziEUYoOjF12S4iYkV+UnUaOLDt1InFmnG
ZyMowyYo5CYhgugV5KXrlpJtaFTHLG9erMRiKOLjQuxww+rr2yvj6GGwJI3Gx7m6NbzBohrN3LYXxQ2cbDg3E9vC136wod
bUvXXQ2VvtJSktQ+0Y6jsobNz4QUcmkyuDtAIQhPDtHxgBRtj9Im6MIXhIQt+11CtgQ/6ECH300NBBAKkuSAkwMKgKyXLo8
IhuowQID38kEflzIdjFtQbpBCChpzpukGwAdQow3itaJUM+GRgzwOFBhgkmrlqycLsOSJZRmzPBU6bsRws4fQZP+iefwYw
KsCSmcBaFSBVEK8rzOUfLOGtweaullFDFAWIWrWk1Wz2tHIly6EssjshgtOxS2AIm9201hF4ZtjuWeK5sUBGGopOXvCEII9q7
SGkw2mCkYsuOTglrwsS+A1YTIHsXwfUDKkI7jP1Bxcb1aOutQ33b1Hdyhc2GptAVoXyBac3Qbjnl+kCMONQuznlYJOWgb
pgTmDuw+MEjKewfOD61dtp+wOwLCD7f+30VDLZ51V8ph4logFHQjwdWCfWIHpZJQPCOrw4AXYRUAVF90ZXgEIUgwQo
nNAGrlALfSzIDQOKFWAISYNomQVje55gllAEBQgWQY4ZrsAYgWFFMc2IMEhhGQkIMBSAIisglV2M8+UDk14wO1njBVBNs
uCNJH/4WRRW+HMdeDB2hGBQDq7TU2AcuQugINXz5E1FzeQC5QI9bdgkddyCAwqIGYcb41AxExvdDIXKZxWRkVQ7kZi
KP4hIKW45mkCMFOeq5Z4AcYBRDiIUSRSENHOfUKF2ZrFtjkBkes5iog3+EkqGal9E)pl6+uVuGdmjKAp4a/boCkDrtS4Getc

91Agk//6MAJHZX1SRdBrI3No6hp2FxoKacSBPtAjtxuxYCns6Y66peGWtuUhdc6GaFkZoOp5lpyXqttBjdWkGkFslkrabtDGV
EsWYEeZK2db4ngLg3wRjWchH5d8DCdMvSLab4UUOUvshGHuighRNV6sAZKhRXahXdpZGjHiz)J6LwaXWmBxIhj72xHH5
mqDrsillpzwii3TijlSeOHMsplKUyxDzRR4COHM/h5b7mIC7HwWQQPk4FCVOQtpE7tDSweUAUSTKg3QMKV3JtAT+bfUjmlib
XwlghtrZRCdb7hNxqrnHAKPC/MuaT96ASdcF3ettikPaOtlEkbi3zvntDwbcyMgl3/8bQA2PJSYHDFzObQKOv04VV1Z3TuFE
u954h39GLNZgXVvTYr68MaQdrazibfngKbkeZgKelxOpL1NtW8HIEGvksYnVtuOseBKuSSijlh12vDMycuvPYCp9EQ38SE/

5m2yBeOBbKv/c3M+WfBfoC+Fkvv/Uo7cdf7t0uVily638fdxtc+AI6gCASM2ztgCOIRpQesOC7IIA1INOEgApP82vQpaUAHaax
r2GpBBuW1jFnNbAMMWMLi1bOyESsCS4sKluzv4YxghVMIIgTIfn6HWhh5Q4ZVYmL8YUKt1/HsZg7i3mYbYEIdIDBOPt5SB
xfnlIGUFjmOv6954aluKIScyiBf98VwH8aWiJv2iHbm7GBCIGrFp6AY8W11gFLObAjd8Co7BY4RgyLsGMPzCFGi82vz768Y+A
DKQgBONnIQhryklUMTzWWYUcl4DGPcMMiGycZGzg+wJKxkSPJglGg/8nNjCRYKSSUSMIS5hCTI2miJjgWYmadEUVo3iCHS

VnQOU90yMBpAJfw2ylfmUW1gx50hJ8kxn4Hdcpl6301gffU7sKiPit4Z5ix/IMIjliGZ/FomYXQZA14YQ5ZVSOYhCIHDIfzHn
ByY3rfQyQB1IrkDbOMI/LQpA/NOb482AJ+wOCEzx23zKt3hUUkCaplJCIRLycgPp/CzUH/alHawxCAiZ4P/EnfeCV8sEcs9qy
kxIKbloFf553UyJFDraMU6YCxpSbSgn4ICoKU60ui0lCq5DeCpgvXDipZkRk8BBYp4NgBgxa6jAIf2x3FGtcpLawPGtil1MEr
9p00QCgAeHTWqD8UGtGX0JXDXTIPctAGohKosWQ1iXckgAqa04k+gFvVGbl1qf6qql8Z1xz9x9Q87HZcdh74SeomKKEbV
1s7GObE/Pa2BHRV5SWiKxi2csUBbfAVUymIMXDbSkV/pujar3smLSjnci4T4H3rCs60A0pi/YgjOc4nzGmwgZYwwIC+nKtW
2DsUsai9YyRt5dk9ri+tmn1nTrBZXcfKkewUMYOyQ/8mLcvZ4LVvMscfldjFfKilodutK18Ec1DbtROhv/zkS7r51poltXHolay
N57uuEqyPrpzz62HFVV40TcKgB4pcM/mb6qqvWrH/zcutnfCtQBwy3XUdZ7seUu873wDRIjZFA2XFC3WSjtVmfjKtXwatlg9
/tV23jEwgSnD73H5ekWUQIhknF0JiGrsGuz88vL3HdJkg2ueT/LLd2+kcNOXepljVpeFGf4r7iDDuo4GFbQkDO6QDUfCYLE
X9HkynCuOjlENovV7A3Xx5eUn3dNAIDOWs9XoAVbihvexVXu2AJmBFHratHcKOJTys68bni9xaMPgRnBYhZpSQQd0s8a
Wf8hFDkxctt8seRGbspPKBhjxqcByM3kclcbAYcKMAXxOP22tvO3QYS1lo0aou44elCuyaW9g00f5ZFdLsAKkeHUWYAM+a
NO0Q11baaley9msmONi7AQkBncixLzo7FtdtkoejRgbRXQaaRdBU5bQSZ6NiLeLGyScGlipD2pdBGnWwSuxtsN4pwcluzI9R
9DbRum8IUkqCCV7gIHvYZ3tCIDLVJE+I8E1fb7yYNg5t91MRUr9Sc9bOHdOZvcSTvQEai9rTL5u7p2CQ2+ninwgfia3RuGuk

rivhucUpRmG564UIAX6f2RwyWe8PIC77za2p2Ubhy6kZZYVpK8DNV8F51Ztz/Pehgboo/Xs87Y6SzitlpcOgpWtvhvonANn
w29UqPBXd4yilUs45YcDNzZIDLUO4AM]LHrIV1PRhd5YQMEIOot/c1K8KVCLFPCKtMu6gVR+SavwFOL1YYWUA1716EGG



7BjDDbe2vItCG/z/mgq7arWMuBLLuamZ0PuhsOaPurVDz0Uslg3myPfuljui8YO8P3C+W16VNvIbHObWvmzb7GbLwO
w/rSRb4sEvS1Y21fe9UJEPDhgXIF6XbIS+p77AfV1ImM8XNnng097rqgMejd5s8m9ljpUI9USNLsv75ht4P8LXUdDEobe/hP5za
k+1no2mIn8HS9VLIsH/2u76mom86XtkkKV6/WLgh+w4jd+xtMmHUB+rGBMXFBnL+UrbMVj9XdbAYIY8xRe38eAojN7Fb
iA/6dyAXhMkPE6CphG6CdzdsMoHTAziOcr8HdeFuNjWbEShHASnCZ/CzVVu+R/h8aB32ZLHyhGZAIOkpRqH8BOc8UpM
FhYqJU9a6cYbGdzfNJjJOUh8NMZIVEGj2CFAdcZxvd5PmQ8XAgo5peFYshGSGIGIcgCD/QgX1iAY9iGbviGeBiHISQAADs="
alt=""/></a><br />

<br /><br />

<span style="font-size: 9pt; font-family: Verdana; color: DarkGray"><b>Upozornéni:</b></span><br />

<span style="font-size: 8pt; font-family: Verdana; color: DarkGray"><i>Neni-li v této zpraveé vyslovné uvedeno jinak,
ma tato E-mailova zprava nebo jeji pfilohy pouze informativni charakter. Tato zprava ani jeji pfilohy v Zddném ohledu
Univerzitu Karlovu, CERGE, ani NarodohospodaFsky tstav AV CR, v.v.i. k ni¢emu nezavazuji. Text této zpravy nebo
jejich pfiloh neni ndvrhem na uzavieni smlouvy, ani pfijetim ptipadného navrhu na uzavieni smlouvy, ani jinym
pravnim jednanim smérujicim k uzavreni jakékoliv smlouvy a nezaklada pfedsmluvni odpovédnost Univerzity, CERGE,
ani NarodohospodaFského tstavu AV CR, v.v.i. Obsahuje-li tento e-mail nebo néktera z jeho ptiloh osobni tdaje,
dbejte pfi jeho dalSim zpracovani (zejména pfi archivaci) souladu s pravidly evropského nafizeni
GDPR.</i></span><br />

<br />

<span style="font-size: 9pt; font-family: Verdana; color: DarkGray"><b>Disclaimer:</b></span><br />

<span style="font-size: 8pt; font-family: Verdana; color: DarkGray"><i>If not expressly stated otherwise, this e-mail
message (including any attached files) is intended purely for informational purposes and does not represent a binding
agreement on the part of CERGE, Charles University, or the Economics Institute of the Czech Academy of Sciences.
The text of this message and its attachments cannot be considered as a proposal to conclude a contract, nor the
acceptance of a proposal to conclude a contract, nor any other legal act leading to concluding any contract; nor does
it create any pre-contractual liability on the part of CERGE, Charles University or the Economics Institute of the Czech
Academy of Sciences. If this e-mail or any of its attachments contains personal data, please be aware of data
processing (particularly document management and archival policy) in accordance with Regulation (EU)

2016/679 of the European Parliament and of the Council on GDPR.</i></span></div>



HOTOVO! P¥i otevieni nového mailu jednoduse piepnete na identitu “External Signature” na rozbalovaci listé

FROM a tim pfipojite podpis s logem. Jde to | v priibéhu psani emailu bez ztraty napsaného textu.

DONE! When opening a new e-mail, you simply switch to the “External Signature” identity the FROM drop-down

bar to attach a signature with the logo. It works even while writing an email without losing the written text.

Write: (no subject) - Thunderbird

file Edit View Inse 3t Options Tools Help

AoSpelling v i@ Security v [ Save v

) From | Katefina Durrova <Katerina durrova@cerge-ei.cz> (Extemal Signature) katerina durovo@cerge-cicz v | | Cc Bec 3

Katefina Diirrova <katerina.durrova@cerge-ei.cz> katerina.durrova@cerge-el.cz
PR <pr@cerge-eicz> katerinac a@cerge-e
Subject | ALUMNI <alumni@cerge-eicz> Fate ,

Katefina Diirrova <katerinadurrova@cerge-ei.cz> (External Signature) katerina.durrova@cerge-o.cz

Customize From Address...

Katefina Diirrova

Event Manager | Development & PR Department
CERGE-EI

Politickych v&ziiti 7, Praha 1

Czech Republic

katerina.durrova@cerge-ei.cz

+420 224 005 303

+420 602 259 353

www.cerge-ei.cz

£ CERGE T,
30§ 19912021 E S~

= o X

@ Attach v

3. Pokud jiz mate vice identit a pouzivate je pro externi komunikaci, je nutné je upravit jednu po druhé.

Nejdrive bézte do volby MANAGE IDENTITIES.

In case you already have more identities and you use some for external communication, it is necessary to

change them one by one. First, go to the MANAGE IDENTITIES option below.

& Katerinadurrova@cerge-ei.cz ‘ D Account Settings X

Account Settings - <katerina.durrova@cerge-ei.cz>

Vv & katerina.durrova@cerge-ei.cz : :
Account Name: | katerina.durrova@cerge-ei.cz

Server Settings

Copies & Folders

Composition & Addressing Detaultlicentity

< Each account has an identity, which is the information that other people see when they read your messages.
Junk Settings

Synchronization & Storage Your Name: Durrova Katerina
End-To-End Encryption . . .
e Email Address: katerina.durrova@cerge-ei.cz
Return Receipts
v B3 Local Folders Reply-to Address: | Recipients will reply to this other address
Junk Settings Organization:

Disk Space Signature text:  |v/| Use HTML (e.g., <b>bold</b>)

%) Outgoing Server (SMTP)
Katerina Diirrova<br/> ~
Event Manager | Development & PR Department<br/>
CERGE-EI<br/>
Politickych vézid 7, Praha 1<br/>
Czech Republic<br/>

Attach the signature from a file instead (text, HTML, or image):

Attach my vCard to messages Edit Card...
Reply from this identity when delivery headers match: | list@example.cor e ple.corr
Outgoing Server (SMTP):  kdurrova - smtpauth.cerge-ei.cz (Default) v Edit SMTP server...

. Manage Identities...
Account Actions v

A 1) CEs

22.01.2021

|



Zde se Vam otevie seznam Vasich identit, kde je potieba pres volbu EDIT upravit jednu po druhé. This

option will show you a list of identities you have set up already, where you need to edit them one by one
via the EDIT option.

G2 katerina.durrova@cerge-ei.cz D Account Settings X

Identities for katerina.durrova@cerge-ei.cz

Manage the identities for this account. The first identity is used by default.

Durrova Katerina <katerina.durrova@cerge-ei.cz> Add
Sl

ALUMNI <alumni@cerge-ei.cz>
Edit...

Set Default

Delete

Close

Opét je to v poli SIGNATURE TEXT, kde pouze vloZenite misto starého textu HTML kod z bodu 2. Pozor, je

nutné mit zaskrtnuté policko Use HTML. Na zavér potvrdite volbou OK a mate hotovo, postoupite k dalsi
identité.

Again, this is in the SIGNATURE TEXT field, where only the HTML code from point 2 is inserted instead of

the old text. Note that the Use HTML check box must be selected. Finally, confirm the OK option and you
are done. Proceed to the next identity.

&2 katerina.durrova@cerge-ei.cz J D Account Settings X
i ' Account Settings - <katerina.durrova@cerge-ei.cz> :
v & katerina.durrova@cerge-ei.cz

Account Name: | katerina.durrova@cerge-ei.cz
Server Settings

Copies & Folders
Composition & Addressing Default Identity
h nt has an identity, which is the information th: her I when they r rm £

Junk Settings Each account has an identity, which is the information that other people see when they read your messages.

Synchronization & Storage Your Name: Durrova Katerina

Ed ok Enayplian Email Address: katerina.durrova@cerge-ei.cz

Return Receipts

« B3 Local Folders Reply-to Address: | Recipients will reply to this other address
Junk Settings QOrganization:
Disk Space Signature text: v/ Use HTML (e.g.,, <b>bold</b>) —
Outgoing Server (SMTP) ~

Katefina Diirrova<br/>
Event Manager | Development & PR Department<br/> —
CERGE-EI<br/>

Politickych vézili 7, Praha 1<br/>
Czech Republic<br/>

Attach the signature from a file instead (text, HTML, or image):

Choos

Attach my vCard to messages Edit Card...
Reply from this identity when delivery headers match: | list@example.com, *@example.com

Outgoing Server (SMTP):  kdurrova - smtpauth.cerge-ei.cz (Default) v Edit SMTP server...

nage Identities...
Account Actions v Manage Identities




