Dear Colleagues, 
We would like to present the Corporate Email Signature accompanied with our 25th anniversary logo for your use. Please follow the steps below to incorporate the new signature into your Microsoft Outlook account.

1. Select and copy the template below
NDCS Corporate Signature
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	Your Name | Your Designation / Your Department | National Dental Centre Singapore
Address: 5 Second Hospital Avenue, Singapore 168938

DID: (65) 6324 **** | Fax: 6324 **** | Email: youremail@ndcs.com.sg
Visit our website: www.ndcs.com.sg


NDRIS Corporate Signature
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	[Name] | [Department] | National Dental Research Institute Singapore
Address: 5 Second Hospital Avenue, Singapore 168938

DID: (65) XXXX XXXX | Mobile: XXXX XXXX| Email: [email]@ndcs.com.sg
Visit our website: www.ndcs.com.sg
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2. In Microsoft Outlook, click File >> Options
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3. In the pop-up window, click Mail >> Signature
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4. Select “signature to edit” and paste the copied text into the “Edit signature” box
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5. Change both signature options to your designated signature (your main signature)
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6. Change the text to reflect your personal details
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7. Click on “OK”

You have successfully updated your email signature.
