New Email Signature Update Procedure
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Creating a Signature in Outlook
1. Open a “New Email”. Select “Insert”, followed by “Signatures”. 
a. Alternate Method is to click “File”, then “Options” then “Mail” then “Signatures”.
2. On the E-mail Signature tab, Click “New”.
3. Type a name for your new signature and click OK.
4. In the Edit signature box, copy and paste the Bioventus Signature template (shown below). 
5. Complete personal information. DO NOT CHANGE FONT, FORMAT OR LEGAL LANGUAGE as it appears in the template below. 
6. Save the Signature.
7. Change default signature for New Messages and Replies/forwards (if you wish to do so for replied) to your new Bioventus signature.



NEW EMAIL SIGNATURE TEMPLATE


Take cursor and drag over entire signature (everything below the black line). Click Copy and paste into new signature template. Update name, title and phone #s to correlate with your contact information. 




	[image: US News

AI-generated content may be incorrect.]
	Marcela Rodriguez
Executive Assistant to the CEO
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D: 919-474-6706
C: 678-230-1904
marcela.rodriguez@bioventus.com 
www.bioventus.com     




This message is confidential. It may also contain information that is covered by legal, professional, 
or other privilege. If you have received it by mistake, please let us know, delete it from your system, 
and do not retain, copy or disclose this message’s contents to anyone. 
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