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How to Update your MCR Email Signature

Purpose
MCR’s Email Signature Logo has been updated. The refreshed logo will be used in our corporate
email signature as part of MCR’s standardization initiatives across the MCR Portfolio. When the
MCR Logo is clicked from your email signature, it will launch the mcrhotels.com website. Having
a standard e-mail signature reflects cohesiveness throughout the MCR Portfolio. An email
signature that is consistent is very important and valuable. It conveys consistency, legitimacy,
and professionalism as well as quick links to things that matter.

Email Signature Generator Tool
Our in-house Principal Software Engineer, Eric Ruvio, has created a user-friendly Email Signature
Generator tool which allows an MCR team member to create an approved email signature in
accordance with MCR’s email signature standards.

Accessing the Email Signature Generator

Click MCR Email Signature Manager (mcrhotels.com) to access the Email Signature Generator site.

C @ [9]  https:/signature-manager.merhotels.com A 8 B 4 = Not syncing 8

" ToDo ﬂ Pasadena Hotel and.. ﬂ Transition Guide - T... D Vestabeard Login @ PlatfiormOMNE [ ConnectWise Contr.. [ ConnectWize Contr...

Email Signature Generator [ Irswructons For Outank

Personal Information Signature Preview:

Enter your personal details to generate your email signature .
Select a hotel or MCR office location to

Hotel / Location begin

®

Make a Selection b 2, s
Your email signature will load here.
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https://signature-manager.mcrhotels.com/

Choose your Hotel / Location from the drop-down menu.

it
i
b

Email Signature Generator

Personal Information

Enter your personal details to generate your email signature

Hotel / Location

[ Make a Selection w 1

Corporate Team Member

MCR Corporate Team - Dallas

MCR Corporate Team - Remote / Other
Hotel Team Member

TWwa Hotel

Chambers Hotel

Godfrey Hotel

The High Line Hotel

Ink4a

The Lexington Hotel

Pasadena Hotel & Pool

The Royalton Hotel

Sheraton MNew York Times Sguare Hotel

Stoweflake Mountzin Resort
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Note: Once you have selected your Hotel / Location from the drop-down menu, the Work Address field
and Signature Preview window will auto populate.

Personal Information

Email Signature Generator

Enter your personal details to generate your email signature

Hotel / Location

MCR Corporate Team - New York City e

First name’

Enter your first name here

Job Title / Position

Enter your job title / position here

Email address’

Enter your MCR email address here

Last name’

Enter your last name here

Post-nominal Letters

Enter your postnominals here (i.e. CPA, ClA)

@ Copy Your Email Signature

Signature Preview:

MCR

One World Trade Center
Floor 36

Mew York, NY 10007

Work Address

Street address

One World Trade Center

Address 2

Floor 88

city

MNew York

State / Province ZIP / Postal code

NY 10007

Main Phone Number

+1 (000) 000-D000

Direct Phone Mumber Mobile Phone Number

+1 (000) 000-0000 +1 (D0O0) D0O-0000
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Enter your information in the remainder of the fields. Once all the fields have been filled, click the Copy
button to “Copy Your Email Signature”.

Email Signature Generator

Personal Information o
@ Copy Your Email Signature
Enter your personal details to generate your email signature

Hotel / Location

Signature Preview:
MCR Corporate Team - New York City i 9

First name’ Last name”
Ingrid Z. @ Femnandez

Ingrid Z. Fernandez, MISM
MCR

Corporate Information Technology Manager MISM One World Trade Center
Floor 86

New York, NY 10007

Job Title / Position Post-nominal Letters

Email address™

ifernandez@mcrinvestors.com Office: +1 [212) 277-5665
Maobile: +1 (917) 288-2468
Work Address ifernandez@merinvestors.com

Street address

One World Trade Center

Address 2
Floor 88
City State / Province ZIP / Postal code
New York NY 10007
Main Phone Number Direct Phone Number Mobile Phone Number
+1(000) 000-0000 +1(212) 277-5665 +1(917) 288-2468

Note: For MCR Corporate Teams in New York City and Dallas, the Job Title/Position is not needed and
thus will not show in the Signature Preview.

For team members based out of Chicago and Richmond, VA satellite Offices, select the MCR Corporate
Team — Remote / Other and fill in the Work Address fields.

MANDATORY:

e All Team Members MUST update all devices used to conduct MCR business without exception.
o Team Members with certain roles MUST include their mobile numbers.
o All Team Members MUST include a main number and a direct number.
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Bespoke Hotels — E-mail Signature Requirements

TWA Hotel Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

o Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.twahotel.com/

Jon Smith, MBA

Title

TWA Hotel

One Idlewild Drive

JFK International Airport
New York, NY 11430-1962

JFK’s Only On Airport Hotel
Connected to Terminal 5
A quick AirTrain ride from all JFK Terminals

Main: +1 (212) 806-9000
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@twahotel.com
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https://www.twahotel.com/
https://www.twahotel.com/hotel-information/directions
https://www.twahotel.com/hotel-information/directions
mailto:name@twahotel.com

The Chambers Hotel Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.chambershoteldowntown.com/

, THE
| CHAMBERS
| HOTEL

o

Jon Smith, MBA

Title

The Chambers Hotel

901 Hennepin Avenue (at 9th Street)
Minneapolis, MN 55403

Main: +1 (612) 767-6900

Direct: +1 (000) 000-0000

Mobile: +1 (000) 000-0000
name@chambershoteldowntown.com
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https://www.chambershoteldowntown.com/
mailto:name@chambershoteldowntown.com

The Godfrey Hotel & Cabanas Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.godfreyhoteltampa.com/

GODFREY

HOTEL & CABANAS TAMPA

Jon Smith, MBA

Title

The Godfrey Hotel & Cabanas Tampa
7700 West Courtney Campbell Causeway
Tampa, FL 33607

Main: +1 (813) 281-8900

Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@godfreyhoteltampa.com
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https://www.godfreyhoteltampa.com/
mailto:name@godfreyhoteltampa.com

The High Line Hotel Email Signature
Team members with the following titles MUST include their mobile number.
e General Manager
e Executive Committee Member
e Department Head
e Sales Managers
e Event Manager
e F&B Managers
e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.thehighlinehotel.com/

THE HIGH LINE HOTEL

Jon Smith, MBA

Title

The High Line Hotel

180 Tenth Avenue (at 20th Street)
New York, NY 10011

Main: +1 (212) 929-3888
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@thehighlinehotel.com
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https://www.thehighlinehotel.com/
mailto:name@thehighlinehotel.com

Ink 48 Hotel Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.ink48hotel.com/

—HOTEL—

Jon Smith, MBA

Title

Ink 48 Hotel

Named No. 3 Best NYC Hotel in Condé Nast Traveler's 2022 Readers’ Choice Awards
653 Eleventh Avenue (at 48th Street)

New York, NY 10036

Main: +1 (212) 757-0088
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@ink48.com

Updating your MCR e-mail signature v1.10.11152622
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https://www.ink48hotel.com/
mailto:name@ink48.com

The Lexington Hotel Email Signature

Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.lexingtonhotelnyc.com/

L

THE LEXINGTON

HOTEL

Jon Smith, MBA

Title

The Lexington Hotel, Autograph Collection
511 Lexington Avenue (at 48th Street)
New York, NY 10017

Main: +1 (212) 755-4400
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@|exingtonnyc.com

Updating your MCR e-mail signature v1.10.11152622
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https://www.lexingtonhotelnyc.com/
mailto:name@lexingtonnyc.com

Pasadena Hotel & Pool Email Signature

Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.pasadenahotel.com/

?alsw@ma Hof

& POOL

Jon Smith, MBA

Title

Pasadena Hotel & Pool

928 East Colorado Boulevard (at Lake Avenue)
Pasadena, CA 91106

Main: +1 (626) 884-4150
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@pasadenahotel.com
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https://www.pasadenahotel.com/
mailto:name@pasadenahotel.com

Royalton New York Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.royaltonhotel.com/

ROYALTON

NEW YORK

Jon Smith, MBA

Title

Royalton New York
44 West 44th Street
New York, NY 10036

Main: +1 (212) 869-4400
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@ rovalton-nvc.com
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https://www.royaltonhotel.com/
mailto:name@royalton-nyc.com

Sheraton New York Times Square Email Signature
Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.marriott.com/en-us/hotels/nycst-sheraton-new-york-times-square-
hotel/overview/

-
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SHERATON

New York Times Square Hotel

Jon Smith, MBA

Title

Sheraton New York Times Square Hotel
811 7th Avenue (at West 53rd Street)
New York, NY 10019

Main: +1 (212) 581-1000
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@sheraton.com
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mailto:name@sheraton.com

Stoweflake Mountain Resort & Spa Email Signature

Team members with the following titles MUST include their mobile number.

e General Manager

e Executive Committee Member
e Department Head

e Sales Managers

e Event Manager

e F&B Managers

e Operations Managers

The Main and Direct numbers should be mandatory for everyone.

Hyperlink for graphic: https://www.stoweflake.com/

£ 3Stoweflake

Mountain Resort & Spa

Jon Smith, MBA

Title

Stoweflake Mountain Resort & Spa
1746 Mountain Road

Stowe, VT 05672

Main: +1 (800) 253-2232
Direct: +1 (000) 000-0000
Mobile: +1 (000) 000-0000
name@stoweflake.com

Updating your MCR e-mail signature v1.10.11152622
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https://www.stoweflake.com/
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Your Signature was copied successfully! Next Step: Apply Your Signature. Click on Open Instructions for

how to add your new signature into Outlook on Windows 10, Windows 11, and MacBook Pro.

Note: You will need to launch the email signature generator tool separately while on your mobile
(android or apple) device to create your signature and paste it into your email signature box. See the
documentation below for Apple and Android Mobile phones and Outlook Web Access (OWA).

Updating your MCR e-mail signature v1.10.11152622
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Signature Copied Successfully

Mext Step: Apply Your Signature

Please refer to the documentation linked below to
apply your email signature to Outlook. This action
should be completed on your beth your mobile
and deskiop devices.
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How to add your new signature into Outlook
How to add your new email signature: Windows 10, Windows 11

Launch Outlook and click File

||E| Hnme Send / Receive  Folder View Help  Acrobat
[ m Reply [
M & @ =

- 4

Mew Zoom [ Delete Archive %REPIFA” E
Email Items ~ ~ L& ~ —> Forward L]
Mew Delete Fespond

On the lower left-hand side, click on Options

Office Account

Feedback

Exit
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Click on Mail, then Signatures.

e Change the settings for messages you create and receive.

~| |gnore onginal message text in reply or forward
Accesnbility

Advanced A7 Creste or madify signatures for messages.

Custemize Ribban
Quick Access Toolbar Ad Use stationery to change default fonts and styles, colors, and backgrounds. St
Add-inz
Outlook panes
Trust Center

E Customize how tems are marked as read when using the Reading Pane.

Message arrival
F When riew MESSA0es ammvie;
L= p oy a sound
Briefly change the mouse pointer
| Show an envelope icon in the taskbar
| Display a Desktop Alest

Enable preview for Rights Protected messages (May impact performance)

Camsanmmmtlsm Sl ]l

Calendar Compose messages
Groups ML o
i o & Change the editing settings for messages. Eleuertmni...
Feople i Compose messages in this format: | HTML
Tasks _'\-’- Show text predictions while typing \?.
Search
abc Always check spelling before sending Spelling and Autocorrect...
_dllguﬁljr L

ationery and Fonts...

Reading Pane...

QK Cancel

Delete the existing signature from the “Select signature to edit” box and click New.

Tasks

Search

Languay

A L Delete Save Bename
Accessil

[ ST ET BN T P

General .
@ Change the settings for messages you create and re
Mail T
Calenda
Groups E-mail Signature  Personal Stationery
Select signature to edit Choose default sig
People

E-mail account:
MNew messages:

Replies/forward:

Updating your MCR e-mail signature v1.10.11152622
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Click Yes to delete the selected signature.

o Are you sure you want to delete the selected signature? All e-mail accounts using the signature will no longer have
a signature.

Yes Ma

Click New

G [ i
Eners @ Change the settings for messages you create and rece

M ail
Calenda

Groups E-mail Signature  Personal Stationery

Select signature to edit Choose default sign

People
E-mail account: |
Tasks
Mew messages:

Search
Replies/forwards:

Languat

L : Delete Mew Save Rename
Accessil —

y ol Edit signature

Advanc
Calibri [Body) s |11 s Automatic s

Custom

Cuick A
Add-ins

Trust Ce

et signature templates
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Type a name for this signature.

General

Mail

Groups
People
Tasks
Search
Languat
Accessil
Advanc|
Custom
Quick &
Add-ing

Trust Ce

Calendg )

@ Change the settings for messages you create and rece

E-mail Signature  Personal Stationery

Select signature to edit Choose default sign

E-mail account:  |;
Mew messages:

Replies/forwards:

Delete New Save Fename
E—

Edit signature lew Sig

Calibri (Body) 11 | I B Iype a name for this signature:

Get signature templates

Click OK

General

Mail

Groups
People
Tasks

Search

Languat
Accessil
Advanc|
Custom
Quick &
Add-ing

Trust Ce

Calends -

@ Change the settings for messages you create and rect

E-mail Signature  Personal Stationery

Select signature to edit Choose default sign

E-mail account:
Mew messages:

Replies/forwards:

Delete New Save Eename

Edit signature

Calibri (Body) v |11 v I W Iype a name for this signature:

MCR

Get signature templates

Updating your MCR e-mail signature v1.10.11152622
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Paste the new signature into the Edit signature box.

General ;
@ Change the settings for messages you create and rec
Mail
Calenda
Groups E-mail Signature  Personal Stationery
: Select signature to edit Choose default sigr
People
MCR E-mail account:
Tasks |
New messages:
Search v
Replies/forwards:
Languag — —
JYL Delete New Save Rename
Ficharl Edit signature
Calibri (Body) wMi~||B I U Automatic == =
Custom
Quick &
Add-ins
Trust Ce
Get signature templates
r

Paste the copied signature.

Gi | . .
enere @ Change the settings for messages you create and receivel
Mail !
Calend:
Groups E-mail Signature Persanal Stationery
People Select signalure bo edit Choose default signatui]
MR & E-mail account: e
Tasks
Newr meisages: ind
Search Repliesforwards:
Langua s
Aecaes Delete Mews Save Rename
Advans Edit signature
- Calibrl o (L O T A T Automatic w || = = =
Eustﬂ — S —————
Cuick
Add-irg
Trust J
Ingrid Z. Femandez, MISM
MCR
One World Trade Center
Floor 86
n 1 late

Note: The MCR Logo will show correctly in New messages and Replies/Forwards.
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Choose your default signature - Drop down box for New messages: and Replies/forwards:

Click OK

Geners|
| @ Change the settings for messages you create and receive.
Pail !
Signatures and Stationery 7 s
Calend:
Graups E-mall Signature  Personal Stationeny 3
Select signature to edit Choose default signature I
Peaple =
o || E-mail gecaunt: yamander@mesinvestars.com .
Tasks
New messages: MCR o
Search . .
_ || Reptiesitorwards: - ke
Langua: -
g Delgte Mew Save Renarme
Accessl = = = =
Advort Edit signature . . 5—
+ Calibn <11 || B I U Automatic wiiE=E = [E5] Business Card | g ’g:,
Custom :
Cuuick A || K
Click OK
Genera -
i @ Change the settings for messages you create and receive. '
Mail
Calendar Compose messages
Groups lL,- Change the editing settings for messages. Editor Options...
Gtk L&
veopie Compose mescages in this format: | HTML
Tasks | Show text predictions while typing @
Search
abc Always check spelling before sending Spelling and Autocaorrect...
Language i
. ~| |gnore oniginal message text in reply or forward
Accessibility
Advanced L? Create or modify signatures for messages. Signatures...
Customize Ribbon
Quick Access Toolber Ad Use stationery to change default fonts and styles, colors, and backgrounds Stationery and Fonts...
Ldd-ins
Outlook panes
Trust Center
Iﬁ Customize how rtems are marked as read when using the Reading Pane. Reading Pane.
Message arrival
Fl When new messages amve:
I:-' ~| Play u
Briefly change the mouse pointer
~| Show an envelope icon in the taskbar
-
.v
Famicnccabiom Mlaca Bla

Next, Close Outlook and launch it again and Reply to the email that was sent with instructions on how
to change your email signature.
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How to add your new email signature: MacBook Pro, iMac

Launch Outlook and then click on Preferences...

File

Edit View

About Outlook

+ MNew Outlook

Preferences... g

Work Offline

Turn Off Reminders

Services

Hide Qutlook
Hide Others

Quit Qutlook

1 #FollowlUp 3
Click on the Signatures icon
@ Outlook Preferences Show All | Q
Personal Settings
._ L) . — A .g \/
i = © 1 A ,
General Accounts Motifications Categories Fonts AutoCorrect Spelling &
& Sounds Grammar
Email
P -] y T =
=) [£7 e )] S
Reading Composing Signatures Rules Junk
Other
— r
] ) Q
Calendar My Day Privacy Saarch

Updating your MCR e-mail signature v1.10.11152622
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Delete the existing signature by clicking on the —icon

®® Signatures
Edit signature:

Signature name

MCR

8

Choose default signature:

Account:

New messages:

Replies/forwards:

Thank youl

Edit

Show All | Q

Signature Preview

Click Delete

Are you sure you want to
permanently delete the selected
signature(s)?

This action cannot be undona.

r Delete \

Cancel

Updating your MCR e-mail signature v1.10.11152622
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Paste the new signature into the signature box. In the Signature Name field, type: MCR

Untitled

Signature

ﬁi' Calibri n WEviEY == 0 [
Posts B I Usgk £LvA.w =E === Pictur

ISignature Name: Untitled I

Ingrid Z. Fernandez, MISM
MCR

One World Trade Center
Floor 86

New York, NY 10007

Office: +1 (212) 277-5665
Mobile: +1 (917) 288-2468
ifernandez@mcrinvestors.com

Choose your default signature: Drop down box for New messages: and Replies/forwards:

@ Signatures Show All | Q

Edit signature:

Signature name Signature Preview

MCR

il Edit

hoose default signature:

Account:

New messages: MCR

Replies/forwards: MCR

Next, Close Outlook and launch it again and Reply to the email that was sent with instructions on how
to change your email signature.
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How to add your new email signature: Outlook App - Android

From your Android device, go to https://signature-manager.mcrhotels.com and follow the prompts to
create your signature in the MCR Email Signature Generator tool.

When all fields have been entered and the expected output appears in the Signature Preview window,
Click “Copy Your Email Signature”.

Email Signature Generator &

Personal Information o
i b @ Copy Your Email Signature
Enter your personal details to generate your email signature

Hotel / Location
Signature Preview:

MCR Corparate Team - Mew York City ~
First name’ Last name’
Ingrid Z. B] Fernandez
Joh Title / Position Post-nominal Letters HERdZ. Fethandez; MIGh)
MCR.
Corporate Information Technology Manager MISM One World Trade Center

Floor 86

Email address New York, NY 10007

ifernandez@mcrinvestors.com Office: +1 {212) 277-5665

Mobile: +1 {917} 288-2468

Work Address ifernandez@mcrinvestors.com
Street address

One Weorld Trade Center

Address 2
Floar 86
City State / Province ZIP / Postal code
MNew York NY 10007
Main Phone Number Direct Phone Number Mobile Phone Number
+1 (000) 000-0000 +1(212) 277-5665 +1 (917) 2858-2468

Note: Your signature will be copied to the clipboard.
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Next, launch the Outlook App and tap the menu icon on the upper left corner.

Last Week

©

This Mont

.o "

[
jo)
Gl

Tap the settings gear icon on the bottom left of the menu.

. T P

G Office 365

L] inbox 13
(]

7 Drafts

B  Archive

= Sent

- Groups Mew
B  Trash

B3 spam

Falders

- Conversation History

@ B RSSFeeds

|z
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In Settings, scroll to Mail and tap Signature

] T iv 4 W 1204PM

€  Settings

£ Help & feedback
Accounts
Office 365

+ ADD ACCOUNT

Mail

a Motifications

Signature (
L

Get Qutlaak for Android

vep Swipe options

[J  Focused Inbox @

Delete your existing email signature. Then, touch and hold your finger down to paste the new email
signature.

-] v 4 B 12:05 PM

<  Signature v

Al Acoounts

lGet Outlook for Android
|

& Android  Androids | Androids &
1 2 3 4 L & T . B ] a

gwe r tyuiop
asdf gh j kI

Sz xcvb nmG&

. © . ]
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Note: The MCR Logo may or may not show in the signature at this stage but will show correctly in New
or Replies. Tap the check mark to Save.

Per Account Signature ®

Ingrid Z. Fernandez, MISM
MCR

One World Trade Center
Floor 86

ﬂ New York, NY 10007

Office: +1 (212) 277-5665
Mobile: +1 (917) 288-2468
ifernandez@mcrinvestors.com

Test by sending yourself an email from your mobile app. Be sure to check out the new MCR Hotels
embedded link. Tap the MCR logo to launch the site www.mcrhotels.com.

144 B P« N tule

% (m» New message
I @ mcrinvestors.com v

hitps:/fwww.merhotels.com,
Click or tap to follow link.

-

MCR

One World Trade Center
Floor 86

New York, NY 10007

Direct: +1 (212) _. . _.__
Mobile: +1 (917) 222 2722
e oo @MCriNvestors.com

B 2 ® % A
o ¢ /e

112131456 7]18)19]0

Updating your MCR e-mail signature v1.10.11152622 30


http://www.mcrhotels.com/

How to add your new email signature: Outlook App — Apple

From your Apple device, go to https://signature-manager.mcrhotels.com and follow the prompts to
create your signature in the MCR Email Signature Generator tool.

When all fields have been entered and the expected output appears in the Signature Preview window,
Click “Copy Your Email Signature”.

Email Signature Generator &

Personal Information

Enter your personal details to generate your email signature

Hotel / Location
Signature Preview:

MCR Corparate Team - Mew York City ~
First name’ Last name’
Ingrid Z. B] Fernandez

Ingrid Z. Fernandez, MISM

Joh Title / Position Post-nominal Letters
MCR ?

Corporate Information Technology Manager MISM One World Trade Center
Floor 86

Email address New York, NY 10007

ifernandez@mcrinvestors.com Office: +1 {212) 277-5665

Mobile: +1 {917} 288-2468

Work Address ifernandez@mcrinvestors.com
Street address

One Weorld Trade Center

Address 2
Floar 86
City State / Province ZIP / Postal code
MNew York NY 10007
Main Phone Number Direct Phone Number Mobile Phone Number
+1 (000) 000-0000 +1(212) 277-5665 +1 (917) 2858-2468

Note: Your signature will be copied to the clipboard.
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Next, launch the Outlook App and tap on the menu icon on the upper left corner.

6:69

& Inbox

& o
.

Last Week
bd @ Friday

This Momntt

.o -

[{]
0
Bl

559

G Office 365

Favourites

© O inbox
B sem
? Drafts
& inbox

P ToKeep

[ Archive
S Groups
GT Deleted
£ sent
E’a Junk
B3 contacts
Conversation History

RSS Subseriptions

(©
O 0O O

Trash
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Tap Signature

Pt Settings

General

Help & Feedback >

Set Default Email App

Email Accounts

‘:l Office 365 5
Add Email Account

Storage Accounts

a OneDrive

Add Storage Account

Notifications

Default » /

I Signature Get Outlook for iOS > I

Swipe Options Set Up [ Archive >

Focused Inbox

Organise By Thread " @)

Delete your existing email signature, then, touch and hold your finger down to paste the new email
signature. Tap the back icon to Save.

4 Signature
Eg. your name, profession

e &«

QIWIE|IR|TIYJUjLJO|P
AJSIDJFIGIH]J]IK]|L
) Z|X|C|V|B|N|M E=

123 © space return

@ Y
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Test by sending yourself an email from your mobile app. Be sure to check out the new MCR Hotels
embedded link. Tap the MCR logo to launch the site www.mcrhotels.com

144 2 e P - N fla

% (u) Newmessage
I (@) Crinvestors.com v

https:/fwww.merhotels.com, ’

Click or tap to follow link.

MCR
One World Trade Center
Floor 86

New York, NY 10007

Direct: +1 (212) —. . -.-_
Mobile: +1 (917) 222 222
e [@MCHINVEStOrs.com

B 2 ® » A
6 2 ¢ B

11213145617 1819]0
glwlefrjtiyjulijolr
asdfghj kI

Gl z x|clvibln|mlEE
# @ EN(US) . .com Done

1 @] v s
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How to add your new email signature: Apple Mail App — Apple iPhone / iPad

From your Apple device, go to https://signature-manager.mcrhotels.com and follow the prompts to
create your signature in the MCR Email Signature Generator tool.

When all fields have been entered and the expected output appears in the Signature Preview window,
Click “Copy Your Email Signature”.

Email Signature Generator &

Personal Information

Enter your personal details to generate your email signature

Hotel / Location
Signature Preview:

MCR Corparate Team - Mew York City ~
First name’ Last name’
Ingrid Z. B] Fernandez

Ingrid Z. Fernandez, MISM

Joh Title / Position Post-nominal Letters
MCR ?

Corporate Information Technology Manager MISM One World Trade Center
Floor 86

Email address New York, NY 10007

ifernandez@mcrinvestors.com Office: +1 {212) 277-5665

Mobile: +1 {917} 288-2468

Work Address ifernandez@mcrinvestors.com
Street address

One Weorld Trade Center

Address 2
Floar 86
City State / Province ZIP / Postal code
MNew York NY 10007
Main Phone Number Direct Phone Number Mobile Phone Number
+1 (000) 000-0000 +1(212) 277-5665 +1 (917) 2858-2468

Note: Your signature will be copied to the clipboard.
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Next, from your iPhone or iPad, open the Settings App

Settings

Scroll down and choose Mail

Settings

m Privacy & Security

App Store

E Wallet & Apple Pay

n Passwords /
I ) mail I

| Contacts

Calendar
Notes
Reminders
Voice Memos
Phone
Messages
FaceTime
Safari

News

Stocks

L.Zﬁ((ﬁ.

Scroll down to the COMPOSING section and click Signature

< Settings Mail
Organize by Thread

Collapse Read Messages ()

Most Recent Message on Top

Complete Threads ()

Muted Thread Action Mark as Read
Blocked Sender Options Move to Trash
Blocked

Always Bcc Myself

Mark Addresses Off

Increase Quote Level On

Include Attachments with Replies When A /
I Signature 3 I

Default Account Gmail

utside of Mail will be sent from this

Undo Send Delay 10 Seconds
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Under EXCHANGE, Delete your existing email signature, then, touch and hold your finger down to
paste the new email signature. Tap < Mail icon to go back and Save.

] < Mail Signature
All Accounts

Per Account v

Ingrid Fernandea, MISM

MCR

One World Trade Center

Floor 86

New York, NY 10007
Office: +1 (212) 277-5665

Mobile: +1 (917) 288-2468
ifernandez @mcrinvestors.com

Test by sending yourself an email from your mobile app. Be sure to check out the new MCR Hotels
embedded link. Tap the MCR logo to launch the site www.mcrhotels.com

Cancel
New Message
To: | ®

Cc/Bcc, From: emiles@mcrinvestors.com

Ingrid Fernandea, MISM
MCR

One World Trade Center
Floor 86

New York, NY 10007

Office: +1 (212) 277-5665

g w e r ty u i op

123 space @ . return

g
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How to add your new email signature: Outlook Web Access (OWA)

From your device, go to https://signature-manager.mcrhotels.com and follow the prompts to create
your signature in the MCR Email Signature Generator.

When all fields have been entered and the expected output appears in the Signature Preview window,
Click “Copy Your Email Signature”.

Next, launch your web browser and visit https://Outlook.office.com to log into your Outlook Web Access
or OWA. Pick an Account to continue to your MCR Outlook account.

Outlook

Pick an account

to continue to Outlook

ifernandez@mcrinvestors.com
Connected to Windows

-+ Use another account

Click on View, then View Settings

1 @ McR HOTELS Outlook O Search
| = Home Viﬂ ’

§93 View settings ﬁessages v ([MDlLayout v =D

o (@ Inbox w = Filter

Click Mail, then Compose and Reply, Delete your old MCR Signature and lastly, click Save to completely
remove your old MCR signature.

Settings Layout apose and reply
A S SeNigs Email signature

Attachments . .
B General Edit and choose signatures that will be automatically added to your email message.

Rules .
m Create and edit signatures

Sweep + New signature

[ Calendar
Junk email MCR v || Rename Delete
£ People

Customize actions
View quick settings Thank you,
Sync email
Message handling
Forwarding
Automatic replies
Retention policies

S/MIME

Groups
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Next, type MCR in the + New signature field, and paste the new signature. Click Save.

Settings Layout Compose and reply

0 Search settings Compose and reply -

Edit and choose signatures that will be automatically added to your email message.

Attachments
3 General Create and edit signatures
Rules 2
= Mail —+ New signature
Sweep
[ Calendar ” MCR |
Junk email
&£ People
Customize actions
View quick settings
Sync email
Message handling Ingrid Z. Fernandez, MISM
MCR
X One World Trade Center
Forwarding Floor 86
New York, NY 10007
Automatic replies
Office: +1 (212) 277-5665

Retention policies B M X B I U ov AvEI=E 2 2 » E = = @
S/MIME
Groups

Test by sending yourself an email from your mobile app.

Be sure to check out the new MCR Hotels embedded link. Tap the MCR logo to launch the site
www.mcrhotels.com

@ ™cr HoOTELS Outlook O Search Cx Tean
= Home View Message Insert Format text Options
[- ]
& © Inbox w = Filter To
p ) e > Stoweflake PC Di.. <\ K o Cc
v @ > Accounting Team equi... < & Add a subject

Today

&

r—

Ctrl+Click to follow link
https://www.mcrhotels.com/

Steve Brown;.. ¥ 2 K
@ > TWA Hotel - updated Cl...  8:10 AM

Thank you, Eston. Judy (copied) ente...

B

Ingrid Z. Fernandez, MISM
MCR

Ana \Warld Teada Cantar

Eston Miles; Andrew Brady; Ed Bell; ...
> [Ticket #553914] Multipl... 7:11 AM < [calibri V2 B I U &2v Av{
Thank you. Can you confirm that the...

- IR
Nadir from IT Glue

o Action Required: Please re...  7:09 AM
Hi User, Due to an increase in suspic... Select an item to read & (No subject) X

&
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Support & Important Reminders
e Support:

o If you are using a different application or are unable to update your signature, please
email the TekConcierge HelpDesk at support@tekconcierge.com. For best results, we

highly recommend using the Outlook App on Android and Apple mobile phones.
e Reminder:
o The new email signature MUST be updated as per above instructions on each and
every device you use to conduct MCR business.
o Don’t forget to go back to the Email Announcement email and from each device, click
on the corresponding link to send a confirmation email to the Email Signatures Team for
final review.

= (Click to confirm Computer Signature Complete
= (Click to confirm Mobile Phone Signature Complete

For example, if you have completed the signature on your laptop, then find the Email Signature
Announcement email and click on the “Click to confirm Computer Signature Complete” link.

If you have completed the signature on your mobile phone, then find the Email Signature
Announcement email while on your mobile phone and click on the “Click to confirm Mobile Phone
Signature Complete” link.

MANDATORY:

o All Team Members MUST update all devices used to conduct MCR business without exception.
o Team Members with certain roles MUST include their mobile numbers.
o All Team Members MUST include a main number and a direct number.
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