Navod ke generovani jednotného podpisu UJEP pro postovniho klienta

Instructions for Generating a Unified UJEP Signature for the Email Client
(verze 26.01 | version 26.01)

Generator podpisu UJEP | UJEP Signature Generator

Vypliite kontakini (idaje. Nahled podpisu se aktualizuje automaticky. Tla€itko ,Zkopirovat podpis” zkopiruje vykresleny podpis do schranky jako
HTML, aby jej bylo moZné vioZit do editoru podpisu v GroupWise. | Enter your contact information. The signature preview updates automatically. The
"Copy Signature” button copies the rendered signature to the clipboard as HTML so that you can paste it into the GroupWise signature editor.

Verze | Version 26.01 (c) P. Raska, UJEP 2026

Udaje do podpisu | Signature info
Jméno a prijmeni | Full name
Jan Novak

Pozice | Position

referent

Druha pozice (nepovinné | optional) | Secondary position
(optional)

napf. koordinator projektu | e.g. project coordinator

Soucast | Faculty, Division

Ekonomicky odbor

Druha soucast (nep: | optional) | § y faculty,
division {optional)

napr. Centrum podpory | €.g. Support Centre
Adresa 1| Address 1 (nepovinné | optional)

Pasteurova 3544/1, 400 96 Usti nad Labem
Adresa 2 | Address 2 (nepovinné | optional)

napr. Kancelaf CS 1.11 | e.g. office CS 1.11

Jazyk ickych polozek | L of automatic
items

@ Cedtina - nazev univerzity a pravni doloZka budou
Cesky

Nahled podpisu | Preview

Do GroupWise vkladejte podpis idedlné pomoci lacitka .Zkopirovat padpis”. Pokud by prohlizec kopirovani HTML nepovaolil
Ize ruéné oznacit nahled podpisu a zkopirovat jej pomoci Ctri+C. | Ideally, insert your signature into GroupWise using the
“Copy Signature” button. If your browser does nat allow copying of HTML, you can manually select the signature preview and
copy it using Ctri+C

Jan Novik
referent

Ekonomicky odbor

Univerzita J. E. Purkyné v Usti nad Labem
e-mail: jan.novak@ujep.cz

Tel +420 123 456 789

Mobil/Cell 420 987 654 321

ANIVERZITA J. L. PURKYNE ¥ USTI NAD LABEN

ISR NANNN

» Zobrazit zdrojové HTML podpisu | View the source HTML of the signature

K ¢emu slouzi generator podpisu UJEP?

V e-mailové korespondenci jsou ¢asto vyuzivany
podpisy v pati¢ce. Tyto vSak na UJEP nejsou
sjednoceny. Automatické nastaveni je
komplikované a rlizni postovni klienti se chovaji
rozdilné. Proto vznikl generator — jednoduchy
formular, ktery vyplnite dle svych preferenci,
vznikly podpis jen zkopirujete a vloZite do
postovniho klienta.

Generator byl testovan primarné pro postovni
klient GroupWise, ale funguje i pro nékteré dalsi
klienty (napf. GMail, Seznam).

What is the UJEP signature generator used
for?

Signatures in the email footer are often used in
email correspondence. However, these are not
standardized at UJEP. Setting them up
automatically is complicated, and different email
clients behave differently. That is why the
generator was created—a simple form that you fill
out according to your preferences; you then
simply copy the resulting signature and paste it
into your email client.

The generator was tested primarily for the
GroupWise email client, but it also works for some
other clients (e.g., GMail, Seznam).



Navod ke generovani jednotného podpisu UJEP pro postovniho klienta

Instructions for Generating a Unified UJEP Signature for the Email Client
(verze 26.01 | version 26.01)

Generator podpisu UJEP | UJEP Signature Generator

Vypliite kontakini (idaje. Nahled podpisu se aktualizuje automaticky. Tlacitko ,Zkopirovat podpis™ zkopiruje vykresleny podpis do schranky jako
HTML, aby jej bylo moZné vioZit do editoru podpisu v GroupWise. | Enter your contact information. The signature preview updates automatically. The
"Copy Signature” button copies the rendered signature to the clipboard as HTML so that you can paste it into the GroupWise signature editor.

Verze | Version 26.01 (c) P. Raska, UJEP 2026

Pole obsahuji nazev,
informaci o povinnosti
vyplnéni a priklad. | The
fields include the name,
information on whether
the field is required, and an
example.

Udaje do podpisu | Signature info
Jméno a pfijmeni | Full name

Jan Novak

Pozice | Position

referent

Druha pozice (nepovinné | optional) | Secondary position
(optional)

napf. koordinator projektu | e.g. project coordinator
Soucast | Faculty, Division

Ekonomicky odbor

Druha souéast (nepovi | optional) | S y faculty,
division (optional)

napr. Centrum podpory | €.g. Support Centre

Adresa 1| Address 1 (nepovinné | optional)

Pasteurova 3544/1, 400 96 Usti nad Labem

Adresa 2 | Address 2 (nepovinné | optional)

napf. Kancelaf CS 1.11 | e.g. office CS 1.11

Jazyk ickych polozek | L of automatic

Na konci formulare je
tlacitko Zkopirovat podpis a
tlacitko vratit priklad. | At
the bottom of the form,
there is a "Copy Signature"
button and a ,,Back to
example" button.

@ Cedtina - nazev univerzity a pravni doloZka budou

Cesky

Zkopirovat podpis | Copy signature
Vratit pfikiad | Back to example

Nahled podpisu | Preview

Do GroupWise vkladejte podpis idedlné pomoci lacitka .Zkopirovat padpis”. Pokud by prohlizec kopirovani HTML nepovaolil
Ize ru€né oznadit ndhled podpisu a zkopirovat jej pomoci Ctrl+C. | Ideally, insert your signature into GroupWise using the
“Copy Signature” button. If your browser does nat allow copying of HTML, you can manually select the signature preview and

copy it using Ctri+C

Jan Novik
referent

Ekonomicky odbor

Univerzita J. E. Purkyné v Usti nad Labem
e-mail: jan.novak@uijep.cz

Tel +420 123 456 789

Mobil/Cell 420 987 654 321

ANIVERZITA J. L. PURKYNE ¥ USTI NAD LABEN

ISR NANNN

Nahled se pribézné méni
dle vyplnéni poli formulare.
| The preview changes in
real time as you fill in the
form fields.

» Zobrazit zdrojové HTML podpisu | View the source HTML of the signature

Zkontrolovat a vyuzit Ize
primo i HTML kéd podpisu.
| You can also view and use
the HTML code for the
signature directly.

Co generator obsahuje?

Generator obsahuje povinné polozky (pokud
nejsou vyplnény, v ndhledu zlstane defaultni
informace) a nepovinné polozky (pokud nejsou
vyplnény, z ndhledu radek zmizi). V polich jsou
uvedeny pfiklady. Nabidka poli byla testovana ve
spolupraci s akademickymi, vyzkumnymi a
technicko-administrativnimi pracovniky. Zaroven
generator obsahuje pole dalsi informace, kam je
mozné umistit libovolné dlouhy text na libovolném
poctu radkd. Generator volitelné obsahuje také
pravni dolozku, jejiz znéni bylo kontrolovdno
pravnim oddélenim UJEP.

What does the generator include?

The generator includes required fields (if left
blank, the default information will remain in the
preview) and optional fields (if left blank, the row
will disappear from the preview). Examples are
provided in the fields. The selection of fields was
tested in collaboration with academic, research,
and technical-administrative staff. The generator
also includes a “Additional Information” field
where you can enter text of any length across any
number of lines. Optionally, the generator also
includes a legal disclaimer, the wording of which
has been reviewed by the UJEP Legal Department.
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Generator podpisu UJEP | UJEP Signature Generator

Udaje do podpisu | Signature info Nahled podpisu | Praview
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Jak generovat podpis ve ¢tyrech krocich?

1. Zadejte Udaje do poli formulare.

Zkopirujte podpis do schranky.

3. Vlozte podpis do editoru podpist v postovnim
klientovi a ulozte.

4. Provedte testovaci zpravu (zasSlete e-mail sami
sobé).

N

How to Generate a Signature in Four

Steps?

1. Enter the information into the form fields.

2. Copy the signature to the clipboard.

3. Paste the signature into the signature editor in
your email client and save it.

4. Send a test message (send an email to
yourself).



Navod ke generovani jednotného podpisu UJEP pro postovniho klienta

Instructions for Generating a Unified UJEP Signature for the Email Client
(verze 26.01 | version 26.01)

RozSitujici informace

Kompatibilita — generator byl testovan primarné pro oficidlni postovni klient GroupWise. Doporucuje se vyuzit instalovaného klienta, webovy pfistup k editoru mize vykazovat chyby.

Logo — v souladu s jednotnym vizudlnim stylem a strategickym cilem posilovani jednotné identity UJEP se doporucuje pro vnéjsi komunikaci pouzivat hlavni logo UJEP. Toto logo je také
prednastaveno v generatoru podpist a funguje tézZ jako interaktivni odkaz na web UJEP. Ostatni loga (soucasti) je doporuéeno vyuZivat na merkantilie, odborné vystupy (prezentace, postery apod.).
Dalsi logo — dle potfeb uZivatele je mozné nastavit doplriujici logo (napf. HR Award, logo projektu apod.). Logo se vklada umisténim pfimého odkazu na obrazek. Tim je zaruceno, Ze v pfiloze e-mailu
se nebudou kumulovat soubory obréazkd. Je vSak nutné zkontrolovat, Ze vloZzeny pfimy odkaz je dlouhodobé stabilni.

Pravni dolozka — je nastavena jako volitelna (zaskrtavaci pole). Jeji vyuzité se doporucuje zejména osobam, které pravidelné komunikuji ven uredni ¢i obchodni sdéleni.

RG a ORCID iD - pole slouzi primarné akademickym a vyzkumnym pracovniklim a pracovnicim.

Doplnujici informace — pole slouZi k dalsim relevantnim informacim, napfiklad aktualnim publikacim. Novy radek se prida pomoci znaku |

Additional Information

Compatibility — The generator has been tested primarily with the official GroupWise email client. We recommend using the installed client, as web access to the editor may result in errors.

Logo — In accordance with the unified visual style and the strategic goal of strengthening UJEP’s unified identity, it is recommended to use the main UJEP logo for external communications. This logo
is also preset in the signature generator and functions as an interactive link to the UJEP website. Other logos (components) are recommended for use on promotional materials and professional
outputs (presentations, posters, etc.).

Additional Logo — Depending on the user’s needs, it is possible to set up a supplementary logo (e.g., HR Award, project logo, etc.). The logo is inserted by providing a direct link to the image. This
ensures that image files do not accumulate in the email attachment. However, it is necessary to verify that the inserted direct link remains stable over the long term.

Legal Disclaimer — This is set as optional (checkbox). Its use is recommended especially for individuals who regularly send official or business communications externally.

RG and ORCID iD — These fields are primarily intended for academic and research staff.

Additional Information — This field is used for other relevant information, such as recent publications. To add a new line, use the | character.



