Options- what are the various options and how do | set them up?

Out of Office Assi stant

1. If yougoonholidays or do notwish to use your E- Learning web mail address you can send
an auto-reply to anyonewho sendsan email to this address by clicking | @n currently out of
the Office radio button and typing in a messagein the auto-reply box. Click onthe Saveand

Clo=se button to save your message.
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Including a Signatu re

1. IntheMessaging Options you can automatically indudea signaure when sending a new

email or replying to an email.

2. Tick theboxnext to Automatically include my signature on outgoing messages and a new

text boxwill appear.
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3. Click on Edit Signature then you can choo your font, fontsize and font colour and type

your signaure.
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Thebest way to dothisisto click ontheBlueA. Thenclick Saveand Clos. Whenyou are
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Changing the Mail Editor (default ) Font and Font Size

1. Youcan changethesize andfonttha is displayed when you send or reply to an email. Click
Choo= Font.. to apen the font optionsdialoguebox.

Outloo eb Access = Optio
[ Folders o (4] asaveanddose Close | @) Help | Log OfF
=] [E, INGRID WHITE ~ »~
] Calendar Out Assistant
|85 Contacts -
& Deleted Items F I I'm currently in the office
[7) Drafts [1] O rrently out of the office
[ Inbox AutoReply Oy once to each sender with the following text:
&a Journal W
LE Junk E-mail
|o | Notes
[[3) Outbox
La Sent Items
(2] Tasks + | Messaging Options
¢ 7] Number of items to display per :
l_i Inbox After moving or deleting an item: | opdq the nextitem 4
:ﬁ Calcnday Automatically indude my signature of tgoing messages.
5 contacts
ﬁ Tasks
Mail editor font: [ 12 pt. Arial ] (__choose Font.... ]
lﬁ Rules
ﬁ Options Reading Pane Options v
€] https://portalsrvs.det.nsw.edu.au/f5-w-H687474703a2f2f6d6 169622 77656 273657276696 3657388 exchange, S Internet

2. Choo= yourfont, fontsize and any other optionsthen click OK. (Note: some conputers,
especially macs may not display your chosen optionsandwill revert to default system fonts)
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Style: Size:
12 [ ok ]
talic 10 nes
Bold
Bold talic 14
18
Baskerville Old Face 24
Batang ™ 36
Effects Sample
[ Underiine
Color: AaBbeZz
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Checking Spelling Options

1. Youcan set thespdl check to check your email before sending. Click the Always check

spelling before sending check box then set thelanguageto English (Australia)

Appearance

Clicking on the drop down arrow will give you colour options Don®forget to save
and close at thetop to apply the changes
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Privacy and Jun k email Pre vention

By checking the box here, saving and clogng you can putwha you consder junk
email from sendas straightinto thejunk email folder. This puts any email from that
sende into that folder and notin your in box. This process can bereversed.
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Once checked and saved all you need to doisto goto thein bo
offending email and select QAdd sender to blocked sende's list@
Cadd sende to safe sendes listQ Each week or so you then right click onthejunk
email folder and ddete theitemsini
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