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

Out of Office Assi stant  
1. If you go on holidays or do not wish to use your E- Learning web mail address you can send 

an auto-reply to anyone who sends an email to this address by clicking IÕm currently out of 
the Office radio button and typing in a message in the auto-reply box.  Click on the Save and 
Close button to save your message. 

 

 

Including a Signatu re 
1. In the Messaging Options you can automatically include a signature when sending a new 

email or replying to an email. 
2. Tick the box next to Automatically include my signature on outgoing messages and a new 

text box will appear. 

 
 
 
 
 
 
 

 
3. Click on Edit Signature then you can choose your font, font size and font colour and type 

your signature.  
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The best way to do this is to click on the Blue A. Then click  Save and Close.  When you are 
returned to the options box, click Save and Close again to activate your options. 

 

Changing the Mail Editor (default ) Font and Font Size  
1. You can change the size and font that is displayed when you send or reply to an email.  Click 

Choose Font.. to open the font options dialogue box. 

 
 

2. Choose your font, font size and any other options then click OK. (Note:  some computers, 
especially macs may not display your chosen options and will revert to default system fonts) 
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Checking Spelling Options  
 
1. You can set the spell check to check your email before sending.  Click the Always check 

spelling before sending check box then set the language to English (Australia) 
 

 
 

 

 

 

 

 

 

 

 

Appearance  

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

By checking the box here, saving and closing you can put what you consider junk 
email from senders straight into the junk email folder. This puts any email from that 
sender into that folder and not in your in box. This process can be reversed. 
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 Once checked and saved all you need to do is to go to the in box, right click on the 
offending email and select ÒAdd sender to blocked senders listÓ. To reverse select 
Òadd sender to safe senders listÓ. Each week or so you then right click on the junk 
email folder and delete the items in it. 

 

 

 

 

 

 

 

 

 

 

 


