Creating or Changing an email
Signature using Outlook Web Access

Open Internet Explorer

Go to https://WWW.SOUthCOd|Str|bUt|ng.C0m/OW3 or click There is a problem with this website's security certificate.
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We recommend that you close this webpage and do not continue to this website.

When you see the a window that looks like this I Es e e

@ Continue to this website (not recommended).

Just click the option that says Continue to this website.
(middle option)

@ More information

Put your user id and password in the boxes
Click logon
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To create or change the signature for your email, click PRl s sy AR

Options.
* Click inside the E-mail Signature window

Options | save

@ Help

4. When you are :

Regional Settings

*Make any changes necessary to your existing 4] message Optons finished
. . Speling Number of tems to display per page: 50 I n IS e ’
signature or create your signature. e e &
*Include your mobile number if you wish, (if not, I A Remember to
remove Moble) o e —— .
o Click Save!
S &, E-mail Signature
Please follow this format: e .
Your Name 3 C|iCk to
Your Title =

Automatically include my signature on outgoing messages
/
put a chec ) vessage Foma

Compose in this message format:
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® sirchimmag . Cl ICk Ma ||

@ Message Tracking Options

Toll Free: 800.969.3172
Local: 919.735.8012

8 calendar © Aways send a respanse
Mobile: e — € Never s resporse
. . . \Z'raslcsi ﬁ Reading Pane Options
Voice Mail Extension: ey =

Fax: 919.580.9834



