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 (
Dear Support,
An item in my classroom or office is malfunctioning, can we please 
have it repaired?
Thanks
, Sally
) (
This document will help explain how to create a 
signature in your district webmail
.
The only strong suggestion that we will make here is to include your 
school
 or 
site name
 in your signature.
This is incredibly useful for su
pport staff.
  I
n the 
example below
, support would not know which school 
to contact
 to reach Sally.
For help with other or similar topics, try our website 
Help & Support
 section under the 
Educators
 
tab.
) (
This document contains s
tep
-
by
-
step instructions on 
how to 
setup a signature in your district webmail. 
)[image: new_gpcsd_logo_done.png] (
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The first step is to log into your webmail like you normally do, then go to the ‘Options’ section, shown (1) in Figure 1.



[image: C:\Documents and Settings\patrickoconnor\Desktop\New Folder\figs2\1.jpg]
Figure 1


The second step is to make sure the checkbox to ‘Automatically include my signature…” is checked. (2) Then click on the button labled “Edit Signature”.





This will open up a word-like window (Figure 2) where you can type in your signature exactly as you would like it to appear, (1)change fonts and text effects. 

Reminder: Please add you school or site name.

[image: C:\Documents and Settings\patrickoconnor\Desktop\New Folder\figs2\2.jpg]


Figure 2

When finished, click ‘Save and Close’ (2), just closing the window or hitting the X will not save your signature.








That’s pretty much it. The next time you compose a new message or reply, your signature should automatically appear. Example in Figure 3.


[image: C:\Documents and Settings\patrickoconnor\Desktop\New Folder\figs2\3.jpg]

Figure 3



There you go!

Thanks,

Grande Prairie and District Catholic Schools
I.T. Department.
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