'’ NORTHERN I L
S@/ TN IE DEEHR Outlook Webmail: Setting Up an Email Signature

It is important for all employees to include their contact information in all email sent.

Log into Outlook Webmail at https://webmail.manitoba-ehealth.ca/

Click on OPTIONS in the right hand side of the screen. sign out | Brandy Reid -
W& Find someone (7]
W& Find someone Options =
Options Select SEE ALL OPTIONS from the drop down menu.

Set Automatic Replies..

Change Your Passw

Create an Inbox Rule...

See All Options...

On the next screen:

o Click on “SETTINGS” and the email signature option will appear.
e At minimum, the Sutiook Web App
following should be e ontions
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-Mail Signature
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name
Jane Doe
T|t|e of Position Administrative Assistant, Education Depariment
Morthern Health Region
Room WxXX, Box 340 Anywhere, ME R8A 1N2
Full work Phone: 204-555-5555; VOIP: 30XXX
. Email: jdoe@nrha.ca; Web: www.northernhealthregion.ca
malllng address Like us on Facebook, Follow us on Twitter
InCIUdlng room Healthy People, Healthy North
number (if
. v A A )
app“cable) Dutomahcally include my signature on messages | s@

o Email address
o Phone/fax number(s)
e Ensure “AUTOMATICALLY INCLUDE MY SIGNATURE ON MESSAGES | SEND” is checked off.

e Click “SAVE” at the bottom right corner of the page ¥ 57
e NHR logo cannot be added to Webmail Signatures

e Note: If you also use Microsoft Outlook or any mobile device, you need to set your signature on
each of the systems/devices.
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