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How to edit Eparchial Email Footer:

1) Edit the email footer template to all the correct contact information.
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Bernadette Mandrusiak, MDiv

Director of Catechesis | Ukrainian Catholic Eparchy of
Edmonton

Phone: 780.424. 5496

Email: education@edmontoneparchy.com

Website: eparchy.com
9645 - 108 Avenue, Edmonton, AB T5H 1A3
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2) Enter your Outlook Email. Select the file tab.
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3) Select the options tab.
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Change settings for this account or set up more
Account connections.
Settings "

Open & Export

Access this account on the web,

http=//outlock.office365.com/owa/eeparchy.com,/
= Get the Qutlook app for i0S or Android.

,:I Automatic Replies (Out of Office)
(= Use automatic replies to notify others that you are out of off
Automatic not available to respond to email messages.
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Manage the size of your mailbox by emptying Deleted ltem:
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4) Select the mail tab and then select the signatures button.
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G lgnore original message text in reply or forward
Accessibility
Advanced

@ Create or modify signatures for messages.

Customize Ribbon
Quick Access Taolbar Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Add-ins
Outlook panes
Trust Center
E Customize how itemns are marked as read when using the Reading Pane. .
Reading Pane...
Message arrival

F When new messages arrive:
Q Play a sound

[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[_] Enable preview for Rights Protected messages (May impact performance)
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5) Simply copy and paste the template into the signature box and press ok.
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