Outlook Web Access----OWA
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Default View of OQutlook Web Access
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How to customize the view of your Reading Pane

Click on the ¥ and go to Display “Settings”

Choose “Reading Pane” and choose whichever layout you like best
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How to Create a Signature

Click on # and go to “Options”
On the left hand side of the pane choose “Settings”

Under “Settings” fill in your email signature of your choice
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How to change your Smeal Password

Click on the # and go to “Change Passwords”
Insert your “current” password
Create a new password & confirm password

Select “Save” and it should log you out of OWA
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