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Installing your email signhature in

RACKSPACE WEBMAIL

Please have your provided HTML file available and ready to install.
Then simply follow the steps below to have your signature set-up in

Rackspace Webmail within minutes.

STEP ONE

Go to Settings located at the top right of your
Rackspace Webmail Client.

STEP TWO

Compaosing Identities Signatures

;@ General Settings

Add Mew Signature

Composing Email »
Current Signatures

[;
I 1.
ok

Login to your Rackspace Webmail account. ﬂ

0.0 Mb 25 Gh

Settings
Updite Fhone

Losg Out

From your Settings window, select Composing Email, then select the Signatures tab.

‘ Incoming Email

@ Spam Settings

iy External Accounts Edit Delete

| Change Password [] Always show signature when composing an email
i || When replying to an email, insert my signature
& Abowve the message body
Below the message body
|| When forwarding an email, insert my signature

* Above the message body
Below the message body
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Installing your email signature in

s RACKSPACE WEBMAIL

STEP THREE

Click the Add New Signature button and give your signature a name.

Make sure it says Enable Formatting above the signature box. When enabled, it will say
Disable Formatting.

Edit Signature

Signature Mame

Amy

Edit Signature Enable Formatting
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STEP FOUR

Click on the source code button which will look like this: <>

A new window will open allowing you to paste your HTML code into it (If the new window
doesn’t open, then you have not enabled Formatting - see step above)

Edit Signature

Signature Name

Amy

Edit Signature Disable Formatting
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STEP FIVE

Switch out of Rackspace Webmail and locate your provided HTML email signature file.

Right click the file and open with Notepad.
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RACKSPACE WEBMAIL

STEP SIX

Press Ctrl + A to select all of the code, then " jakecrowley_graphicdesigner 42730 (1)htm! - Notepad o |
press Ctrl + C to Copy it‘ File Edit Format View Help

30/1mages/578814762bc66.png?override=l468539173"
sty1e— "border: none; display: block; width: 150px;
50px; "></td> <td style="font-size: lpx Tine-|
lheight:1px;white-space:nowrap;" width="12"></td><td> <img
idth="150" height="50"
src="https://d3pv4gq91q59gh.cloudfront.net/images/5570/427]
30/images/57881480ba305.png?override=1468539173"
style="border: none; display: block; width: 150px;
W50px; "></td> <td style="font-size: lpx,11ne—
height:1lpx;white-space:nowrap;" width="12"></td>
</tr></tbody></tab1e></td> </tr><tr><td style="font-size:
[17px; Tline-height: 17px; he1ght 17px; margin: Opx;
padding: Opx; display: block;"><div style="font-size:
[17px; Tine-height: 17px; he1ght 17px; margin: Opx;
padding: Opx; display: block;"></div></td></tr><tr><td
1 ont = norma1 font family: Arial, Helvetica,
E px color: #alalal; ine- -height:
<font face="Arial, Helvetica,
"border:none; d1sp1ay ;n11ne—
ght: 4

sans-serif'> <img

30/1cons/1eaf—1con—sm1.g1 "> Think before you print.
[</font> </td> </tr><tr><td style="font-size: 17px;
height: 17px; he1ght 17px; margin: Opx; padding: Opx;
display: block;"><div style="font-size: 17px; Tine-height:
[17px; height: l7px margin: Opx; padding: Opx; display:
block; "></div></td></tr><tr><td style="font-size: 17px;
: normal; Tine-height: 17px; he1ght 17px;
‘ 1 OpX; padd1ng: Opx; display: block;"><di
size: 17px; Tline-height: 17
padding: Opx; display:

STEP SEVEN

Switch back to Rackspace Webmail, click inside your code window and press Ctrl +V to
paste the code.

Press OK and you will see your email signature has been inserted.

IMPORTANT: Rackspace webmail has a bug that will insert some text to the top of
your email signature. Simply highlight this and hit delete to remove it.

Edit Signature

Signature Name

| Amy
' Edit Signature Disable Formatting
B [ U <>
i Email Signature Rescue  «— Delete this <

Have a great day,

Jake Crowley - Graphic Designer

JC Creative - Bringing ideas (o iife

cell. 778-563-0041 / office. T70-770-4500
email_iakemicereative com £ Visit myv website
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STEP EIGHT

be used:

- Check Always show signature when
composing an email

Now make sure to tick the options for how to
use your signature, the way you would like it to

Above the message body
* Below the message body

«| Always show signature when composing an email
| When replying to an email, insert my signature

#| When forwarding an email, insert my signature

Above the message body
#* Below the message body

- Check When replying to an email, insert my

sighature. Place Below the message body

- Check When forwarding an email, insert my

signature. Place Below the message body

STEP NINE

then send it to yourself to test that your
email signature is working correctly.

Your email signature will now insert
with every email you send.

Press Save and compose a hew email [re—

[ Send | SaveasDraft 3§ & AttachFiles % o Spell Check | More »
To:
Ca
Subject:
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i= 1= <> Disable Formatting

Have a great day,
Jake Crowley - Graphic Designer
JC Creative - Bringing ideas {0 iife
M cell 778-563-0041 / office. T70-770-4300
email. jake@jecreative.com / Visit my website
address. 1400 West 14th, Surrey Hills, OL 14435
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@ Think before you print

GEEKSTER

All done! Your email signature is now installed within Rackspace

Webmail!
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