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To change your Office 365 email settings from “Plain Text” to “HTML”

Here’s how to change your webmail preview pane to show email content in HTML format (links &
images) versus just text.

Once logged in to your webmail, follow the procedures below:

At the top of the page, select Settings L0

At the bottom of the page under My App Settings, click on Mail

Automatic replies
Create an automatic reply (Out of office)

IMEessage.

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

Manage add-ins
Turn add-ins on or off, install new ones, or
uninstall others.

Theme
. Default theme

MNotifications
On

My app settings
Office 363

Mail

Calendar

People

For assistance with the instructions, please email 1|Page
support@shringtech.com or call 678.680.4910
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Then click on Messing Format under Layout

(© Options

Shortcuts
» General
4 Mail
4 Autornatic processing
Automatic replies
Clutter
Inbox and sweep rules
Junk email reporting
Mark as read
Message options
Read receipts
Reply settings
4 Accounts
Block or allow
Connected accounts
Forwarding
POP and IMAP
4 Attachment options
Storage accounts
4 | ayout
Conversations
Email signature z
Message format
Message list
Reading pane
Link preview
» Calendar
» People

For assistance with the instructions, please email
support@shringtech.com or call 678.680.4910
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Change “Compose messages in this format” from Plain Text to HTML.

Message format

Always show Bec
& Always show From

Compose messages in this format: HTML -

Meszage font

Calibri ~| 2« B I U A
Sample text

Once you have changed the format then click SAVE at the top of the screen.

Now all of your messages with be formatted in HTML.

For assistance with the instructions, please email 3|Page
support@shringtech.com or call 678.680.4910
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