Outlook Alerts

Click the File tab
Click Options
Click Mail

Under Message
arrival, select or
clear the Display a
Desktop Alert
check box

NOTE: To suppress
other notifications
such as playing
sounds, changing
the mouse
pointer, or
displaying an
envelope icon in
the taskbar, clear
the respective
check boxes for
those functions.

You can also turn
off Desktop Alert
when one appears
on your screen.
Click the down
arrow on the alert,
and then click
Disable New Mail
Desktop Alert.

To change the
transparency of
Desktop Alerts or
how long they are
visible, click
Desktop Alert
Settings.
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Compose messages

Change the editing settings for messages.

HML [+

Lompose messages in this format:

i Editor Options...

[7] Always check spelling before sending

[¥] Ignore original message text in reply or forward

| $peling and Autocorredt.. |

/2' Create or modify signatures for messages.

Signatures...

AIE: Use stationery to change default fonts and styles, colors, and backgrounds.

Outlook panes

= Customize how items are marked as read when using the Reading Pane.

Message arrival
When new messages armive:
L [#] Play a sound
[¥] Briefly change the mouse pointer
LJ] Show an envelope icon in the taskbar
I'J'j Display a Desktop Alert

[] Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up

% Cleaned-up items will go to this folder:
~A

Messages moved by Clean Up will go to their account’s Deleted Items.

[”] Don't move unread messages

Browse... ]

!'__J When cleaning sub-folders, recreate the folder hierarchy in the destination folder

Stationery and Fonts...

| Beading Pane...

Desktop Alert Settings... 1
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