Additional Notes for Microsoft Outlook

Mark Simon

Commas
Read Receipts
Alerts

Options to set delimiters, read receipts and alerts are all in the Preferences

section:

| Preferences :_Ma}\ Setup | Mai Farmat || Speling || Security | Other | Delegates |
E-mail

5, Change the appearance of messages and the way they are handled.

[arkEmal... | [ E-mal options... |
Calendar
Customize the appearance of the Calendar,
Defaulk reminder: 15 minutes R
Tasks

@5 change the appesrance of tasks.

Reminder time: | 800 AM | Task Options. .,

Cantacts
g Change default settings For contact and journal.

- Conkact Opkions... ] l Journal Options. .. ]
MNotes

Chanige the appearance of rates.

Noke Options...

Select E-mail Options -

ail Options. ..

E-mail Options

Message handiing
After moving or deleting an open item:

[[Iclose original message on rephy or forward

ave copies of messages in Sent Items Folder
wtomatically save unsent messages
emove extra line breaks in plain text messages

[Jread all standard mail in plain text

[ Advanced E-mall Options. .. ] [ Tracking Cptions. .. ]

0n replies and forwards

When forwarding a message

4= then replying to a message
=% |Include original message kext -

Include original message text: L

[CItark my comments with:
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Commas & Alerts
Select Advanced E-mail Options-

Advanced E-mail Options &‘

Save messages

Save unsent items in: | G0N v

AutoSave unsent every: |3 minukes

[[J1n folders ather than the Inbox, save replies with original message
Save Forwarded messages

When new items arrive in my Inbox

Play a sound

Briefly change the mouse cursor

Show an envelope icon in the notification area

Display a New Mail Deskkap Alert (default Inbox only)

Deskkop Alert Settings...

When sending a message

Set importance: | Hormal v
Set sensitivity: | Marmal v
[Imessages expire after: days

[ allows comma as address separator

Automatic name checking

Delete meeting request from Inbox when responding
Suggest names while completing Ta, Ce, and Bee Fislds

[[] add properties to attachments to enable Reply with Changes

When specifying more than one addressee, Outlook expects the addresses
to be separated (delimited) by semicolons. You can set the option to

accept the comma as a delimiter (which is the Internet standard).
¥ Allow comma as address separator
Outlook can also alert you when a message arrives in the Inbox:

IV Display a New Mail Desktop Alert

Read Receipts

If a read receipt 1s requested, you can decide whether or not to

automatically send one.

Select Tracking Options---

Tracking Options E\

Options

Lise thess aptians to verify the dats and time a message has
@% been received by the recipient.
[#]Fracess requests and responses on arrival

[¥]Process receipts on arrival

[] After processing, move receipts to

[CIpelete blank wating and mesting responses after processing
For all messages I send, request:

[[]Read recsipt

[ pelivery receipt
Use this option to decide how to respond to requests for read
recsipts. Orly applies to Intsrnet Mail accounts,

(O Always send a response

(O Mever send a respanse

(%) Ask me before sending a response

For security reasons, you should never send one automatically:
C Always send a response
but you can decide whether it will ask you.

@ Never send a response or
@ Ask me before sending a response
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Auto Empty Deleted Items
Mark as Read in Reading Pane

To set these options, select the Other tab:

Preferences | Mall Setup | Mail Format | Spelling | Security | Other | Delegates

General

ﬂ [CJEmpty the Deleted Items folder upon exiting:

Make Outlook the default program For E-mail, Contacts, and
Calendar.

[__Mavigation Pane options... | [advanced options... |

Autodrchive
—.“_ﬂ Manages mailbax size by deleting old items or maving them ta an

archive file and by deleting expired items.
Autodrchive...

Reading Pane

—|  Customize options for the Reading Pane.

Reading Pane...

Person Names
‘% Enable the Person Names Smart Tag
[ pisplay Presence Status in the From Fisld

Auto Empty Deleted Items
To empty the Deleted Items folder (trash) as you exit, you can select:

¥ Empty the Deleted Items folder upon exiting.

However, this increases the risk of accidentally losing email.

Mark as Read in Reading Pane

When the reading pane is turned on, you can choose whether selecting a
message automatically marks it as read, and how long it waits before

marking it as read.

Select Reading Pane--:

Reading Pane

Reading Pane options

[CJMark items as read when viewed in the Reading Pane:

Mark item as read when selection changes

Single ke reading using space bar

™ Mark items as read when viewed in the Reading Pane
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Important Shortcuts

General

Ctrl

Outlook

Eel]

o] [oer]

Ctrl

B[

Save Draft

Zap Undo
Repeat/Redo

Select All

Open
Close

K Cut

Copy
ZXCV Paste

<

Sl ElelE=] B )

I
o
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Send/Receive (Include this group ..

Send/Receive Current Folder
Print Preview
Send Email

Reply
Normal

Mark as Read
Check names

Search for Text

Find Next

Advanced Find
Create Search Folder
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New [Message, Appointment, ...]

)



