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General: Outlook Options Overview

This publication contains the following topics:

Topic

Preferences

Mail Setup

Mail Format

Spelling

Security

Other

Delegates

Outlook 2003 Client

On the main Outlook toolbar, click Tools >> Options...

icrosoft Outlook

Took | Actions Help  Adobe PDF

Send/Receive
Fird
i Address Book... Cirl+Shift+B
% Crganize
1 Pules and Alerts...
Out of Cffice Assistant...
Maibox Cleanup...
@ Ermpty "Deleted Items" Folder
& Recover Deleted Items. .
Eorrms
[Wacro
Speech
E-mail Accounts...

Customize...

Cptions...

E-rmail Scan%roperg’es. .
Scan for Viruses. .,
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Outlook Options: Preferences

About
Preferences

The Preferences tab allows you to set personal preferences for E-mail, Calendar,
Tasks, Contacts and Notes.

x|

Freferences |Ma\| Setup | Mail Farmat | Spelling | Securityl Other | Delegates |

E-mail

‘; Change the appearance of messages and the way they are handled,

Jurk E-mail.... I E—maiIOptiDns...l
Calendar

:ﬁ Customize the appearance of the Calendar.
o

[V Default remindsr: |15 minutes j Calendar Options. ..
Tasks

= ] Change the appearance of tasks.

Reminder time: IS:DU AM d Task Options. ..

8 Change default settings far contact and journal.

Conkacts

Contact Options,.. | Journal Options. .. |

Motes
Change the appearance of notes.

Moke Options. ..

oK | Cancel | Spply |

Preferences Tab E-mail Options: Specifies Message handling, e-mail appearance, and

Details

Version 1

Replies/forwards preferences, and Advanced E-mail Options such as Saving
messages, New E-mail processing, and Sending options.

Calendar Options: Specifies Calendar work week, customized display options and
Advanced options including Free/Busy Options, Resource Scheduling and Time
Zone.

Task Options: Specifies Task display and function options.

Contacts Options: Specifies the default settings for Contacts including Name and
filing options for new contacts, default Full Name and File As order, handling

duplicate contacts, contact index options.

Journal Options: Specifies automated Journal activities, default mouse actions and
AutoArchive options.

Notes Options: Specifies the appearance of notes including color and fonts.
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Outlook Options: Mail Setup

About Mail The Mail Setup tab allows you to set personal preferences for E-mail Accounts,
Setup Send/Receive, Data Files, and Dial-up.

x|

Preferences  Mail Setup |Mail Format I Spellingl Security | Other I Delegatesl

E-mail Accounts

< Set up e-mail accounts and directories,

b
= E-mail Accounts...

SendiReceive

LE Set send and receive settings For e-mail messages and documents.,
r

¥ Send immediately when connected Send/Receive. .. |

Data Files

Change settings fFor the Flles Outlook uses to store e-mail messages

e
y‘g and documnerits,
Data Files. .. |

Dial-up

@ Control how Outlook connecks to your dial-up accounts,

: % Yarn before switching an existing dial-up conneckion
" Always use an existing dial-up connection
[ Automatically dial during a background SendjReceive

I Hang up when finished with a manual SendfReceive

[a]4 Cancel Apply

Mail Setup Tab  E-mail Accounts: Using for Sharing.

Details
Send/Receive: Set send and receive setting for e-mail messages and documents
including Group actions and off-line functions.

Data Files: Changes the default data files settings. Do not use.

Dial-up: Set dial-up functionality if used. Not used.
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Outlook Options: Mail Format

About Mail The Mail Format tab allows you to set personal preferences for Message format,
Format Stationary and Fonts, and Signatures.

KIET

F‘reFerencesI Mail Setup  Mail Farmat |5pelling| Security I Other I Delegates I

Message Farmat
jj “hoose a format For outgoing mail and change advanced settings,

Compase in this message Format:  |[FRgG -

¥ Use Microsoft Office Word 2003 to edit e-mail messages
[~ Use Microsoft Office Word 2003 to read Rich Text e-mail messages

Internet Farmat... | International Cptions, ., |

Stationery and Fonts

r IUse stationery ko change wour defaulk Font and stvle, change colors,
.A( +  and add backgrounds to your messages.
'

Use this skationery by defaulk; I{:None> ;I
Fonts. .. | Skationery Picker... |
Signatures [:@

b
A Select signatures For account: IMichSDFt Exchange Server ;I
Signature for new messages: Ic:Nu:une:> ;I
Signature for replies and forwards: I{:None> ;I
Signatures. .. |

a4 I Cancel | Appli |

Mail Format Message Format: Specifies the format for outgoing mail and message composer.
Tab Details

Stationary and Fonts: Specifies the default font and style, colors and background
options.

Signatures: Allows for signature creation and application to messages.
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Outlook Options: Spelling

About Spelling  The Spelling tab allows you to set personal preferences for general usage options,
custom dictionary editing, and international dictionaries.

2| x|

Preferences I Mail Setup I Mail Format ~ Speling |Security I Other I Delegates I

General options
AB ¥ &lways suggest replacements For misspelled words
v Always check speling before sending
I™ Ignore words in UPPERCASE
™ Ignore words with numbers
¥ Ianore original message text in reply o Forward

¥ Use aukaCorrect when Word isn't the e-mail editor

AutaCorrect Opkions., ..

Edit: custom dictionary

ﬁggl» Add, change, or remove words From vour custom dictionary.

Edit... |

AB Choose which dictionary to use when checking your spelling,

Lanquage: IEninsh .5 LI

International dictionaries

[6]4 I Cancel | apply. |

Spelling Tab General options: Specifies default spelling actions and usage, and AutoCorrect
Details Options.

Edit custom dictionary: Allows you to add, change or remove words from your
custom dictionary (i.e. words you have added).

International dictionaries: Specifies which language to use when spell-checking.
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Outlook Options: Security

About Security  The Security tab allows you to set personal preferences for Encrypted e-mail,
Security Zones, Picture Download and Digital IDS (Certificates).

2]

Preferences I Mail Setup I Mail Format | Speling  Zecurity |Other I Delegates I

Encryphed e-mail
9 il [~ Encrypt contents and attachments For outgaing messages
Lﬁ [~ Add digital signature ko outgoing messages
¥ end dear text signed message when sending signed messages
[~ Request S/MIME receipt for all S{MIME signed messages

[efault Setting: | ;l Settings...l

Security Zones

Security zones allow wou ko customize whether scripts and active
content can be run in HTML messages.

Zone: |= Restricked sites j Zone Settings. .. |

Download Pictures

Change Automatic Download Sektings. . |

Digital IDs (Certificates)

~ Digital IDs ar Certificates are documents that allow vou ko prove your
identity in electranic transackions,

Publish to @Al | Import/Export,., | et a Digital I, ., |

o4 I Cancel | Apply |

Important: Consult your computer support person before changing any of these
settings.
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Outlook Options: Other

About Other The Other tab allows you to set personal preferences for general functionality such
as Deleted Items folder actions, Navigation Pane Options, Advanced Options as well
as Reading Pane customizations and Person Names.

2|

Preferences I Mail Setup I Mail Forrnat I Speling I Security  Other |Delegates I

General
ﬂ [ Empty the Deleted Items Folder upon exiting

" Mate outlaek the default proaranm for E-mail, Cantacts, and
Calendat,

Mavigation Pane Cptions. ., Advanced Options. ..

Reading Pane

Customize options For the Reading Pane,

Reading Pane. .. |

Person Marmes
t% [ Enable the Person Mames Smart Tag
I Display Presence Status i the From Field

oK I Cancel | Apply |

Other Tab General: Specifies deletion actions, default display and order of the Navigation
Details Pane, general options, appearance, start-up, and other advanced options.

Reading Pane: Allows customization of the Reading Pane. This button allows you
do control how an item is marked as Read when using the Reading Pane.

Person Names: Enables Smart Tags. For more information: Smart Tags usage.
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http://office.microsoft.com/en-us/word/HP030833041033.aspx

Outlook Options: Delegates

About The Delegates tab allows you to designate Delegates who can perform Outlook
Delegates duties on your behalf.

2]

Preferences | Mail Setup | Mail Format | Speling | Security | Other Delegates |

Dielegates

@ Delegates can send items on your behalf, To grant permission to

- others to access vour Folders withowt also giving them
send-on-behalf-of privileges, go to the Properties dialog box For each
falder and change the options on the Permissions kab.

Add...

Remoye
PEMISSIENS,

Fropetties, ..

il

™| 5end meeting requests and|responses only ko my delegates, nok ba
me

(a4 I Cancel Apply

Delegates Tab  For more information:

Details
e Share and open other people's folders
e Delegating Access
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