
General: Personalized Menus – Customizing Drop-Down Menus 

 
Purpose To demonstrate how personalized menus work.   

 
• Outlook defaults to “personalized” menus on the drop-down menus.  These only 

show menu items that you use most frequently.  Here is an example of a 
personalized menu: 

 
 
• You may change this option to show “full” menus which display all choices 

regardless of usage.  Here is an example of a full menu: 
 

 

 
Applicable 
usage 

• Outlook 2003 Client 

Continued on next page 
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General: Personalized Menus – Customizing Drop-Down Menus, 
Continued 

 
Procedure – 
How to show 
FULL MENUS 

 
Step Action 

1 At the main toolbar, click TOOLS. 
 

2 On the drop-down menu, click CUSTOMIZE. 
 
Result:  You will receive Customize screen. 
 

3 Click the OPTIONS tab.  
 

 
 

4 Click the ALWAYS SHOW FULL MENUS box so a checkmark appears. 
 

 
 

5 Click the CLOSE button. 
 

  

Continued on next page 
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General: Personalized Menus – Customizing Drop-Down Menus, 
Continued 

 
Procedure – 
How to show 
PERSONALIZED 
MENUS 

 
Step Action 

1 At the main toolbar, click TOOLS. 
 

2 On the drop-down menu, click CUSTOMIZE. 
 
Result:  You will receive Customize screen. 
 

3 Click the OPTIONS tab.  
 

 
 

4 Click the ALWAYS SHOW FULL MENUS box so it is blank. 
 

 
 

5 Click the CLOSE button. 
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