General: Using Outlook On-Screen Help

Applicable
usage

Microsoft On-
Screen Help

Version 1

e Outlook 2003 Client

Available 24-7! Easy to find! Full of great information!

The HELP box is available in the
upper right hand corner on any
Outlook screen.

e Type word(s) to search on.
o Press the Enter key

e Matching results are displayed.

e Click the one you want to view.

Answers!
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Search Results v x
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20 results
(@) Rename a folder —
(@ Troubleshoot Search Folders
(@) Display the total number of
messages in a folder
gl Town off ootification befors
Search Results v X
@)
20 results

@) Customize a Search Folder i~
(@) Delete a folder
(@) Rename a Search Folder

(@) Make a folder home page
awailable offline

(@) Download headers and items
in an IMap folder
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Empty the Deleted Items Folder

Do eneof the Folowing: Iy

~ Putomatically smpty the Deleted Ttems Folder

1. Onthe Toals menu, dick Options, and then dick the Dther tab.

2. Select the Empty the Deleted Items folder upon exiting check box,

3. 1F you wark, turm off nakfication before automatically emptying the Deleted Ttems folder,
P How?

Note Totun off automatic emptying of the Deleted Ttems Foldsr, clear the Empty the
Deleted Items folder upon exiting check box.

= Manually empty the Deleted Teems foldsr
1. Onthe Go menu, ciick Folder List.
2. Inthe Folder List, right-clck the Deleted Items falder, and then cick Empty Deleted

Items Folder on the shortcut menu,
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