OUTLOOK 2010

Instructional Steps
Do not send mail immediately

1. Click "File"
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2. Click "Options"
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4. Click the "Advanced" options.

== [
Outlook Options (D o
1 €1l General options for working with Qutlook.
| mail
i Calendar User Interface options
Contacts Show Mini Toolbar on selection
Enable Live Preview
Tasks
LColor scheme:
Motes and Journal " A . X
SereenTip style: |Show feature descriptions in ScreenTips EI
Search
Personalize your copy of Microsoft Office
Maobile
User name: |Tom
Language

Initials:

Start up options

Customize Ribbon

Quick Access Toolbar Make Qutlook the default program for E-mail, Contacts, and Calendar Default Programs...

Add-Ins

Trust Center
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6. Scroll down to the "send and receive" and remove the check mark that is in the box for "Send
Immediately When Connected".

7. Click "OK"
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General i@ ] Show remjnders -
)
Mail Elay reminder sound: |reminder.wa\r | [ Browse... ]
ai
Calendar Export
Contacts ﬁ Export Qutlook information to a file for use in other programs.
&
Tasks
Motes and Journal SE5IFEETS
Search Any RSS Feed item that is updated appears as new
= Synchronize RSS Feeds to the Common Feed List (CFL) in Windows
Maobile

Send and receive

Set send and receive settings for incoming and outgoing items,

Send immediately when connected

Language

Customize Ribbon

Quick Access Toolbar e

Add-Ins Configure advanced custom forms options,

Show add-in user interface errors

Trust Center
Dial-Up connections

When using a dial-up networking account:

Warn before switching an existing dial-up connection

1 Always use an existing dial-up connection

Automatically dial during a background Send/Receive
Hang up when finished after a manual Send/Receive

International options

Use English for message flag labels
o\
Iy Use English for message headers on replies and forwards and for forward notifications,

Automatically select encoding for outgoing messages -
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