OUTLOOK 2010

Instructional Steps
Empty Deleted Items Folder when Exiting Outlook

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

General

Mail

Calendar
Contacts

Tasks

MNotes and Journal
Search

Mabile

Language
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection ()
Enable Live Preview (i’

Color scheme:

SereenTip style: |Show feature descriptions in ScreenTips EI

Personalize your copy of Microsoft Office

User name: |Tom

Start up options

Make Qutlook the default program for E-mail, Contacts, and Calendar

Default Programs...

ok | [ cancel




6. Inthe section under "Outlook start and exit" place a checkmark in the box to empty deleted
items folder when exiting Outlook.
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Qutlook panes

IE% Customize Outlook panes.
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Mavigation Pane...
Reading Pane...

Outlook start and exit

[l 7 Start Outlook in this folder: |@Inbox

| [ Erowse...

E| Empty Deleted Items folders when exiting Cutlook

AutoArchive
'Hﬂl Reduce mailbox size by deleting or moving old items to an archive data file,

Reminders

AutoArchive Settings..,

fr i‘}\ Show reminders

Play reminder sound: | reminder.wav

| ’ Browse...

Export

a Export Outlook information to a file for use in other programs,

R55 Feeds

Any RS5 Feed item that is updated appears as new
Synchronize RS5 Feeds to the Common Feed List [CFL) in Windows

Send and receive
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