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Setting up Outlook 2013

® Hello and welcome to
Setting up Outlook 2013.
This short video will walk
you through some of the
changes you may wish to
make to your default
settings of Outlook before
you begin creating emails
and appointments.
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® So now you've been
upgraded to Outlook 2013,
and while your overall
account was not affected,
several of your settings and il
defaults in Outlook have
probably changed.
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® Some of this is due to
changes and new features
from Microsoft, and some
of this is due to how the
upgrade process works.

-




Setting up Outlook 2013

® Regardless of the reason,
let’s take a look at how to
fix and change some of the
most common default

settings in Outlook 2013. I




Setting up Outlook 2013

® First, since it's where you
probably spend the most
time, let's change some
settings related to the
Inbox.

-
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® Outlook 2010 introduced a
new feature called
Conversations.

® The Conversations feature
gathers related messages
together and displays them
In expandable groups.
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B E -
® This feature makes the EF T T S

(=1 2N (’\ )

Vi —1 [zl [ [FZMeeting

N .:E 7 Clean Up~ Delet lr:le Rﬁle FLad EJ Team Emai
ew New | o elete | Reply Reply Forward [ pore~ o

Email Items~ | & Junk~ All o | =€ Reply & Del

Inbox less cluttered, but it 6

< |
Drag Your Favorite Folders Here | Search Current Mailbox (Ctrl~E) pe) Iv[ -
All Unread v Newest ¥ [~
4 mbrookes@pckeys.com
[
Inbox 2 Michael Brookes 1/26/2013 B
° Drafts 5]
< 4 Annual Reports g
SNOW Up cnronologica e FX
° Deleted ltems Susan Jensen 1/22,80... x
Junk E-Mail Erin A, Olsen 1/22/2(M3
Outbox Erin A, Olsen 1/11/2013
RSS Feeds -
BCARER Faldirs Erin A. Olsen 172272013 <
Budget Projection...
4 mbrookesvp@gmail.com Erin A, Olsen 1/21/2013
Inbox 6 Serverswill be do !
b [Gmail] Erin A. Olsen 1/20/2013
Anderson Project 1 g %
: This is an HTML m... U
Outbox Erin A, Olsen 1/20/2013
RSS Feeds 0
Seareh Foldeie This is a rich text ... C]
Erin A, Olsen 1/20/2013
b Online Archive - mbrookes@pck... This is a plain text... /R :'
Erin A, Olsen 1/20/2013 P
New Not Alone C... VRS Fi
Susan Jensen 1/12/2013

ITEMS: 13 UNREAD: 2




Setting up Outlook 2013
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® If you don't like displaying
your messages as
conversations, you can
disable this feature.
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® From the Inbox, select the
View tab.

® On the View tab, in the
Messages section, unchec
the Show as
Conversations option.
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® When changing this setting
you will be asked if you are
making this change just for

this folder, or for the entire = “’”&““"ﬂ’-u
mailbox.
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® Click the desired option
button and the dialog box
will close automatically.

o not show messages arranged by conversations
in:

All mailboxes This folder
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® While we're on this tab,
let's look at a few other
settings that can be
changed.

-
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® When you click this button, |
a set of options is 2
displayed. o
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® You can either disable this |
feature by selecting Off, or -
you can set it to display up G -
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® Again, when changing this
setting you will be asked if A,
you are making this change '
just for this folder, or for e “‘”"”f“f"““i"-I@@g

the entire mailbox.
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® Click the desired option
button and the dialog box
will close automatically.

o not show messages arranged by conversations
in:

All mailboxes This folder
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® Moving to the right on the
same tab, let’s look at the
Layout section.
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® Review the defaults for
these options, and make
any changes you desire.

= - - Spam - scott.concilla@lcginc.com - Outlook 7 @

HOME SEND / RECEIVE FOLDER VIEW ADD-INS

= o
('_) ﬁ? o) A 1] Reverse Sort ET] Folder Pane

= Add Columns [= Reading Pane -
Change View Reset Conversation Settin Message Arrange Peaple  Window
View - Seftings View Preview+ By- * Expand/Collapse~ | [F]To-Do Bar~ Pane - ©

Current View Messages Arrangement Layout

=
=]

<
I» Favorites Search Spam (Ctrl<E) £ | Curren

All Unread ByDate ~ Ne
4 scott.concilla@leginc.com We didn't find anything to show here,
4 Inbox
& Clients
Feedback
5 LCG
Personal
Spam
& Microsoft Partner Network
b Training
User PQH
Vacation and Time Off
Drafts
Sent ltems
Deleted Ttems 1
Conversation History
Junk Email (9]
Mews Feed
Outbox
Quick Step Settings
RSS Feedsl
I Sync Issues
|» Search Folders

TTEMS: 0 ALL FOLDERS ARE UPTO DATE.  CONMECTED TO: ROSOFT EXCHANGE [ ]



Setting up Outlook 2013

® Now let's move on to
settings that are found in
the Outlook Options
dialog box.

-




Setting up Outlook 2013

Spam - scotticoncilla@lcgine com - Outlook

® On the File tab, select the ©

Account Information

Open & Export

Options option near the £ ™ .

4 Add Account

. |7E‘ Account and Social Network Settings
O Change settings for this account or set up more
o Account connections.
Setlings - Access this account on the web.
Office Account htps://mexf.emailsrvr.com/owal
Connect to social netwarks.
Options
Exit
Automatic Replies (Out of Office)
€« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic nat available to respond to e-mail messages,
Replies
Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted ltems and archiving.
|
24.6 GB free of 25 GB
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules |  updates when items are added, changed, or removed.
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® The Outlook Options
dialog box displays, with
the General tab in view.

Outlook Opticns

General
Mail
Calendar
People

Tasks

Search

Language

Advanced

Customize Ribbon

Quick Access Toolbar
Add-Ins

Trust Center

General options for working with Outlook

User Interface options

Show Mini Teclbar on selection
Enable Live Preview
ScreenTip style: | Show feature descriptions in ScreenTips El

Personalize your copy of Microsoft Office

User names Scott A, Concilla

Initials: SAC

[] Ahways use these values regardless of sign in to Office,
Office Background: | Circuit El

Office Theme: Dark Gray lz‘

Start up options

Make Qutlook the default program for
E-mail, Contacts, and Calendar Befaultioqnma
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® Select the Mail tab.

Qutlock Options

General
Mail
Calendar
People
Tasks
Search
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change the settings for messages you create and receive.

e messages

Change the editing settings for messages. Editor Options...

Lompose messages in this format: |HTML El

ABC [ Always check spelling before

sending

Spelling and Autocorrect...

Ignere original message text in reply or forward

INY

Create or modify signatures for messages. Signatures...

A’B Use stationery to change default fonts

C and styles, colors, and backgrounds. Slationeyand Foptss

Outlook panes

IE Customize how items are marked as read

when using the Reading Pane, Readinafanee

Message arrival

‘When new messages arrive:

Play a sound

[T] Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert Desktop Alert Settings...

[] Enable preview for Rights Protected messages (May impact
performance)

»

m

—
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® First, look at the Message
arrival section.

® There are various
notification options for
when new mail arrives.

® Select (or unselect) the
options you desire.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

.

':—: Change the settings for messages you create and receive.

Compose messages

er Change the editing settings for messages. Editor Options...

Lompose messages in this format: |HTML El

(=] Alwa.ys check spelling befare T e e
sending

Ignere original message text in reply or forward

As/
_t_? Create or modify signatures for messages.

BC
o
U3 Use stationery to change default fonts
AC and styles, colors, and backgrounds,

Stationery and Fonts...

Outlook panes

IE Customize how items are marked as read

when using the Reading Pane, Readinafanee

Message arrival

When new messages arrive:
Play a sound
[T] Briefly change the mouse pointer

Show an envelope icon in the taskbar

Desktop Alert Settings...

[] Enable preview for Rights Protected messages (May impact
performance)

Display & Desktop Alert

m

“ W
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® Next, scroll down to the
Send messages section.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Send messages

=7 Default Importance level: !X,, NDrmaIlZ‘
Default Sensitivity level: | Mormal lz‘

[] Mark messages as expired after this many days: |0

[] Always use the default account when composing new

MEssages

[7] Commas can be used to separate multiple message recipients

Automatic name checking

[T Delete meeting requests and notifications from Inbox after

responding
LCTRL + EMTER sends a message
Use Auto-Complete List to

suggest names when typing in Empty Auto-Complete List ]

the To, Cc, and Bece lines

Warn me when I send a message that may be missing an

attachment

MailTips

Manage MailTips options. For example,
you may determine when and how to
display the MailTips bar and which
MailTips to display.

Tracking

support sending receipts.
For all messages sent, request:

recipient's e-mail server

MailTips Options...

33 Delivery and read receipts help provide confirmation that messages
“wE  were successfully received. Not all e-mail servers and applications

[] Delivery receipt confirming the message was delivered to the

[] Read receipt confirming the recipient viewed the message

m
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® By default, Outlook will
delete meeting requests
from the Inbox after you
have accepted or declined
them.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Send messages

=7 Default Importance level: !X,, NDrmaIlZ‘
Default Sensitivity level: | Mormal lz‘
[] Mark messages as expired after this many days: |0

[] Always use the default account when composing new
messages
[7] Commas can be used to separate multiple message recipients

Automatic name checking

[T Delete meeting requests and notifications from Inbox after
responding

CTRL + ENTER sends a message

Use Auto-Complete List to

suggest names when typing in Empty Auto-Complete List ]
the To, Cc, and Bece lines

Warn me when I send a message that may be missing an
attachment

MailTips

m

Manage MailTips options. For example,

@ you may determine when and how to
display the MailTips bar and which Muillips Optionss
MailTips to display.

Tracking

. % Delivery and read receipts help provide confirmation that messages
“wE  were successfully received. Not all e-mail servers and applications
support sending receipts.
For all messages sent, request:
[] Delivery receipt confirming the message was delivered to the
recipient's e-mail server

[] Read receipt confirming the recipient viewed the message -

“ W
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® If you wish to keep the
requests in your Inbox until
you delete them yourself,
uncheck the Delete

meeting requests and
notifications from Inbox
after responding option.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Send messages

=7 Default Importance level: I)ﬁ, NDrmaIlZ‘
Default Sensitivity level: | Mormal lz‘
[] Mark messages as expired after this many days: |0

[] Always use the default account when composing new
messages

[7] Commas can be used to separate multiple message recipients

7] Delete meeting requests and notifications from Inbox after
responding

Use Auto-Complete List to
suggest names when typing in Empty Auto-Complete List
the To, Cc, and Bece lines

Warn me when I send a message that may be missing an

attachment
MailTips
Manage Ma\ITip§ options. For example,
eply e Wi bt v which
MailTips to display.
Tracking
Delivery and read receipts help provide confirmation that messages

|
SWE  were successfully received. Not all e-mail servers and applications
support sending receipts.
For all messages sent, request:
[] Delivery receipt confirming the message was delivered to the
recipient's e-mail server

[] Read receipt confirming the recipient viewed the message

m
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® Outlook 2013 has
introduced a new feature
for when you reply to or
forward a message.

-
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- - Inbox - scott.concilla@lcginc.com - Outlook COMPOSE TOOLS ?TE - O X
HOME SEND / RECEIVE FOLDER VIEW ADD-INS MESSAGE

® Instead of opening the TR R

ER) Copy 4 Lowlmportance | St
BIU|¥.4- — MNames| Attach Attach Signature Bcc  From | Appsfor

~ Format Painter - Az oo o Office

Paste
Clipboard [} Basic Text

reply or forward in a

Al Unread ByDate ~  MNewest & | = To.. Carter, Carlene

4 Tuesday =1

-

Inbox

Subject RE: 2015 goals

separate window, the

Sent Ttems

Drafts

4 Monday

message appears in the

LCG, Inc.
6000 Executive Boulevard, Suite 410 | Rockville, MD 20852
LCG Main: 301.584.4004 | Direct: 240.283.8038

. . .
scott.concilla@lcginc.com | www.lcginc.com
p reVI eW pa I I e O r e I I I l g === PLEASE NOTE MY EMAIL ADDRESS HAS CHANGED ===
.

From: Carter, Carlene

Sent: Monday, 11 January 2016 10:36

To: Congcilla, Scott <scott.concilla@lcginc.com>
Subject: RE: 2015 goals

4 Last Week

Deleted ftems 1

All Folders

Cantene

From: Congilla, Scott
] Sent: Monday, January 11, 2016 9:52 AM

To: Carter, Carlene <carlene.carter@Icginc.com>»
Subject: RE: 2015 goals

TEMS: 18 ALL FOLDERS ARE UPTO DATE.  CONNECTED TO: OSOFT EXCHANGE O
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® You can choose to open
the message into a
separate window by
clicking the Pop Out
button at the top of the
message, but this is only on
a per message basis.

[ Inbox - scott.concilla@lcginc.com - Outlook COMPOSE TOOLS 7 E -
HOME SEND / RECEIVE FOLDER VIEW ADD-INS MESSAGE
oLl 2w e— a— = i . 1 s arme
It Calibri Boc- |11 -| A" &[S -2~ | 8| mj U ? ! Highlmportance | 35  f=
° _ = i
ER Copy ¥ Low Importance
Paste B I u .- — Names| Attach Attach Signature Bece  From | Appsfor
- Format Painter = - Fle Hem-~ o Office
Clipboard [} Basic Text ] Include Tags | ShowFields | Add-ins
' Search Current Mailbox .. O | Current Mailbox ~ 7 Pop Out X Discard
H All Unread By Date = Newest b ter. Carlene
2 .
= 4 Tuesday =
] Send
K] Is
!
&
i
£ 4 Monday
= Scott A_ Concilla
' Microsoft Certified Trainer; Technical Trainer
£ PRas LCG, Inc.
Gl st 6000 Executive Boulevard, Suite 410 | Rockville, MD 20852
B3 LCG Main: 301.584.4004 | Direct: 240.283.8038
= scott.concilla@lcginc.com | www.lcginc.com
o *** PLEASE NOTE MY EMAIL ADDRESS HAS CHANGED *>=
g
:
= From: Carter, Carlene
Sent: Monday, 11 January 2016 10:36
To: Congcilla, Scott <scott.concilla@lcginc.com>
Subject: RE: 2015 goals
Cantene
From: Congilla, Scott
] Sent: Monday, January 11, 2016 9:52 AM
To: Carter, Carlene <carlene.carter@Icginc.com>»
Subject: RE: 2015 goals

TEMS: 18 ALL FOLDERS ARE UPTO DATE.  CONNECTED TO: OSOFT EXCHANGE
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® If you prefer the old
method of having replies
and forwards always open
In a separate window, scroll
back up to the Replies and
forwards section.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Replies and forwards

Dpen replies and forwards in a new window

Close original message window when replying or forwarding

[7] Preface comments

with: Concilla, Scott
When
replying to a Include original message text E|
message:
When
forwarding a Include original message text E|
message:

Preface each linein a
plain-text message >
with:

Save messages

“ Automatically save items that have not been sent
L3 after this many minutes:

Save to this folder: | Drafts lz‘

When replying to a message that is not in the Inbox, save the
reply in the same folder

Save forwarded messages
Save copies of messages in the Sent Items folder
Use Unicode format

Send messages

=1 Default Importance level: |, NDrmallz‘
Default Sensitivity level: Mormal El
[T Mark messages as expired after this many days: |0

[] Always use the default account when composing new -

3 =

“ W




Setting up Outlook 2013

® Select the Open replies
and forwards in a new

window option.

General
Mail
Calendar
People

Tasks

Search

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[7] Preface comments

with: Concilla, Scott
When
replying to a Include original message text E|
message:
When
forwarding a Include original message text E|
message:

Preface each linein a
plain-text message >
with:

Save messages

“ Automatically save items that have not been sent 3 =
I.J ~

after this many minutes:
Save to this folder: | Drafts lz‘

When replying to a message that is not in the Inbox, save the
reply in the same folder

Save forwarded messages
Save copies of messages in the Sent Items folder
Use Unicode format

Send messages

=1 Default Importance level: |, NDrmallz‘
Default Sensitivity level: Mormal El
[T Mark messages as expired after this many days: |0

[] Always use the default account when composing new

m
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® Staying in the Outlook
Options dialog box, select
the Calendar tab.

General
Mail
Calendar
People
Tasks
Search
Language

Advanced

Add-Tns

Trust Center

Customize Ribbon

Quick Access Toolbar

D Change the settings for calendars, meetings, and time zanes,

e

Work hours:

Start time: 0800 - |

End time: 17:00] - |

Work week: [[] Sun Men Tue Wed Thu Fri [ Sat
First day of week: | Sunday El

First week of year: |Starts onJan1 El

Calendar options

2 Default reminders: |15 minutes|z|
Allow attendees to propose new times for meetings

Use this response when propesing a new meeting time: | 7 TentatweB

Add holidays to the Calendar: | Add Holidays...
Change the permissions for viewing Free/Busy
information: files/BuzOniionss

[T] Enable an alternate calendar
English Gregorian

When sending meeting requests outside of your organization, use the
iCalendar format

|| Show bell icon on the calendar for appointments and meetings with
reminders

Display options

e‘?a Default calendar color: E

[] Use this coler on all calendars
[ Show week numbers in the menth view and in the Date MNavigator

[7] When in Schedule View, show free appointments

Automatically switch from vertical layout te schedule view

mn
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. F I rst, yo u m ay WI S h to S et Generel l:l Change the settings for calendars, meetings, and time zanes, -

o[ Mail !
Calendar Work time
our work hours reoie D) Workhous
) Tasks ﬁ Start time: 08:00 |z| >
Search End time: 17:00] - | o

Work week: [[] Sun Men Tue Wed Thu Fri [ Sat
First day of week: | Sunday El

® The work hours are when e ot

Customize Ribbon

Language

Calendar options
Quick Access Toolbar

.
ou are available to other 3y 2 ontor [srineef]
Allow attendees to propose new times for meetings

Trust Center
Use this response when propesing a new meeting time: | 7 TentatweB

f t e Add holidays to the Calendar: | Add Holidays... =
u Se rs O r I I l ee I I I g S N Change the permissions for viewing Free/Busy =T g

information:

[T] Enable an alternate calendar
English Gregorian

When sending meeting requests outside of your organization, use the
iCalendar format

|| Show bell icon on the calendar for appointments and meetings with
reminders

Display options

e‘?a Default calendar color: E i
[] Use this coler on all calendars »

[ Show week numbers in the menth view and in the Date MNavigator

[7] When in Schedule View, show free appointments

Automatically switch from vertical layout te schedule view =
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. N OW S C ro | | d OW n to t h e General [7] Show week numbers in the month view and in the Date Mavigator s
W i [] When in Schedule View, show free appointments
vlal
Automatically switch from vertical layout te schedule view !
Calendar when the number of displayed calendars is greater than or 5 =
° N equal to:
People . . . .
Automatically switch from schedule view te vertical layout >
I Tasks when the number of displayed calendars is fewer than or 1 -
equal to: 3
Search g
. -
Time zones
the Weather section
¢ Advanced L Label:
T
Customize Ribbon ;;r:: (UTC-05:00) Eastern Time (US & Canada) [~]
Quick Access Toolbar
[7] Show a second time zene
Add-Ins
Label:
Trust Center Time
- (UTC-12:00) International Date Line West il
Swap Time Zones
Scheduling assistant
fl. Show calendar details in ScreenTig
- Show calendar details in the scheduling grid
Automatic accept or decline A
% Automatically accept or decline meeting requests. Auto Accept/Decling...
p—
Weather o
rany Show weather on the calendar "' 2
Show temperature in: e
7 Celsius
@ Fahrenheit | B
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. A n eW fe a t | I re Of t h e General [7] Show week numbers in the month view and in the Date Mavigator s
W i [] When in Schedule View, show free appointments
vlal
Automatically switch from vertical layout te schedule view !
Calendar when the number of displayed calendars is greater than or 5 =
K equal to:
People . . . .
Automatically switch from schedule view te vertical layout >
Tasks when the number of displayed calendars is fewer than or 1 -
equal to: 3
Search g
. . -
Time zones
Is to display a weather bar
Advanced L Label:
T
Customize Ribbon ;;r:: (UTC-05:00) Eastern Time (US & Canada) [~]
V h | n r Quick Access Toolbar
° [7] Show a second time zene
Add-Ins
Label:
Trust Center Time
- (UTC-12:00) International Date Line West il
Swap Time Zones
Scheduling assistant
fl. Show calendar details in ScreenTig
- Show calendar details in the scheduling grid
Automatic accept or decline A
% Automatically accept or decline meeting requests. Auto Accept/Decling...
p—
Weather o
rany Show weather on the calendar "' 2
Show temperature in: e
7 Celsius
@ Fahrenheit | B
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® You can enable or disable
the weather bar here by
selecting or unselecting the
Show weather on the
calendar option.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Tns

Trust Center

[7] Show week numbers in the month view and in the Date Mavigator
[T] When in Schedule View, show free appointments
Automatically switch from vertical layout te schedule view

when the number of displayed calendars is greater than or 5
equal to:

Automatically switch from schedule view te vertical layout
when the number of displayed calendars is fewer than or 1
equal to:

Time zones

H .\' Label:

Time

(UTC-05:00) Eastern Time (US & Canada)
zone:

[7] Show a second time zene
Label:

Time

(UTC-12:00) International Date Line West

Swap Time Zones

Scheduling assistant

Y

f. Show calendar details in ScreenTig
e Show calendar details in the scheduling grid

Automatic accept or decline

% Automatically accept or decline meeting requests. Auto Accept/Decling...

rany Show weather on the calendar I

) Celsius

@ Fahrenheit

1
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® Now select the Search tab
in the Outlook Options
dialog box.

General
Mail
Calendar
People
Tasks

Search
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

p Change how items are searched with Instant Search.

Sources

Change the Outlock stores indexed b - -
o Windgw; Search y Indeiing Options:.

Include results only from:
) Current folder

@ Current folder, Current mailbox when searching frem the
inbox

) Current mailbox
) All mailboxes

[ Include messages from the Deleted items folder in each data
file when searching in All Iterns

When possible, display results as the query is typed

Improve search speed by limiting the number of results shown

Highlight search terms in the results

Highlight color:

Matify me when results might be limited because search
indexing is not complete
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® This | ' h
I S I S a n eW Sectl O n t at General p Change how items are searched with Instant Search.
Mail f
1
I | t t d f |t Calendar Sources l
a OWS O u O S e e a u S People = (Change the Outlock stores indexed by o
y p'__| Windows Search Indexing Opticne 5
Tasks - -
Search Results

for how searches work and Jgr—

o ) Current folder
Advanced

@ Current folder, Current mailbox when searching frem the

where they search in your

Quick Access Toolbar

) All mailboxes
Add-Ins
[ Include messages from the Deleted items folder in each data

a C C O u n t Trust Center file when searching in All Trems
. When possible, display results as the query is typed

Improve search speed by limiting the number of results shown
Highlight search terms in the results

® Select your desired default

indexing is not complete

options for search.
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® Lastly, select the Advanced
tab of the Outlook
Options dialog box.

G | . . .

enere EZI Options for working with Qutlook.
Mail
Calendar Outlook panes
People Customize Qutlook panes.
Tasks Reading Pane...
Search

Outlook start and exit

Language

Start Outlook in this

Advanced Inbox
folder:
Customize Ribbo Empty Deleted Items folders when exiting Outleok
Quick Access Toolbar AutoArchive
Add-Ins . . . .
% Reduce mailbox size by deleting or moving AutoArchive Setfings..
Trust Center old items to an archive data file,
Reminders
_; Show reminders
Play
reminder | reminder.way
sound:
Export
== Bxport Outlook information to a file for use in other
(— programs. -
RSS Feeds
[] Any RSS Feed item that is updated appears as new
[] Synchronize RS5 Feeds to the Commen Feed List (CFL) in Windows
Send and receive
[ % Setsend and receive settings for incoming and == - 1

m
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® By default, Outlook does
not empty the Deleted
Items folder automatically.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Custornize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

EZI Options for working with Qutlook.

Outlook panes

Customize Qutlook panes.
__Eeading Pane...

Outlook start and exit

‘7 Start Qutleok in this
— folder:

Empty Deleted Items folders when exiting Outleok

Inbox

AutoArchive
[=)| Reduce mailbox size by deleting or moving
=l old items to an archive data file. Auiofichive Seftings 5
Reminders

'

Show reminders
Play

reminder | reminder.way
sound:

Export

== Bxport Outlook information to a file for use in other -
L ] programs.

RSS Feeds

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

Send and receive

"¢ Set send and receive settings for incoming and

co_am_ -

m
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® To have Outlook empty this
folder every time you exit
the program, in the
Outlook start and exit
section, select the Empty
Deleted Items folders
when exiting Outlook
option.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Custornize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

EZ] Options for working with Qutlook.

Outlook panes

Customize Qutlook panes.

Outlook start and exit

7 Start Qutleok in this Inbox
_ folder:
Empty Deleted Items folders when exiting Outleok

Reading Pane...
I—

AutoArchive
[=)| Reduce mailbox size by deleting or moving
=l old items to an archive data file. Auiofichive Seftings 5
Reminders

W Show reminders

Play
reminder |reminder.wav
sound:
Export
== Bxport Outlook information to a file for use in other
(— programs.
RSS Feeds

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

Send and receive

="

Set send and receive settings for incoming and

[P y——

m




Setting up Outlook 2013

® However, selecting this
option also means that
every time you quit
Outlook, a dialog box will
display, prompting you to
confirm the permanent
deletion of deleted items.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Custornize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

EZI Options for working with Qutlook.

Outlook panes

Customize Qutlook panes.
__Eeading Pane...

Outlook start and exit

7 Start Outlook in this Inbox
_ folder:
Empty Deleted Items folders when exiting Outleok

AutoArchive
[=)| Reduce mailbox size by deleting or moving
=l old items to an archive data file. Auiofichive Seftings 5
Reminders

W Show reminders

Play
reminder |reminder.wav
sound:
Export
== Bxport Outlook information to a file for use in other
(— programs.
RSS Feeds

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

Send and receive

="

Set send and receive settings for incoming and

[P y——

m
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® If you do not want to have
to confirm the deletion,
scroll down to the Other
section, and deselect the
Prompt for confirmation
before permanently
deleting items option.

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Custornize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Developers

Configure advanced custom forms options,

[] Show add-in user interface errors
International options

{Z 7] Use English for message flag labels
ﬁ% ] getlag

[] Use English for message headers on replies and forwards and for
forward notifications.

Automatically select encoding for outgoing messages

Preferred encoding for outgoing
messages: Western European (150 El

Automatically select encoding fer cutgoing wCards

Preferred encoding for outgoing
vCards:

Western Eurcpean (Windows) El

Allow jnternational domain names in e-mail addresses

Allow UTF-8 support for the mailto: protocol

Display

Izi [] Disable hardware graphics acceleration

Other

D Set Quick Click category: | Quick Click...

[] Prompt for confirmation before permanently deleting items

e-mail and subjects you commonly discuss, and upload this
information to the default SharePoint Server.

[] Enable troubleshooting logging (requires restarting Outlook)

Migrate group schedules from a previous version of
Microsoft Outlook: Select Fold

Use animatiens when expanding cenversations and groups

m
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® That covers most of the
basic changes you're
probably going to want to
make before getting

started with Outlook 2013. I
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® If there was something not
covered in this video, go to
the Microsoft Office help
site at support.office.com
for further information.

Support ~ /O

Office help and training e

Find helpful answers. Contact real people. Learn simpler ways to work.

Get help with a product

O R E a

OneNote Outlook PowerPoint ord OneDrive

Top solutions

> Trending topics
> Getting started with Office 2016

> Install, upgrade, and activate

> Office 365 for business
I A




Microsoft Office
Setting up Outlook 2013

Thank you for watching!



