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E-mail Signature | Personal Stationery |

Select signature ko edit Choose defaulk signature
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Mail ) tlook Today
Mailbox Cleanup...

Favorite Folders
L:] Inbox (1] @ Empty "Deleted Items” Folder
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L Unread Maif
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Account Settings...
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E-mail Accounks

3 Setup e-mail accounts and directories., E-mail Accaunts, .. |

N

Send/Receive

5-  Set send and receive settings for e-mail messages and docurments.,

Iv¥ send immediately when connected SendIReceive@

[rata Files

+ Change settings For the files Outlook uses to store Diata Files, .. |

ﬁ‘é e-mail messages and documents,

Dial-up
\._5@ Control how Qutlook connects ta wvour dial-up accounts,
: ' Warn before switching an existing dial-up conneckion
™ Always use an existing dial-up connection
[~ aukomatically dial during & background Send/Receive
¥ Hang up when finished with a manual Send/Receive
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& Send/Receive group contains a collection of Outlook accounts and

'5:"4“’ Folders. ou can specify the tasks that will be performed on the group
=l during a send/receive.
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Setting For group "All Accounts"

¥ Include this group in sendjreceive (F9),
®Schedule an automatic send|receive every @ inukes,
¥ Perform an automatic sendfreceive when exithe
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¥ Include this group in sendjreceive (F9),

N

¥ Schedule an automatic sendfreceive every |1 =1 minutes,
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Skark From a template or from a blank rule
Skep 1; Select a kemplate

Stay Organized

5 Move messages from someone to a Folder

.j Move messages with specific words in the subject to a Folder @
5 Move messages sent to a distribution list to a Folder
X Delete a conversation
? Flag messages from sameane For Followe-up
3 Move RSS items from a specific RSS Feed to a Folder
Stay Up to Date
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Step 2: Edit the rule description (click an underlined walie)

apply this rule after the message arrives
from people or distribution lisk
display a specific message in the Mew Ikem Alert window

Example; Display mail from my friend in the New Item Alert Window

Cancel = Bach I Mext = I Finish |

L 98 (el g @
Pl 5 JSB 4 e Halgh Bl
S ol 1) "New Folder” a8 40,8 Cuwly SIS " INDOX" 45 (65 co oo

.



,j_]ﬂew - @ '-ﬁ Send/Receive - | [} Search address books
96 @Bk @ AT 9 B
. Spam . Mot Spam &

Mail « || % personal Folders - Q
Favorite Folders £ |Click here to enable Instant Searct
[} Inbox (1)
[ sent Items Saturday
L Unread Maif
Mail Folders « | 1S
2] Al Mail Items -
= ‘c:'f_;' Personal Folders
@ Deleted Items
_j Drafis
= B
LITOM | Open
limitz
E rl:.r]:e: Cpen in Mew Window

L@ SPANEy  Move “Inbox"...

3 spam )
B user % Copy Tnbox"...

[[@ Junk E-q [j§ Delete Inbox’
Cutb
(L5l Outbox afe Rename Tnbox ...

LE) RsS Fee
sent Iten [ Mew Folder...

E;:I Search F
Remove from Favorite Folders
ﬁ Archive Folg -

£ WinFax Fax Mark All as Read
Process All Marked Headers

""" Process Marked Headers

Id .- ,ﬁ' Properties

3068 Lo 98T e s 1y "OK™ a5 03,8 5)lg 1)y 365 Jlai 590 pb NAME™ o )3 (om0 5
S iy a5 danls ol (gl B Caond ollae Alg3 o 4 W)l (o



Create New Folder 21 x]
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Rules Wizard - x|

Which condition{s) do wou want to check?
Step 1: Select condition(s) m

B from people or distribution Iist'\'_}@ -

B8 with specific words in the subjeck

[ ] throwugh the specified account

[ ] sent only ko me

[] where my name is in the To box

[ ] rarked as importance

[ marked as sensitiviky

[ ] Flagged far action

[] where my name is in the Cc box

[ ] where my name is in the To or Cc box
[ ] where my name is not in the To box —

[ ] senk to peaple or diskribution lis
B8 with specific words in the bod
[ ] with specific words in the subije body

[ ] with specific words in the message header
@ with specific wards in the recipient's address

with specific wards in the sender's address |
assigned to category cateqory j

Step Z: Edit the rule description (click an underlined value)

Apply this rule after the messa iwes
fFromipeople or diskribukion Iisti@
and with specific words in the sObject

and with specific words in the bod
move it ko the specified Fnll:le@
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Specify a word or phrase to search for in the sender's address:
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EMENCES I Mail Setup I Mail Format I Speling I
| Right-to-Left | Mailantiviris | Anti-Spam

General

g [ Empty the Deleted Tkems Folder upon exiting
=7/ [~ mMake outlock the default program For E-mail, Contacks, and Calendar,

advanced Opkions. .. |

Autodrchive
@ Manages mailbox size by deleting old ikems or mowing them to an archive file

and by deleting expired items.

Cutlook Panes

Customize options For the Qutlook Panes. Navigation Pane. . |

Reading Pane. .. |

To-Do Bar... |

Petrson Mames

% v Display online status next ko a person name

¥ | Display online skatus i the To and Cc fields only when mouse
pointer rests an a persan Nanme

Ik I Cancel | Apply
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Autosrchive 7] x|

¥ Run Autodrchive every |14 ﬂdays 1

¥ Prompt before Autodrchive runs 2
During Aukodrchive:

¥ Delete expired items {e-mail folders only) 3
v archive or delete old items 4
[V Show archive Folder in Folder list 5
—Default folder settings for archiving
Clean out ikems older than IE ﬂ IM.:.nI:hs j B
% Move ald items to: T

IC:'I,D-:ucuments and Settingsiakefeh shamsiLoc Browse. ., |

" Permanently delete old items 8

Apply these settings to all Folders now | =]

To specify different archive settings for any folder, right-click.
on the folder and choose Properties, then go ko the
Aukodrchive tab,

Retention policy

k,

\\j The netwark administrator has not set rekention policies,

Retention Policy Informatian. . . |
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Account Settings H B

E-mail Accounts

You can add or remove an account, You can select an account and change its settings,

1
| Data Files I R35 Feeds I SharePoint Lists | Internet Calendars | Published Calen

g M, ¢ Repair.., o change.., €2 SetasDefalt X Remove % &

Change E-mail Account ]

Internet E-mail Settings
Each of these settings are required to get your e-mail accc

2| Hame
ail, [ aranast, com

Double click

User Information

fiour Mame: ISaIes Department{FaraHost)

E-mail Address:

Isales@Farahost com

Server Information

Selected e-mall accou

Change Folder | F

ir

Account Type: |p0p3 j

Incoming mail server:

ImaiI.FarahUst.com

Outgoing mai server (SMTP ImaiI.FarahUst.com

Logon Information

User Mame: Isales@Farahost.com

Passiord: I*******

Internet E-mail Settings

General | Qukgoing Server I Connection

Server Part Mumbers

Incoming server (POP3): | 11 Lse Defaults |

I™ This server requires an encrypted connection (S5L)

Qukgoing server (SMTR): | 25

Use the following type of encrypted connection: |N0ne 'l

Server Timeouts
shott = Llong 1 minute

Dielivery

5 B Leave acopy of messages on the server

6 B Remave from server after Im 3: days

?. Rermave From server when deleted fram 'Deleted Ttems'

[ ]

[¥ Remember password

[™ Require lagan using Secure Passward Authentication (SPA)

< Back | Mext = | Cancel |









