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Notes and Journal

Delete meeting requests and notifications from Inbox after responding

CTRL + ENTER sends a message

Use Auto-Complete List to suggest names when typing in the To, Cc, and Bec lines
P dg ping
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Customize Ribbon

} Delivery receipt confirming the message was delivered to t

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

applications support sending receipts.
For all messages sent, request:
e recipieny egver

D Read receipt confirming the recipient viewed the message

Quick Access Toolbar
Add-Ins

Trust Center
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For any message received that includes a read receipt request:
© Always send a read receipt

Outlook Options ? X
General o = ~
sners [] Mark messages as expired after this many days: |0 =
Mail ] Always use the default account when composing new messages
Calendar Commas can be used to separate multiple message recipients
Automatic name checking

Empty Auto-Complete List

O Mever send a read receipt
O Ask each time whether to send a re

l Eead receipt confirming the recipient view

ed the message

Automatically process meeting requests and responses to meeting requests and polls
Automatically update original sent item with receipt information

|:| Update tracking information, and then delete responses that don't contain comments

] after updating tracking information, mave receipt to: | & Deleted ltems Browse...

Message format

Use Cascading Style Sheets (CSS) for appearance of messages
Reduce message size by removing format information not necessary to display the message

[] Encode attachments in UUENCODE format when sending plain-text messages
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Automatically wrap text at character: |76
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Remove extra line breaks in plain t

When sending messaages in Rich Text f
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