Outlook Default Setting Changes

General Settings: This setting is found under the File menu ¥ Options # General. Uncheck Show
Mini Toolbar if you'd rather not the mini toolbar that popups when you select text.

Mail Settings: All of these settings are found under the File menu % Options ¥ Mail.
A. Format: Under Compose messages in this format, select HTML.

B. Check Spelling Automatically: If you want Outlook to spellcheck your email before
sending, under Compose Messages, check Always check spelling...

Outlook Options ? >
General . . -
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Mail
Calendar [OIT‘IF}OSE messages
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Tasks
Search ab - Eglwa}-‘: check spelling before sencling§ Spelling and Autocorrect...
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Click on the Spelling and Autocorrect button and uncheck Ignore Words in UPPERCASE.

C. Set Up Your Signature: Under Compose Messages, click on the Signatures... button to
setup your email signatures. It is recommended that you have an email signature
automatically attached to every new message and every reply/forward. However, the
reply/forward signature doesn’t need to be as detailed as the one you use for new
messages.

To create a new email signature:
i Click on the New button to create a new email signature.
ii. Type a name for the signature and click OK.

iii. In the empty text box, create your email signature.
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iv. Click on the Save button.

To set your default email signatures for new messages and replies/forwards,
select the desired signature under Choose default signature.
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Danielle DavisRoe, Esq. | Senior Consultant

Affinity Consulting Group

1550 Old Henderson Road, Suite 5-150 | Columbus, OH 43220
614-340-3444 | 614-310-8852 (direct dial)
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affinityconsulting.com

v S . - TRAINING.
=X Affinity ST . )

Get signature templates

= | [22] Business Card |L_||;| %

Figure Error! No text of specified style in document.-1

Page 2



D. Default Fonts: Under Compose Messages, click on the Stationery and Fonts... button.
New messages, replies/forwards, and plain text messages all have separate font settings.
Click on the Font... button to change the default font for each message type.
Signatures and Stationery ? bt
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[ ] Mark my comments with: | Barron Henley
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Composing and reading plain text messages
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F.

Stop Marking Emails as Read When Viewed in Reading Pane: By default, Outlook marks
emails as read when they are viewed in the Reading Pane. To retain the unread status
until emails are double-clicked to open, under Outlook panes, click on the Reading Pane
button. Uncheck Mark items as read when viewed in the Reading Pane and Mark item as
read when selection changes. Then click OK.

Reading Pane et

Reading Pane options

|:| Mark items as read when viewed in the Reading Pane

5

Mark item as read when selection changes
|:| Single key reading using space bar

Turn on automatic full-screen reading in portrait orientation

DAIways preview messages

Turn Off Message Notifications: As described above, you can turn off email notifications
and we strongly recommend that you at least try this. Under Message Arrival, uncheck all
of the boxes.
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Message arrival
Fﬂ When new messages arrive:
,_D_.. Play a sound
Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert

G. Automatically Open Replies and Forwards in a New Window: Depending upon what
version of Outlook you have, when you click on the Reply or Forward button in the
navigation pane, it may open the reply/forward in the reading pane rather than as a
separate window. While you can click on pop-out to move the reply/forward out of the
reading pane and into a new window, you can change your settings to do this
automatically. Under Replies and Forwards, check the box to Open replies and forwards
in a new window.

Replies and forwards

I 1] Open replies and forwards in a new window

[+ iCloze original message window when replying or forwarding!

H. Close Original Messages When Replying or Forwarding: When replying to or forwarding
an email that was opened in its own window (by double-clicking on the email), Outlook
can automatically close the original email. Under Replies and forwards, check the box to
Close original message window when replying or forwarding.

Replies and forwards

I [+| Open replies and forwards in a new window

~| iClose oniginal message window when replying or forwarding

1. Mark Messages As Read When Deleted: If you dislike having a bunch of email in your
deleted items identified as unread, check the box below under Other.

o—| || Show Paste Options button when content is pasted into a message
o . . . .
& - Show Mext and Previous links in the message headers when reading messages
Don't automatically expand conversations when using the keyboard to change messages

After moving or deleting an open item: | return to the current folder =

~| Mark messages as read when deleted
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3. Calendar Settings: All of these settings are found under the File menu % Options ® Calendar.

A. Change Work Start and End Hours: If you work different hours or days than Outlook’s
defaults, you can change them under Work time.

B. Default Duration for Appointments and Meetings: When adding a new appointment on
your calendar, Outlook defaults to a 30-minute duration. You can change the default
reminder time under Calendar options.

Calendar options

7 Default duration for new appointments and meetings: 30 minutes = I

[ | Shorten appointments and meetings | -
C. Default Reminder Timing: Outlook will add a 15-minute reminder to all calendar
appointments by default. You can change the default reminder time under Calendar
options.

Calendar options

%}) Default duration for new appointments and meetings: 30 minutes ~
- Shorten appeointments and meetings: -

Less than one hour: | 3 minutes =

One hour or longer: | 10 minutes  *

| —— |

«| Default reminders: | 15 minutes =

D. Change Calendar Color: To change the default color of your calendar, select a new color
under Display Options.

Display options

—t T
':n Default calendar color &3 -
=

Uze this color on all calendars
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E. Show Multiple Time Zones in Your Outlook Calendar: Under Time Zones, you can add
one or two additional time zones to your calendar (which will display side-by-side).

Time rones

@ Label: EDT

Time zone: | (UTC-0%00) Eastern Time (U5 & Canada) | G
+| Show a secand time zone

Label: MDT

Timezone: | (UTC-07:00) Mountain Time (U5 & Canada) -
+| Show a third time zone

Label: PDT

Timezone | (UTC-0800) Pacific Time (Us & Canada) -

Swap Time Zones

4, People Settings: This setting is found under the File menu ¥ Options # People. We recommend
using the settings below.

Names and filing

Q.: Default "Full Mame" order: G First (Middle) Last -
Default "File As" order: i Last, First -

+| Check for duplicates when saving new contacts

5. Advanced Settings: This setting is found under the File menu % Options # Advanced.

A. Change Your Reminder Sound and Avoid Missed Reminders: If you would prefer another
sound as a reminder, you can make the change under Reminders. Furthermore, many
people have missed reminders in Outlook because they can hide behind other
applications. There's now a solution for that. Under Reminders, just check Show
reminders on top of other windows.

Reminders

4

Ll +| Show reminders
Play reminder sound: |reminder.wav Browse...

Show reminders on top of other windows

4

Autornatically dismiss reminders for past calendar events

Barron K. Henley, Esq., Partner
Affinity Consulting Group LLC
bhenley@affinityconsulting.com
www.affinityconsulting.com
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