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Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

@ Create or madify signatures for messages.
Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Outlook panes

Customize how items are marked as read when using the Reading Pane. .
Reading Pane...

Message arrival

Fd When new messages arrive:

~| Play a sound

Briefly change the mouse pointer
~| Show an envelope icon in the taskbar
v | Display a Desktop Alert

Enable preview for Rights Protected messages (May impact performance)
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Outlook Options ? X
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Change the settings for messages you create and receive.

Mail
Calendar Compose messages
Groups / Change the editing settings for messages. Editor Options...
People Compose messages in this format: | HTML 2
Tasks
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Search v Always check spelling before sending Spelling and Autocorrect.
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