-_,
‘ BSM | Consulting

BSM Connection™ Online Library
Software Tips - Microsoft Outlook

The Outlook Auto-Complete List

The good: Outlook remembers every address typed in a To:, Cc: and Bcc: field.
When typing the address or name in the field, the initial entry is recalled from memory saving time in having to
search for the same addresses each time they are used.

The bad: Outlook remembers the mistyped and old as well as the correct and current entries.

Deleting an Address from the Outlook Auto-Complete List

Follow these simple steps to delete entries that are no longer needed in the auto-complete list.

Create a new email message in Outlook.
© Fle Edt Yiew Insert Format  Tools  Table  Window  Help
1. Begin typing the name or address you want to remove. :
I . fazisend | <@ 8|58 1 8| Y|SB ops. -
2. Use the down arrow key to highlight the desired s T
(U ndeSired) entry. . LY KREIGER. <quy@windhamfg.coms
Gina Kaspar <GRASPAR>

Garcia, Peter A <peter.a,garcia@bankof america, com >
Gorsuch, Ashly <ashly.gorsuch@bankof america, com >

Subject:

3. Press Delete.
4. The deleted entry will no longer appear in your new list. New List
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Preventing Outlook Address Auto-Completion

1.
the main menu.

Go to the Preferences tab.
Select E-mail Options....

oURwWN

Preferences | kil Setup | Mail Format | Speling | Security | Other | Delegates |
E-mail
p } Change the appearance of messages and the way thewa ded. 3

Junk E-mail... E-mail Optians. .,
—

Customize the appearance of the Calendar,

[ Defaul reminder: 15 minutes j Calendar Options. ..

Calendar

Tasks
=) Change the appearance of tasks,
Reminder time: 3:00 Al j Task Options. .
Contacts

8 | Change default settings for contact and journal.

Contack Options. .. | Journal Options. .. |

Mates
Change the appearance of notes.

Mote Optians. .

0f | Cancel | Aoy, |

Start by selecting Tools and then Options from

E E-mail Options

File  Edit

Send

Wiew

j£E Untitled Message

Insert Format  Tools  Table ‘window Help

0 -8 =37 §|v & 2] Options... ~

S

Wce...

Subiject:

Now select Advanced E-mail Options....
Make sure Suggest names while completing To, Cc, and Bcc fields is not checked.
. Click OK on each of the 3 screens to accept changes.

Message handiing

After moving or deleting an open item:
[™ Close original message on reply or Forward
[V save copies of messages in Sent Items Folder
[V automatically save unsent messages
[V Remove extra line breaks in plain text messages
™ Read all standard mail in plain text

iGally signed mai in plain text

Advanced E-mail Options. ., Tracking Options. .. |

=
El=

When forwarding a message

IIncIude original message kext

Prefiz each lne with:
B

I~ Mark rmy comments with:

ILauren Delafuerte

o] oo |

ar
Garcia, Peter & <peter,a.garcia@bankofamerica.com=
Gorsuch, Ashly <ashly.gorsuch@bankofamerica, com

ll Advanced E-mail Options

[ Save messages

Save unsent items in:
[V Autosave unsent EBYery! IS minukes

™ InFolders ther than the Inbax, save replies with original message

[¥ save Forwarded messages

—When new items arrive in my Inbox
¥ Play a sound
IV Brigfly rhange the mause: cursor
[¥ Show an envelape icon in the notification area
I Display a Mew Mail Deskbop Alert (default Tnbox onky)

Deskkop Alert Settings. .. |

q

—When sending a message

Sek imparkance: |Normal

Ll

Set sensitivity: INnrmaI

[~ Messages expire after: days

[~ Allow comma as address separator
IV Automatic name checking

5

[¥ Delete meeting reguest from Inbox when responding
Iv¥ Suggest names while completing Ta, Ce, and Bec fields >

[~ Add properties to attachments to enable Reply with Changes

|
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