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The File area in top left of your Outlook gives you access to a lot of tools to customise your
Outlook, both for sending and receiving emails. It also gives you access to your Out of Office
message, Account settings, and Rules and Alerts.

Home

IO,

=

New New

> A A

Info (Account Information)

This is where you can switch on and set your Automatic Replies (out of office message),
check how much storage you have left in your mailbox, set up rules and alerts and manage
add-ins.

© Account Information

() Info

‘ maxine.craig@barnardos.org.uk

Open & Export Microsoft Exchange

{+ Add Account ]

Save As 1 <
p Account Settings
Stve Altachments R Change settings for this account or set up more
Account connections.
Settings ~ = Access this account on the web.

Print

https://outlook.office365.com/owa/barnardos.org.uk/
=  Get the Outlook app for iOS or Android.

Change

,:l Automatic Replies (Out of Office)
<~ Use automatic replies to notify others that you are out of office, on vacation, or
Au i not ilable to respond to email messages.

Replies

Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems and archiving.

= 98.7 GB free of 99 GB

Rules and Alerts

&F
i Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts
F Slow and Disabled COM Add-ins
=Jop Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-ins

@ Manage Add-ins
Office Account Managiéidd» Manage and acquire Web Add-ins for Outlook.
ins

Feedback

Options
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Account Settings — Delegate access

If you click onto the dropdown arrow on Account Settings, you can add someone (or more

than one person) as a Delegate for your Outlook account. Delegates can perform some
actions on your behalf, such as:

e Sending emails and replying to emails in your inbox

e Creating meetings in your calendar
e Responding to meetings you are invited to

Account Settings...

() Delogate Access
Give others permission to recerve fems
and rezpond on your behalf

When you choose ‘Delegate Access’, a set-up box appears for you to add someone’s name.

O Delegates can send items on your behalf, including creating and

ey responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Remove

Permissions.
Properties.

My delegates only, but send a copy of meeting requests and
responses to me (recommended)

My delegates only

My delegates and me

OK Cancel

Click on ‘Add’ and the Global Address List opens for you to find the relevant name.

When you click OK, another box will open for you to set your controls for Calendar, Tasks

Inbox, Contacts and Notes, although you may only want them to have editing rights to your
calendar and/or your inbox.

Delegate Permissions: Lissa Jones X

This delegate has the following permissions
—

| | Calendar | Editor (can read, create, and modify items)

Delegate receives copies of meeting-related messages sent to me

e

W/ Tasks Editor (can read, create, and modify items) v
¥ _‘j Inbox None v
|& } Contacts | None

v

Notes None v

Automatically send a message to delegate summarizing these permissions
Delegate can see my private items
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Every dropdown has the same options: None, Reviewer, Editor or Author. Consider what
you need your Delegate to undertake on your behalf — reading, creating or modification?

| G Editor (can read, create, and modify items]\g

None

Delegat|peyiewer (can read items)

Author (can read and create items
Editor (can read, create, and modify items)

A Reviewer can only read items, an Author can read and create items, and Editor can read,
create and change items.

As you can see, there is also a tick box to allow Delegates to see your items marked as
Private, but this defaults to Off.

Automatic Replies

Set your Out of Office message here. You can choose either to have an automatic reply
permanently with a relevant message or use the tick box to only have your message in a
specific time range, e.g. whilst you are off work.

O Do not send automatic replies

Send automatic replies
[J only send during this time range:

Tue 16/11/2021 v 16:00 v
Wed 17/11/2021 v 16:00 v
Automatically reply once for each sender with the following messages:

& Inside My Organization @ Outside My Organization (On)

Segoe Ul v| |8 viB I U AE ‘E

i
il

Hi -1 am on leave on Thursday 26th and Friday 27th August.

Remember to set a message both for internal colleagues and external senders as this may
be different.
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Mailbox Settings

Here you can choose Mailbox Clean-up to perform commands such as finding items older
than a set amount of days or larger than a set size, or auto-archive.

Mailbox Cleanup X

< "Z You can use this tool to manage the size of your mailbox.

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outlook transfer items to an archive
file.

View Mailbox Size...

(O Find items older than -2 days

® Find items largerthan | 250 - kilobytes

@‘f

Clicking AutoArchive will move old items to the AutoArchive
archive file on this computer. You can find Ll
these items under Archive Folders in the folder

list.

(q

Emptying the deleted items folder permanently Empty
deletes those items.

View Deleted Items Size...

= Delete all alternate versions of items in your Delete
2%  mailbox.

View Conflicts Size...

Office Account

Office Account

Feedback

Options

You can easily change your Office Theme from ‘colourful’ to either grey, black or white. Or
you can add/change your photo.

Account

User Information

¢ Maxine Craig
maxiegraig@barnardos.org.uk
Change photo
Bout me

Sign out
Switch account

Account Privacy

Manage Settings

Office Background:

Cloud -~

Office Theme:
Colorful ~ |

This area will also display the icons of the applications you have access to in Microsoft 365.

Subscription Product
Microsoft 365 Apps for enterprise

Belongs to: maxine.craig@barnardos.org.uk
[ This product contains ]

JAOGIAd
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Options

Within Options at bottom left, you will find the sections and commands for customising
Outlook to suit you. There are several categories, including General, Mail, Calendar, Groups,
People, Tasks, Language, Accessibility, Advanced, Customise ribbon, and Quick access
toolbar.

Options

Exit

Outlock Options

l General

Mail
Calendar
Groups
People
Tasks
Search —
Language
Accessibility
Advanced

Customize Ribbon

Quick Access Tocolbar
=
Add-ins

Trust Center

General
This section deals with general settings for working with Outlook, including personalising
your Outlook, start-up options and attachment options.

Personalise Outlook
Here you can set your ‘office theme’ which changes the display colour for Outlook (and
other Office apps such as Word, Excel, PowerPoint).

Personalize your copy of Microsoft Office

User name: Maxine Craig
Initials: MC
Always use these values regardless of sign in to Office.

Office Background: | Clouds b

Office Theme: Colorful S Disable dark mode

Privacy Settings Dark Gray
Black

Privacy Settings...
White

1 e mpagymre @ -
— rosesystem-setting

Use the drop-down arrow for Office Theme to set your preferred display mode.

» You can stay with ‘colourful’” which displays Outlook and Word with blue banners,
Excel as green and PowerPoint as orange.

» The dark grey theme is for those who prefer softer visuals.

The black theme provides the highest-contrast visual.

» The white theme displays the classic look of Office.

A\
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Attachment options

This is where you set how you want to attach documents from OneDrive. The default is ‘ask
me how | want to attach them every time’ so if that is what you prefer, you don’t have to do
anything.

Attachment options
For files | choose from OneDrive or SharePoint:
® Ask me how | want to attach them every time
Always share them as links

Always attach them as copies

If you want control each time you attach a file, leave the default on as above, but if you
always want to attach as a copy or always want to share as links instead, choose the
relevant option.

To clarify — a copy takes up space on your email and each person you send the document to
has their own copy so any changes made will have to be collated by you. Sharing as a link
allows more than one of you to open and work on a document at the same time, plus is
useful for large files that emails won’t be able to send.

Start-up options
This reopens any Outlook windows that were live when Outlook closed, meaning that open
emails and meetings can reappear automatically when Outlook restarts.

This will work no matter how Outlook closed down — a crash, system update or manually
closed.

Start up options

(& )
When Outlook opens: | Ask me if | want to reopen previous items n

Ask me if | want to reopen previous items

Attachment options Never reopen previous items

For files | choose from (Always reopen previous items

The ‘ask me’ option is on by default. If there were open items last time, Outlook will start
with a prompt -

™\ Outlook closed while you had items open.
Reopen those items from your last session?

Yes No

But if you want a more definite result, choose ‘never reopen’ or ‘always reopen’.
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Mail

The Mail section within Options is where you change the settings for messages you create
and receive. There are settings for composing messages, message arrival, conversation
clean-up, replies and forwards, saving messages sending messages, MailTips and tracking.

Compose messages
Under this section, you’ll find Spelling and AutoCorrect options and your email signature
setting.

Spelling and Autocorrect

f Change the editing settings for messages. Editor Options...
Compose messages in this format: | HTML v

v| Show text predictions while typing G

a\l}( Always check spelling before sending [ v Spelling and Autocorrect... ]

v| lgnore original message text in reply or forward

When you click onto the ‘Spelling and AutoCorrect’ button, you are taken into ‘Proofing’,
which is a really useful area that allows you to set AutoCorrect options and spelling and
grammar rules that suit you.

| a\L/)/c Specify how Outlook corrects and formats the contents of your e-mails.

Accessibility

Advanced AutoCorrect options

Specify how Outlook corrects and formats text as you type.| | AutoCorrect Options...

[When correcting spelling in Microsoft Office programs]

v!| Ignore words in UPPERCASE
v| Ignore words that contain numbers
v!| Ignore Internet and file addresses
v| Flag repeated words
Enforce accented uppercase in French
Suggest from main dictionary only
| Custom Dictionaries... |
French modes: Traditional and new spellings ~

Spanish modes: | Tuteo verb forms only =

[ When correcting spelling in Outlook J

v| Check spelling as you type
v Mark grammar errors as you type
v!| Frequently confused words

v| Check grammar and refinements in the Editor Pane

Choose the checks Editor will perform for Grammar and Refinements

Writing Style: | Grammar & Refinements ~ Settings...
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Proofing - AutoCorrect Options:

Do you repeatedly mis-type or struggle to spell the same word? AutoCorrect lets you
manually add to a pre-loaded list of frequently mis-typed and mis-spelt words. There are
already many words in this list that Microsoft knows are frequently mis-typed or spelled
incorrectly.

AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences

Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key
[ correct keyboard setting

Replace text as you type

[geplace: With: ] Plain text Formatted text

abbout about ~

abotu about

abouta abouta

aboutit about it

aboutthe about the

abscence absence v
Add Delete

Automatically use suggestions from the spelling checker

In the ‘Replace’ field, type the word you want to add to the AutoCorrect list — remember to
add the mis-spelt/mis-typed version here!

Then type the correct spelling into the ‘With’ field.

Then press ‘Add’ and your word will be added to the list. Whenever you type the wrong
spelling, it will be auto-corrected as soon as you click space or tab after it.

Also in this AutoCorrect box are tick boxes for the system to automatically correct when you
type two capital letters and the rest of a word in lower case, to capitalise the names of days
and first letter of a new sentence, to correct accidental usage of Caps lock, and to replace
text as you type. (which links to the tick box for ‘automatically use suggestions from the
spelling checker).

In the Exceptions button, you can add words or abbreviations that are NOT to be corrected.
For example, something like PAs or IDs would normally fall under the ‘two capital letters’
correction but need to be an exception as they are commonly used in this form.
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Proofing - When correcting spelling in Office programs
This sub-section has tick boxes for you to tell Office to ignore words in uppercase, ignore
words containing numbers, and warn you when you repeat words, such as ‘the the’.

Note that this is for all your Office programs, including Word and PowerPoint.

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numbers

Ignore Internet and file addresses

NEGRARG

Flag repeated words
Enforce accented uppercase in French
Suggest from main dictionary only
Custom Dictionaries... ‘
French modes: Traditional and new spellings ~

Spanish modes: Tuteo verb forms only >

Proofing - When correcting spelling in Outlook

This sub-section allows you to switch on or off the following — check spelling and marking
grammar mistakes as you type, highlight frequently confused words, and check grammar
and refinements using Editor.

Under the ‘Writing Style’ you can also go into Settings and see a long list of points for
grammar, clarity, conciseness, formality, inclusiveness, vocabulary and punctuation that
your writing is checked against. You can switch any of these on or off.

When correcting spelling in Outlook

v| Check spelling as you type
v| Mark grammar errors as you type
v| Frequently confused words

v| Check grammar and refinements in the Editor Pane

Choose the checks Editor will perform for Grammar and Refinements

Writing Style: | Grammar & Refinements ~

Outlook Email File Area V1 Nov 2021
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Signatures

Still under ‘Compose messages’ section, you can set your signature for emails.

v| Ignore original message text in reply or forward

z Create or modify signatures for messages.

General

I Mail |

Calendar

Click onto ‘Signatures’ and you see the set-up box.

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

New messages: Maxine Craig, Technolod

Replies/forwards: | pqayine Craig, Technology Trainer

Delete New Save Rename
[ Edit signature

Calibri (Body) v |v||/B I U | -

[2=] Business Card ,__1;1 g‘:

[l
I
I

Maxine Craig
Technology Trainer
Technology Transformation Team, Business Services

Here you can change your email signature or add to it. You can also add edit the colour, font

or size using the tools under ‘Edit signature’.

You can set your signature to appear on new outgoing messages and/or on replies and

forwards.

Message Arrival

You can set a few alerts: have a sound played when a new email arrives in your inbox, show
an envelope on your Outlook icon in the bottom taskbar, or display a desktop alert. By

default, these three are already switched on for you.

Message arrival
F When new messages arrive:
Q v| Play a sound
Briefly change the mouse pointer
v Show an envelope icon in the taskbar

v| Display a Desktop Alert

Outlook Email File Area V1 Nov 2021
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Conversation Clean-up
The Clean-up tool is a really useful and easy way of keeping your inbox tidy and free from
clutter (or any folder you choose)

Conversation Clean Up

N

8 Cleaned-up items will go to this folder: Browse...
Zal

Messages moved by Clean Up will go to their account's Deleted Items.
When cleaning sub-folders, recreate the folder hierarchy in the destination folder
Don't move unread messages

v| Don't move categorized messages

v| Don't move flagged messages

v| Don't move digitally-signed messages

v| When a reply modifies a message, don't move the original

Clean Up evaluates the contents of each message in every email conversation. If a message
is completely included within one of the following replies, the previous message is deleted
as it is not needed separately.

The section above lets you set some commands for how clean-up works for you.

Please see the separate user guide for Conversation Clean-up on the Inside Barnardos
Outlook training page.

[ https://inside.barnardos.org.uk/outlook-training-and-guidance ]

Save messages

This sub-section has an important tick box that lets Outlook automatically save an
unfinished email into the Drafts folder, although you can even change which folder it is
saved in (Inbox, Sent or Outbox).

Default time after which it saves is 3 minutes, but you can set anything between 1 minute to
99 minutes (if you choose 0 minutes, it unticks this box).

You can also save forwarded messages and save copies of replies in your Sent folder. Or you
can set a reply to be saved in the same folder in which the original is stored.

Save messages

-

/ v| Automatically save items that have not been sent after this many minutes: 3
A

Save to this folder: | Drafts v

When replying to a message that is not in the Inbox, save the reply in the same folder
v| Save forwarded messages
v| Save copies of messages in the Sent Items folder

v Use Unicode format
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Replies and forwards
This sub-section allows you to set some rules around what happens when you reply to or
forward a message.

Replies and forwards

N Open replies and forwards in a new window
& Close original message window when replying or forwarding

Preface comments with: Maxine Craig

When replying to a message: Include original message text b 4
When forwarding a message: Include original message text v

Preface each line in a plain-text message with:

Do you want to open a new window when you create your reply messages?
Do you want to close the original message when replying /forwarding?

Did you know that when replying to or forwarding an email, you can choose what is
included of the original? The default for both, as above, is ‘include original message text’ but
- as seen below- you can amend this to not include original message, include original
message as an attachment instead, indent the original message, or prefix each line of the
original. The small picture next to each option shows you the layout of that choice.

Include original message text =

Do not include original message

Attach original message

Include original message text

Include and indent original message text

FifiFl (A

An

Prefix each line of the criginal message

Send messages
This sub-section allows you to set some rules around your sent emails.

Send messages

Default Importance level: | || Normal ~

V

Default Sensitivity level: Normal g

Mark messages as expired after this many days: 0
Always use the default account when composing new messages
Commas can be used to separate multiple message recipients

v| Automatic name checking

[V Delete meeting requests and notifications from Inbox after respcnding]

v| CTRL + ENTER sends a message

v| Use Auto-Complete List to suggest names when typing in the To, Cc, and

Becc lines \ Empty Auto-Complete List \

v| Warn me when | send a message that may be missing an attachment

v| Suggest names to mention when | use the @ symbol in a message (requires restarting Outlook)
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e You can change your default importance and sensitivity levels from Normal to Low or
High.

e You can set it so a comma can separate multiple recipients’ addresses.

e You can have meeting requests auto-deleted from your inbox once you have responded.

e You have an Auto-Complete list which suggests names you start to type in To fields.

e You have a tick box to remind you if Outlook thinks you should have attached a file ( it
takes its cue from what you have typed into the email body).

Tracking

This is where you can set ‘delivery receipt’ or ‘read receipt’ for all your sent messages (of
course, you can also do it on an individual basis via the commands within each email).
Remember that the delivery receipt does not mean that your email has been read, merely
delivered to their inbox.

Tracking
o—| Delivery and read receipts help provide confirmation that messages were successfully received. Not all email
D:/ servers and applications support sending receipts.
For all messages sent, request:
Delivery receipt confirming the message was delivered to the recipient's email server
Read receipt confirming the recipient viewed the message
For any message received that includes a read receipt request:
Always send a read receipt
Never send a read receipt
® Ask each time whether to send a read receipt
v| Automatically process meeting requests and responses to meeting requests and polls
v Automatically update original sent item with receipt information
Update tracking information, and then delete responses that don't contain comments

After updating tracking information, move receipt to: |[ll] Deleted Items

You can also choose what to do if a message you receive has a ‘read receipt’ request —
always send, never send or ask each time. Therefore, it is important to remember that your
recipients also have a choice whether or not you get a read receipt and that no read receipt
does not mean they have not read your email.

Microsoft Outlook

requested a read receipt be sent
! when message ‘Important Notification’ is read. Do
you want to send a receipt?

Dgon't ask me about sending receipts again

Yes i No

If the recipient does say Yes, you receive a message telling you the time and date of viewing.
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Calendar
In the calendar section you can change the view of your calendar, set defaults on meetings
and reminders, shorten meetings automatically, or change the time zone on your Outlook.

Calendar Options

Useful settings in this section include adding online meeting capabilities to all meetings,
setting the default duration of new appointments/meetings, shortening appointments by
having them start later or finish earlier than the full hour, changing the default reminder of
15 mins, setting allowance for invitees to propose new times.

Calendar options,

ﬁ{ v| Add online meeting to all meetings
/
» [Default duration for new appointments and meetings: 30 minutes ¥ ]

v| Shorten appointments and meetings: | End early iv

Less than one hour: | Sminutes ¥

One hour or longer: | 10 minutes ~

v| Default reminders: | 15 minutes ~ ]

v| Allow attendees to propose new times for meetings

Use this response when proposing a new meeting time: 7 Tentative ~
Add holidays to the Calendar: | Add Holidays...
Change the permissions for viewing Free/Busy information: | Free/Busy Options... Other Free/Busy...

Enable an alternate calendar

v v

v| When sending meeting requests outside of your organization, use the iCalendar format

Show bell icon on the calendar for appointments and meetings with reminders

Default duration
When you create a new meeting, Outlook automatically makes it 30 minutes long. If you
want another default, choose between 30 mins, 1 hour, 1.5 hours or 2 hours.

Shortening meetings

This enables you to adapt the meetings you create so that they are not ‘back-to-back’. For a
meeting shorter than one hour, you can choose to start a meeting 5/8/10 minutes late or
end a meeting 5/8/10 minutes early, even when you have booked ‘on the hour’ in your
calendar. If the meeting is one hour or longer, the choices are 5/10/15 minutes. This gives
people time to have a small comfort break if they have a lot of meetings.

Default reminder

If you are someone that likes a reminder to be half an hour before a meeting, or 5 minutes
before rather than the default 15 minutes, you can set it here. There is a range of timescales
from 0 minutes to 30 mins, from 1 hour to 18 hours, or 1-4 days and 1-2 weeks.
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Display options

Display options

—h ~
IE Default calendar color: G ~

Use this color on all calendars

Show week numbers in the month view and in the Date Navigator
When in Schedule View, show free appointments
v| Automatically switch from vertical layout to schedule view when the number of displayed

calendars is greater than or equal to:

v| Automatically switch from schedule view to vertical layout when the number of displayed
calendars is fewer than or equal to:

The default maximum number of calendars displayed in vertical view is 5, which means
when you open 6 or more calendars to look at, Outlook automatically switches to Schedule
View to make it easier for you to see all calendars. You can change this via the dropdown
arrow (from 2 up to 30).

The default minimum number of calendars displayed in vertical view is 1, which means
when you open one calendar to look at, Outlook will always open it in vertical view unless
you choose another view. You can change this via the dropdown arrow (from 1 up to 29).

Time Zones

Time zones

@ Label:
Time zone: | (UTC+00:00) Dublin, Edinburgh, Lisbon, London ] v

Show a second time zone

Label:

Time zone: v
Show a third time zone

Label:

Time zone: v

At any time, you can change the time zone in Outlook so that it matches your current
geographic location. Changing the time zone in Outlook is the same as changing it in the
Windows Control Panel, and the change is reflected in the time displays in all other
Microsoft Windows-based programs.

Click the time zone you want to use. When you change time zones, the Windows clock in
bottom right of your screen changes too.

12:45

% V55112021

For more help on Time Zones and how to use a second and third time zone, please see
Microsoft’s ‘Add, remove or change a time zone’ page.

https://support.microsoft.com/en-us/office/add-remove-or-change-time-zones-5ab3e10e-
5a6c-46af-ab48-156fedf70c04
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Automatic accept or decline

Automatic accept or decline

N/

, Automatically accept or decline meeting requests. ﬂ Auto Accept/Decline... ﬂ

You can set auto-actions on meeting invites. Click onto the Auto Accept/Decline button and
an options box appears for you to tick to either ‘automatically accept meeting requests and
remove cancelled meetings’, or ‘auto- decline meeting requests that clash with an existing
meeting’, or ‘auto-decline recurring meeting requests.

Automatic Accept or Decline ? X

=7 Automatically accept or decline meeting requests.

C] {Automatically accept meeting requests and remove canceled meetings:

Automatically decline meeting requests that conflict with an existing appointment or meeting

Automatically decline recurring meeting requests

Language
The language section of Options is where you set your language preferences for Office. Note
that this is for all Office programs, not just Outlook.

Default is English so you do not have to do anything if this is the language you work in.

Task Office authoring languages and proofing
asks

Manage languages used for creating and editing documents, including proofing tools such as spelling and
grammar check.

Search

Language l } English (United Kingdom) <preferred> Proofing installed
Accessibility English (United States) Proofing installed Add a Language...
Advanced

Customize Ribbon

Quick Access Toolbar Install additional keyboards from Windows Settings

Add-ins Translation

Trust Center Choose how to handle messages received in other languages:
Always translate
® Ask me before translating
Never translate
Translate messages into: | Russian ~
Manage your languages. We won't offer to translate messages received in these languages.
English

French

Add a Language...
Russian

However, if you regularly work in another language, you can set it to proofing so Office runs
the same grammar and spelling checks as it does in English.

You can also set how Outlook deals with emails received in other languages.

For further help with the proofing and translation tools in Outlook, please see the separate
Microsoft Translation Tools guide on inside Barnardos.

https://inside.barnardos.org.uk/microsoft-365-translation-tools
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Accessibility
This section in Options helps you to make Outlook more accessible.

General

I:[% Make Outlook more accessible.

Mail
Calendar [ Accessibility checker options l

Groups The accessibility checker helps you find and fix content in your message that may make it harder for people with
disabilities to consume your content.

People
Show me accessibility warnings while | work
Tasks :
® Show me accessibility warnings when:
Search v| At least one recipient prefers accessible content

l

Language v| Using a dark background to compose a message

S v| Composing a message to a large audience
I Accessibility |
v| At least one recipient is outside my organization
Advanced
v| Composing a message with high importance
Customize Ribbon Show me accessibility warnings only when | open the accessibility checker

Accessibility checker options
This finds and advises you to fix content in your email that could make it harder for people
with disabilities to read or understand your text.

You can tick or untick the various settings above, including either show accessibility warning
whilst you work or only show them in certain instances such as when composing to a large
audience or with high importance.

Automatic Alt Text
Alt text helps people with screen readers to understand what your pictures are showing.
You can generate a description automatically or input Alt Text manually.

Automatic Alt Text
Automatic alt text generates descriptions for pictures to make them accessible for people with vision impairments.

Access alt text at any time by clicking "Edit alt text..." in the context menu for pictures.

v| Automatically generate alt text for me
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Advanced
The Advanced section of Options presents some more advanced ways of working with
Outlook.

Outlook start and exit
Outlook start and exit

Start Outlook in this folder: [Inbox Browse...

Empty Deleted Items folders when exiting Outlook

Here, you can set Outlook to start with a certain folder (default is Inbox) , or for it to empty
your deleted folder each time you leave.

Reminders

Reminders

Q v| Show reminders

v| Play reminder sound: |reminder.wav Browse...

Show reminders on top of other windows

v| iAutomatically dismiss reminders for past calendar events;

You can switch off reminders for calendar events and automatically dismiss reminders that
are for past events.
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Customise ribbon

Advanced

[ Customize Ribbon |

Quick Access Toolbar

Your ribbon is the space that runs along the top of your Outlook. It has tabs called File,

Home, Send/Receive, Folder, View, Help and Enterprise Connect. Each tab has ‘groups’ that

are a set of related functions under that tab.

File Home Send / Receive Folder View

'ETQ Clean Up v
New
Email Items v % Junk ¥

New Delete

These are your default tabs and groups, but you can add to the ribbon or remove any that

yOou never use.

8‘. % IFS Ignore l‘@ E e’)? @ mg
New

Delete Archive Reply Reply Forward

Enterprise Connect

&
Share to

Teams

Teams

Click onto ‘Customise ribbon’ and it will open an options box.

It looks complicated but just remember that on the left are the things you could add, and on
the right are the things you already have on your ribbon. In the middle are your
Add/Remove buttons (these are greyed out until you click onto either column)

EE[E] Customize the Ribbon.

[ghcc:-e commands from: G ]

Popular Commands

Account Settings
Address Book...
Automatic Replies...
Close All Items

Manage Rules & Alerts...
Meeting

New Appointment

New Contact

New Email

New Task

Options

Print

Save All Attachments...
Save As

Send/Receive All Folders
Undo

Work Offline

N IS [ R TRl R

Customize the Classic RibbonG
Main Tabs w

Main Tabs -
= £ Home (Mail)
New
Delete
Respond
Teams
Quick Steps
Move
Tags
Groups
Find
Speech
Language
Add-ins
Home (Calendar Table View)
£l Home (Calendar)
Home (Contacts)
Home (Tasks)
Home (Notes)
F Home (Journals)
Home (Group)
@ ] Send / Receive
[ Folder

20 v RV P v— - =
New Tab New Group Rename...
Customizations: [ Reset ¥

:Imgort/Export Vj :

OK | | Cancel
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In the ‘Choose commands from’ dropdown, you can see the default is ‘Popular Commands’,
but you can change this to All Commands to give you a full list to choose from.

Choose commands from: G
Popular Commands n
Popular Commands
Commands Not in the Ribbon
All Commands

Macros
File Tab —
All Tabs

Main Tabs
Tool Tabs

Custom Tabs and Groups
T TIEr T

Or you can select a single tab to add commands into — such as the View tab, For example, if
you know you will never use Focused Inbox, you could remove it from your ribbon.

M Home (Group)
Mode

[ Send / Receive

Current View M Folder
Messages B M View |
Bl Focused Inbox )
< B Current View
£ Show Focused Inbox Chanae View >
& Arrangement <<R o5 Vi g ;
A emove O 1ew Settings
Arrangement = ) Reset View
A \ V
Arrangement Wscearies
Color
Lavout =] Focused Inbox
) Y =4 Show Focused Inbox
Window [ e———

You can even create your own tab and customise it.

[ Send / Receive
M Folder
B M View v

[[ NewTeb | | NewGroup | | Rename.. ]]
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Quick Access Toolbar
In the same way as customising your ribbon, you can also customise your Quick Access
Toolbar.

The Quick Access toolbar is the small area that runs along the very top left of your Outlook
(and Word, Excel, etc). It gives you quick access to the commands you put there, rather than
going along the tabs and groups to find them.

o098 -

File Home Send / Receive Folder

If you click onto the small downwards arrow and choose ‘More Commands’ or click onto the
Quick Access Toolbar area in Options, a command box will open.

Your available-to-add commands are on the left, and your current QA toolbar commands
are on the right.

E%] Customize the Quick Access Toolbar.

Choose commands from:(

Choose commands from:G R Popular Commands I:'
Popular Commands b All Commands I A
Customize Quick Access Toolbar: G Macros
Address Book... ~ K3 Send/ReceiveAllFolders | | | |-
Automatic Replies... '9 Undo File Tab
Close All ltems % Touch/Mouse Mode Bl ] | [ssssessess
Collapse the Ribbon Home (Mail) Tab

Delete
Empty Deleted ltems

Home (Calendar Table View) Tab

Home (Calendar) Tab

Find Contact 14 —
Forward s Home (Contacts) Tab
Manage Rules & Alerts... Home (Tasks) Tab
Meeting Home (Notes) Tab
New Appointment Home (Journals) Tab
New Contact [ Add >> Home (Group) Tab
New Email " Send / Receive Tab
New Task

o ik Folder Tab
Options View Tab
Print View Ta
Reply
Reply All

Save All Attachments...
Save As
Send/Receive All Folders

HLISEOUF AJERE [ RIS EX 0D

Touch/Mouse Mode »
Undo
Update Folder
Yok Cfniine = Customizations: v Reset v ‘
Show Quick Access Toolbar below the Ribbon vlmgor‘t/Export =
0K Cancel

Find what you want in the list on the left. It defaults to Popular commands, but if you can’t
find what you want in that list, just use the drop-down arrow to select something else like
All Commands, Home Tab commands, etc.
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Click onto the command you want to add to your quick access area and then press ‘Add’ so
it appears in the list on the right.
For example, adding ‘Immersive Reader’ below:

Choose commands from
View Tab v
Customize Quick Access Toolbar
FUCUSEU TITUUX v 7 —y . = s
) FolderP &Iy k_~ Send/Receive All Folders
Folder Pane ’
Undo
[:O mmersive Reader o
l = ~veRe S'l Touch/Mouse Mode »
mersive Reader @) -
Immersive Reader
Yo Largelcons [E; R
Q.B Line Up lcons
= List << Remove |

Click on OK.

It is now in your quick access area along the top of Outlook and will remain there.

File Home Send / Receive Folder
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