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Info
Open & Export

Save As

Office Account

Options

Exit

Account Information
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# Add Account

Fﬂ- Account and Social Network Settings
]

Change settings for this account or set up more connections,

Account
Settings -

,_T| Account Settings...
.Q Add and remove accounts or

change existing connection settings.

Connect to social networks,

box by emptying Deleted ltems and archiving.

.'. Social Network Accounts
“an Configure Office to connect to

social networks,

a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.

& Alerts
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Outlook Cptions ? X
General N . )
i B Change the settings for messages you create and receive,
|
Calendar Compose messages
Peaple /ﬁ_-j Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format:  |HTML
Search
ABC . . -
Language [ Always check spelling before sending | Spelling and Autocorrect... |
Advanced Ignore original message text in reply or forward

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Stationery and Fonts...

_.?‘ Create or modify signatures for messages.

“ﬁ: Use stationery to change default fonts and styles, colors, and backgrounds.
Outlook panes

Reading Pane...

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

Message arrival
When new messages arrive:
Play a sound
[] Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

| | Cancel
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E-mail 5ignature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: |admin@ ar

Mew messages: |[r1c-r1e]
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Replies/forwards: |[none]
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Edit signature
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E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
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test signature E-mail account: |admin@ .gr

New messages: |[none]

Replies/forwards: |[none]

| Delete || Mew || Save || Rename |

Edit signature
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