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TURN OFF NOTIFICATIONS:

Purpose: To minimize interruptions, you can turn off the notification window that pops up every
time you receive a new e-mail. Don’t forget to turn it back on again though!!

1. Atthe Inbox, select Tools, Options.

2. Atthe Preferences Tab, choose E-mail Options.

Options |@—§3|

Preferences

il Setup | Mail Format I Spelling I Other I Delegahes|

E-mail

. Change the appearance of messages and the way they
I Junk E-mail... I I i E-mail Options...

3. At the E-mail Options dialog box, choose Advanced E-mail Options.

E-mail Options |M|

Message handling

After moving or deleting an open item:  |return to the Inbox VI

[ Close original message on reply or forward

Save copies of messages in Sent Items folder
Automatically save unsent messages

Remove extra line breaks in plain text messages
[¥] shade messane headers when reading mail

I_:'IJ Advanced E-mail Options. .

. |'ackjng Options... ]

4. Atthe Advanced E-mail Options dialog box, remove the checkbox from Display a New
Mail Desktop Alert (default Inbox only) under When new items arrive in my Inbox.

Advanced E-mail Options |@—X|

Save messages

AutoSave items in: | Drafts -

AutoSave items every: |3 minutes
[ 1n folders other than the Inbox, save replies with original message
Save forwarded messages

When new items arrive in my Inbox

Play a sound

Briefly change the mouse cursor

Show an envelone icon in the notification area

[] " Display a New Mail Desktop Alert (default Inbox only)

Desktop Alert Settings...

5. Click OK three times.
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