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Go to the file tab

Account Settings

Modify settings for this account, and configure
additional connections.

Access this account on the web. {

https://mail.graniteschools.org/owa \

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Mailbox Cleanup

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

94 MB free of 299 MB

Rules and Alerts

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

Voice Mail

Play or record a greeting, reset your PIN, setup notifications and call
answering rules, and learn how to access your e-mail, voice messages,
calendar, and contacts over the phone.



Outlook Options

General . . |l
Q Change the settings for messages you create and receive.
Mail
Compose messages .
Calendar —— |n the pop up box click on
Contacts ﬁj Change the editing settings for messages. "mail"
Tasks Compose messages in this format: | HTML n
Notes and Journal
W Always check spelling before sending l Spelling and Autocorrect... l
Search . .
Ignore original message text in reply or forward
Mobile i
L The signature options
Language Create or modify signatures for messages. . _— b
button is here
Advanced
Custamize Ribbaon % Use stationery to change default fonts and styles, colors, and backgrounds. l Stationery and Fonts... l
Quick Access Toolbar T
Add-Ins Customize how items are marked as read when using the Reading Pane. N
=
Trust Center
Message arrival
& When new messages arrive:
Play a sound
Briefly change the mouse pointer
Show an envelope ican in the taskbar
¥l Display a Desktop Alert Desktop Alert Settings...
Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up
"Cl Cleaned-up items will go to this folder: |
Messages moved by Clean Up will go to their account's Deleted Items. -
I oK I l Cancel




