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How can | change the appearance of my desktop alerts?

How to change Desktop Alerts:

1. From your Outlook Inbox, select Tools. In the Tools menu, select
Options. Next, select the Preferences tab from the new window that
appears on your screen.

2. Select the Email Options button.

E-mail
3 hange the appearance of messages and the way the: ed,
_g [ Junk E-mail... ]([ E-mail Options. .. D
Calendar

Customize the appearance of the Calendar,

Default reminder; 15 minutes Calendar Options. ..

3. When the Email Options dialog box opens, select Advanced Email
Options.

E-rpaifl W utiugs \_'3
Message handling

After moving or deleting an open item:

[[] Close original message on reply or forward
Save copies of messages in Sent Items Folder
Automatically save unsent messages
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[Jread all standard mail in plain text

] b u
ﬂ\_[ Advanced E-mail Cptions, .. Djf Tracking Options, .. ]
] = n

4. Within the Advanced Email Options dialog box, you can change options
in the When new items arrive in my Inbox section.
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Save unsent items in:
AutoSave unsent every: |3 minukes

[]1n folders other than the Inbox, save replies with original message
Save forwarded messages

‘When new items arrive in my Inbox
[Irlay a sound

[ Briefly change the mouse cursar
Show an envelope icon in the notification area
Display a Mew Mail Desktop Alert (default Inbox only)

[ Desktop Alert Settings... ]
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5. To change the amount of time an alert will be displayed on your desktop
and the degree of visibility for the alert, you can also click on Desktop
Alert Settings and adjust the settings according to your preferences.
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Curakion

Howe long should the Desktop Alert appear?

Shork _J— Long

7 seconds

Transparency

Howe transparent should the Deskbop Alert be?

Solid _37 Clear

20%: ktransparent
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Contact Information

If you have any questions or concerns about this topic, please contact the AgIT
Help Desk at (888) 226-2438 or (765) 494-8333, or visit our website at
http://agithelp.agriculture.purdue.edu/.
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