1.

Disable Outlook Email Desktop Alerts

In Outlook, pull down TOOLS menu to OPTIONS.

2. Under the Preferences tab/Email section, click on Email Options

3.

4. Uncheck Display a New Mail Desktop Alert. Click OK.

Cptions

?

2z

Preferences | Mail Setup | Mail Format | Spelling | Other | Delegates |

E-mail

Click on Advanced Email Options

[ Junk E-mail. ..

: Change the appearance of messages and the way they are handled.
] [ E-mail Options. .. ]

[] 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 message headers when reading mail

[ Advanced E-mail Options... ] [ Tracking Options...

Advanced E-mail Options
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Save messages

AutoSave items in:

AutoSave items every: | 3 minutes

Save forwarded messages

When new items arrive in my Inbox

Play a sound

Briefly change the mouse cursor

Shaow an envelope icon in the notification area

[ Desktop Alert Settings. ..

When sending a message

] 1n folders other than the Inbox, save replies with original message

Display a Mew Mail Desktop Alert (default Inbox only)

Set importance: [Normal

Set sensitivity: [Normal

|| Messages expire after: days
[ Allow comma as address separator
Automatic name checking

Press CTRL+ENTER to send messages

Delete meeting request from Inbox when responding
Suggest names while completing To, Cc, and Ber fields

Ok

] [ Cancel
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Message handling
S After moving or deleting an open item: [remrn to the Inbox v]




