Turn Off Mail Notifications When Using a Projector

While in Outlook, not Webmail, desktop notifications were changed back to on as a default when computers were

upgraded to Windows 7. If you are teaching with Outlook open notifications will appear as mail is received.

If you use a projector and need to turn off email notifications please do the following:
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Scroll down to Messages arrival and

Motes and Journal

Customize Ribbon

Quick Access Toolbar

Trust Center
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_l% General options for working with Outlook.

User Interface options

¥ Show Mini Toolbar on selection (&
¥ Enable Live Preview (i
Color scheme:  [Siver

ScreenTip style: | Show feature descriptions in SereenTips 4|

Personalize your copy of Microsoft Office

Username: [Loftus, Suzanne
Initials: Ls

Start up options

¥ Make Outlook the default program for E-mail, Contacts, and Calendar

Default Programs...
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General

uncheck display a desktop alert
Calendar

This will remove the preview alert.

Tasks

You might want to consider unchecking the searcn

play a sound, briefly change the mouse e
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Advanced

pointer and show an envelope icon in the
taskbar as well.

Add-Ins

Trust Center

Once you have made your changes click OK.

These settings will need to be changed on
multiple computers if you move from room to
room.

If Outlook is not open it will not be an issue.

Mail

Motes and Journal

Customize Ribbon

Quick Access Toolbar

Change the seftings for messages you create and receive.

Compose messages

£ j Change the editing settings for messages,

Compose messages in this format: [HTML =

AB [~ Always check spelling before sending

¥ Ignore original message text in reply or forward

a Create or modify signatures for messages.

AL?- Use stationery to change default fonts and styles, colors, and backgrounds.

Outiook panes

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

Message arrival

f'}: ‘When new messages arrive:
| ¥ Play a sound
¥ Briefly change the mouse pointer
¥ Show an envelope icon in the taskbar
[~ Display a Desktop Alert
r

Conversation Clean Up

X Cleaned-up items will go to this folder:

Editor Options...
Spelling and Autocorrect...

Signatures...
Stationery and Fonts...

Reading Pane...

Desktop Alert Settings...
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