REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? |

Gangi_ng your Outlook Startup Folder \

When launching Outlook, navigating through email
folders and finding a specific email to begin your work
with is not only tiring, but also time consuming.

Follow these simple steps to start your day with Outlook

with less hassle.

NOTE: Productivl.T.y is a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pilhuillier.com

<Back Missed an issueé Click here fo visif the Productivl.T.y section
in MylLink for back issues.
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CONFIGURING YOUR OUTLOOK STARTUP FOLDER
(Outlook 2003-2007)

Startup folder is the default folder that will be displayed to you when you launch Outlook in your computer.
By default, the Outlook displays the Outlook Today page.
Bypassing this default page can help you to quickly view and respond to emails or tasks residing in a different folder.

1. On Tools menu, select Options....

! Actions Help

Send/Receive »

Instant Search »

Account Settings...
Trust Center...

Customize,..

Options...

2. Under Other tab, click the Advanced Options... button.
Options

Preferences | Mail Setup | Mail Farmat | Speling | Other | Delegates |

General

1S

[JEmpty the Deleted Items folder upon exiting:
Make Outlook the default program for E-mail, Contacts, and Calendar.

|[ Advanced Options. .. ]I

AutoArchive

“5ll Manages mailbox size by deleting old items or moving them to an archive file

3. In General settings section of Advanced Options dialog window, find the Startup in this folder:.
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Advanced Options

PX

General settings

Startup in this Folder: |FGPJ Mailbox

Warn before permanently deleting items
[Iprovide feedback with sound
Show Paste Options buttons

[C]Enable logging (troubleshoating)

Select Folder

Start in this Folder:
V¥ To-Do List
= €4F FGP Mailbox
| Calendar
% Contacts
5] Deleted Items (7)
L] Drafts [1]
= L 7 Inbox

# | 02 IT Process

# [ 03 ISIG Division

# [ 04 Dev

# [ 05 For Reference Documentatic
# | CAB Request

| £ | >

v

A

b L’ Browse... !||

Use Unicode Message Format when saving messages

x]

Lo |

Cancel

NOTE: You can also set your Calendar, Notes, Tasks, etc. as your startup folder

4. You can change the default startup folder by clicking the Browse... button and select the Outlook folder you want as the
new startup folder, and then click OK to close the Options dialog window.
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