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1.

2.

Click on the E-mail tool

Click on the “Options” tab

4. Select the
hyperlink for
“Display Settings”
from the listing
below
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E-mail Options

Your Location: E-mail / E-mail Sptions

ehochmeister@sdison.edu

Address Book Preferences
Choose haw many cantacts you want displayed per page.

Auto Forward
Farward your e-mail to another e-mail account for offline
ressage ranagemant.

Auto Reply
Send & custorn message autarnatically when you are away,

Block Addresses
Block addresses from which you do not wish to receive e-mail.

Display Settings
Set your display settings such as location for deleted messages
and number of massages per page.

Filters
Sart your incoming e-rail automatically inta folders and also
filtker out unwanted e-mail.

Message Preferences
Set your outgoing message preferances such as saving a copy
of sent massages and requesting return receipts.

Retrieve Other E-mail
Retrieve e-mail from all your other accounts (IMAP 2 optionally
POP, depending on your school's configuration] inte ane place,

Signature
Create = personal signature to attach to your outgaing
messages
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On the next screen:

5. Click the first
circles to decide if
you wish to have
deleted messages
to go to a folder
before being
permanently
deleted, or to
delete them right
away

Use the breadcrumbs under “Your
Location:” to go back to options (or
any previous view), not the back
button on your browser
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Display Settings /

Your Location: E-mail / Options / Display Settings

This feature allows you to set options for how your messages are deleted and displayed., including whether deleted messages are
sent to the trash folder or permanently rermoved from the system, how many messages you want each page to dizplay, and whether
rmessages contain complete or brief header information,

Dzleted Massages: () Send to 'Deleted folder

7. Click the third
set of circles to
decide if you wish
to see the entire
message listed in
your inbox, or just
see the first
couple of words
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Message Headers: (Al
() Brief
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8. Click “OK” to save
your changes and
return to “options”

6. Click the
second set of
circles to
determine the
number of
messages you
wish to see per

page




