Allowing Commas in Outlook E-mail Addresses to Facilitate Banner Class Email
1. From Outlook select File, Options
2. In the Outlook Options menu, select Mail
3. Scroll down to the Send Messages section

4. Puta check next to Commas can be used to separate multiple message
recipients

Outlook Options [=]l=]
General Send messages il
Ml Default Importance levet: |, Normal [~ |
Calendar Default Sepsitivity level: | Normal
Contacts [] Mark messages as expired after this many days: |0
Tasks [T] commas can be used ta separate multiple message recipients

Automatic name checking
Delete meeting requests and notifications from Inbox after responding
Search CTRL = ENTER sends a message

Use Auto-Complete List to suggest names when typing in the To, C¢, and
Mobile Beclines Empty Auto-Complete List

Notes and Journal

Language MoilTips
favances M MailTips options. Fi I dets hen and how to displ

anage MailTips options. For example, you may determing when and how to display
Customize Ribbon @  the MailTips bar and which MailTips to display. Maillips Options .,
Quick Access Toolbar Tracking
Add-ns . Delivery and read receipts help provide canfirmation that messages were suceessfully received, Not all e-mail

i servers and applications support sending receipts.

Trust Center For all messages sent, request:

[7] Delivery receipt confirming the message was delivered to the recipient's e-mail server

] Read receipt confirming the recipient viewed the message

For any message received that indudes a read receipt request:
©) Always send a read receipt
@ Never send a read receipt
") Ask each time whether to send a read receipt
Automatically process meeting requests and responses to meeting requests and polls

Automatically update original sent tem with receipt information
[7] Update tracking information, and then delete respanses that don't contain comments

[C] after updating tracking infarmation, move receipt to: |2/ Deleted Items

Message format -




