
Cheat	Sheet	-	Outlook		
	
	

Read	more	about	personal	planning	in	the	book:	Planlæg	bedre	–	få	mere	tid		
by	Kirsten	Andersen,	Mariann	Bach	Nielsen	and	Claus	Bekker	Jensen	
You	can	also	read	the	book	in	English:	Plan	Better	–	Get	More	Time	–	www.planbetter.dk		
©	www.planlaeg.dk		
	
	

How	to	remove	notification	of	a	new	e-mail	in	Outlook	
	
What	are	you	
going	to	do?	
	

How	to	do	it?	 Where	is	it?	

	
Change	how	
Outlook	
notifies	you	
when	new	mail	
arrives	

	
Select	the	FILE	tab.	
	
Select	Options.	
	
The	dialog	box	Settings	opens.	
	
	
	
	
	
	
	
	
	
	
Select	Mail	in	the	left	side	of	
the	dialog	box.		
	
	
	
	
	
	
	
	
	
	
In	the	group	Message	arrival	
you	can	customize	what	
should	happen	when	you	
receive	an	e-mail.		
	
	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


