Step 6: Set Send/Receive Group Settings

Outlook 2010

1.

2.
3.
4

Send/Receive [tab\ribbon]
Send/Receive Groups [icon/button]
Define Send/Receive Groups [pull-down]
All Accounts [highlighted]

Send/Meceive Groups

during a sendfreceive,

Graup Mame Send/Receive when

X]

e A SendfReceive group contains a collection of Cutlock accounts and
e c ¥
i"‘rHj fFolders, ¥ou can specify the tasks that will be performed an the group

il Accounts Cnline and Offline

Setting for group "All Accounks”

Include this group in send)receive (F30,
Schedule an automatic send/receive every | 10
Perform an automatic send/receive when exting,

When Outlaak is Offline

Include this group in sendfreceive (F9),

Schedule an automatic send|receive every | 10

e

Mew
Edit. ..
Copy...
Remove

Rename

- .
+ | minukes,

= .
w | minutes,

Close

5. Note: If you wish to set the frequency of Send/Receive, you can change the

6.

setting here.

a. Schedule an automatic send/receive every xx minutes.

Edit [button]
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7. If checked boxes are grayed out, as in the example below, left click one time to
place a check in the first, top box, “Include the selected account in this group”

webct@abac.e.

r 1
Send/Receive Settings - All Accounts - @
Accgunts [Clinclude the selected accou Account Properties. ..

Folder Options

Send mail items Make folder home pages available oNpe

Receive mail items Synchronize forms

Download offline address book

Address Book Settings...

4 B webct@abac.edu ~ Download headers only
W= Inbox (2)

OLA Drafts [1]

W= Sent Irerns E
@ Deleted Items (1)
WEH Calendar

VI[85 Contacts

O& Journal

Mg Junk E-Mail

CE& mail-trash

M| Matee

Download complete item induding
attachments

Download only headers for items
larger than

50

Ok ] [ Cancel

8. In the Folder

Options

a. Ensure that all folders are checked (to sync to Outlook.com/OWA)
b. For folders with a [+] beside them, click the [+] to expand
c. Check all folders

9. OK [button]

Send/Receive Settings - All Accounts rg

Accounts

0

apwilis@abac. edu

Include the selected account in this group

[ Account Properties. .. ]

Account Opkions
Select the options you wank for the selected account
Send mail ikems

Receive mail items

[]Make Folder home pages available offline
(8w

5
Download of fline address book

l address Book Settings...

Folder Options

Select Faolders From the selected account to include in send|receive

= g Mailbox - Ay P Willis ~
WL 7 Inbox (33

[wIL 7| Drafts [18]

W= Sent Items

|5 Deleted Items (1)

Wl ABAC Lists

W3 AmyPwills

W15 calendar

w3 Campus

[w]/8=] Contacts

w3 Marper

éﬂ- Journal ~

[

]

B

Ck l [ Cancel
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