#9 Reverting to Classic View in Outlook ~ @***

This guide provides a straightforward method reverting to the Classic View in
Outlook, making it easier for users who prefer a familiar interface. By following the
concise steps outlined individuals can quickly navigate the transition and enhance
their productivity. Whether you're a seasoned Outlook user or new to the application,
this resource simplifies the process and ensures a smoother experience.

1 Open Outlook by clicking on search
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2  Type outlook in the search bar
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Q_ outiook > @ open
Q_ outiook login > BR New Email Message
R New Appointment
Q  outlook email >
BR New Meeting
Q. outlock 365 > BR New Contact
Q_ outlook classic > G vew Task
Q, outlook sign in email >
Recent
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3  Click Open
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4 This is the new look streamlined Outlook with the To-do bar on the side
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5  Click "File Tab"
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6  Click "Options"

(;J Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies

Mailbox Settings

FI@‘ Manage the size of your mailbox by emptying Deleted ltems and archiving.

Tools

& Rules and Alerts

il Use Rules and Alerts to help organize your incoming email and receive

Manage Rules updates when items are added, changed, or removed.

& Alerts

Manage Add-ins

@ Manage and acquire Web Add-ins for Outlook.

Manage Add-

ins




7  Click "Advanced"

Outloock Options

General

Mail
Calendar
People
Tasks
Search

Language

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

EIQ General options for working with Outlook.

Cloud storage options
Store my Outlook settings in the cloud (requires restarting Outlook) ®

User Interface options

When using multiple displays: 0]

© Optimize for best appearance

() Optimize for compatibility (application restart required)
Show Mini Toolbar on selection @
Enable Live Preview 0]

ScreenTip style: \ Show feature descriptions in ScreenTips »

Personalize your copy of Microsoft Office

User name: ] Lacey, Lynn
Initials: [ |

(] Always use these values regardless of sign in to Office.

Office Background: JW!

Office Theme: JMI—v[ [ Never change the message background color
Privacy Settings

‘ Privacy Settings... ‘
Stait up optiors

When Outlook opens: | Ask me if | want to reopen previous items bl

»




8  Click "Show Apps in Outlook" to restore the classic look in Outlook

Qutlook Options

General

Mail
Calendar
People
Tasks
Search
Language
Accessibility

Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

@ Options for working with Outlook.
Outlook panes

Customize Outlook panes. | Reading Pane.

Qutlook start and exit Show Apps in Outlook

Quickly find and launch apps from
Qutlook, Turn off this setting to

Start Outlook inthis| ot to the classic Outlook | Browse...
navigation bar. Requires you
0 Eppty Deleied | restart Outlook.
AutoArchive
FIE Reduce mailbox size by deleting or moving old items to an archive data file. | AutoArchive Settings...
File and browser preferences
D Open Word, Excel, and PowerPoint files using: ® | Browser ~ |
@ Open hyperlinks from Outlook in: l Microsoft Edge ~ |

Reminders

ﬁ Show reminders




9 C(Click"OK"
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Tasks
mEhowA s in Outlookp'
Search L
Language Outlook start and exit
Hccessibiiy Start Outlook in this folder: |EHnbox | | Browse..,
Advanced ["] Empty Deleted Items folders when exiting Outlook
Customize Ribbon AutoArchive
slichhcesss Tonlmt FlEl Reduce mailbox size by deleting or moving old items to an archive data file, AutoArchive Settings...
Add-ins
File and browser preferences
Trust Center
D Open Word, Bxcel, and PowerPoint files using:@ Ij Browser ~ .|
@ Open hyperlinks from Outlook in: [ Microsoft Edge  ~ |
Reminders
Show reminders
Play reminder sound: | reminder.wav | | Browse...
[ Show reminders on top of other windows
[ Automatically dismiss reminders for past calendar events
Export /\ v
[ \ 0K ) ] | Cancel
oy :
10 Arestartis required to relaunch Outlook - click "OK"
t for data for meeting please
-
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| Restart required
IC

effect.
cel

R

12

You must restart this application for the changes to take
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11 Click "Close" to restart
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12  Open Outlook through shortcut or type Outlook in search bar
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13 Notice the "To -Do" bar is back on the bottom and the classic look is restored
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