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Microsoft Outlook
Disable & Enable Focused
Application

-
- = -

Open the
Outlook
application.

Note: this may
be found in the
Launchpad if it
is not pinned to
your dock.

Microsoft Outlook  File  Edit  VI®
Step 3 About Outlook o
Open the
Settings
found under
this menu.
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Step 5

Close this menu.
Changes are

automatically saved.

Inbox - MacOS

Microsoft Outlook  File Edit
Step 2 About Qutlook
Open the Legacy Outlook
Microsoft ' =
Outlook menu
found in the

ribbon across
the top of the
device screen.
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Step 4

In the second
tier of options,
you can check

Focused Infox: Sart Me es into Focused and

Conversations: Show email grouped by conversal
Automatically expand a conversa

Show sent messageas in conversal

or uncheck
Left swﬁ Maove =

the Focused o

Right swpe:  Markas Read [
Inbox option ,’
tO ena ble tO ark emaff as read: When viewed in the reading pan

. . O When selection changes

dlsable thls 7 Only when opened in a separatg
feature.
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