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1. In Outlook
2010, Click the File menu ; = "
and Select Options. 0] 5 9 |5
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2. Scroll down roughly halfway | Outiook Options

until you see Send
messages. Uncheclf the Use —
Auto-Complete List to
suggest names when typing [ Mail !
in the To, Cc, and Bcc e
lines box.
Contacts
Tasks
Noteg and Journal
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3. Optional Step: To clear out Send messages
the Auto-Complete list, 4 octour mpertance vt | % Norma[<]
simply Click the Empty =g “eevmeeranElas

Auto_complete LlSt button Default Sensitivity level: Mormal EI

[] Mark messages as expired after this many days: |0

Commas can be used to separate multiple message recipients
Automatic name checking

Delete meeting requests and notifications from Inbox after responding
CTRL + EMTER sends a message

Use Auto-Complete List to suggest names when typing
in the To, Cc, and Bec lines

m

Empty Auto-Complete List ]
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4. You’ll see a confirmation [ Microsoft Outlook [
window about clearing the
Auto-Complete .
list, Click Yes. 135 Are you sure you want to empty the Auto-Complete list?
[ Yes ] [ No ]
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Now Outlook Auto-Complete should be completely disabled and any history that was in the
Auto-Complete list should be completely erased (if you clicked the clear auto complete button).
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