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How to mark theread email when selecting on
Outlook 2016

By default on Outlook 2016 do not mark messages you have read even when we have selected and are reading
them. Email only marked as read when you switch to a new email only.

On Outlook it is always the default mode that does not mark read messages even when we select and view them
in the preview pane. If you want to mark a message, you must switch to reading a new email. This accidentally
causes users a lot of trouble, in case we read the messages and delete them, the email will become an unread
message by default and appearsin the Deleted items section.

So how can | make Outlook mark with messages read when we have selected and view them on the Reading
Pane preview pane?

Step 1.

In the Outlook interface, we will select the File item at the top of the interface to the left.
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Step 2.

Switch to the new interface, users will click the Options section in the menu on the | eft of the interface.
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Step 3:

In the Outlook interface on the left menu, select the Mail tab.

Qutlock Options
General b . s
B Change the settings for messages you create and receive.
Mail

Calendar Compose messages

Groups Change the editing settings for messages,

People Compose messages in this format: HTML -
Tasks

Saarch ABC Always check spelling before sending
e | lgnore original message text in reply or forward
Advanced

_.2‘ Create or modify signatures for messages.
Customize Ribbon

We look to the right interface in the Outlook panes section and click the Reading Pane button.
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Step 4.
The Reading Pane dialog box appears. Here, users should check the

view them in the Reading Pane preview pane.

Continue, Outlook will fix the time to mark the email read after 5 seconds, since you read the email. In case we
want Outlook to mark the email read immediately when selecting them, it will change the number 5 to O in the
Wait X seconds beforeitem marking asread . Or you can replace it with 1 or 2 seconds as you like.

Note to users, Mark item as read when selection changes option below will be automatically removed when
you tick Mark items as read when viewed in the Reading Pane. Users are only allowed to choose 1 of these 2

options only.

Finally click OK to save this change.
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Step 5:

Going back to the Outlook Options interface, click OK below to com
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With just a very small trick, email on Outlook was marked as read when we selected and viewed them in the

Reading Pane preview pane without having to switch to another email. In addition, we can also set the option
time for Outlook to automatically mark the read email.

Refer to thefollowing articles:

1. Email on Outlook is not synchronized on Windows 10, thisis how to fix it
1. List of Outlook 2016 shortcuts when working with Mail

1. Delete email addresses automatically saved on Outlook

Y ou finished reading the article "How to mark the read email when selecting on Outlook 2016" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

