SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS
CLEANING “TYPE AHEAD” MEMORY

When you type an email address within Outlook, it saves this address as a “type ahead” on your
individual machine. If you mistyped that address, when you type in the name/address again, it will still

show the wrong address as an option. The following document will explain how to delete or clean those
addresses up.

To fix problems with the Nickname Cache.

Here is a brief description of the problem from MS:

“Microsoft Outlook maintains a nickname list that is used by both the automatic name checking and the automatic completion
features. The nickname list is automatically generated as you use Outlook. If the nickname cache is corrupted, Outlook may not
be able to identify recipients, may offer incorrect recipients when automatically completing the e-mail address, or may send the
message to the wrong person. Microsoft Outlook maintains a nickname list that is used by both the automatic name checking
and the automatic completion features. The nickname list is automatically generated as you use Outlook. If the nickname cache
is corrupted, Outlook may not be able to identify recipients, may offer incorrect recipients when automatically completing the e-
mail address, or may send the message to the wrong person.”

For example, the following user is trying to send an email to Dan Polinski and gets the following error:

@ You forwarded this message on 10,3/2011 12:02 PM.

From: Randy Felt (Teacher - HS Sodial Studies) Sent:  Mon 10,3/2011 12:
To: Rick Rava (Staff - Director of Information Technology)

Cc

Subject: FW: test

No here is what | get:

From: Microsoft Outlook

Sent: Monday, October 03, 2011 12:02 PM
To: Randy Felt (Teacher - HS Social Studies)
Subject: Undeliverable: test

Delivery has failed to these recipients or groups:

Dan Polinski (dpolinski@sayresd.org) <mailto:IMCEAEX- 0%3DSAYRE%2B20ASD%2B20EXCHANGE OU%3DFirst%2B20Administrative%%2B20Group cn%
3DRecipients cn%3Ddpolinski@sayresd.org>

The e-mail address you entered couldn't be found. Please check the recipient's e-mail address and try to resend the message. If the problem continues, please
contact your helpdesk.
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Deleting 1 item from Cache

The first method to fix this problem (and preferred method) is to delete one item from your cache!

Start a new email in Outlook. In the To... screen start to type in the name or address that you wish to
delete.

| I
| I' Rick Rava (Staff - Director of Information Technology) <rrava@sayresd.org> < [
Richard Reilly {Teacher - HS Librarian) <rreilly @sayresd.org=

Subject: Rachael Brink < 10rbrink @sayresd.org= |-
——|Richard Krall (Teacher - HS Science) <rkrall@sayresd.org= —
Retha Shaffer (Staff - LE Aide) <rshaffer@sayresd.org=
Randy Felt (Teacher - HS Sodial Studies) <rfelt@sayresd.org>=
Rhonda Tracy (Teacher - HS Sdence) <riracy@sayresd.org> -

Use your arrow keys and scroll up and down till you find the name that you want to delete and hit your
“Delete” key on your keyboard.

I

ra-helphelp@state.pa.us -
Robin Munn (Teacher - 5E Fourth Grade) <rmunn@sayresd.org:

Renee Botterbusch (Teacher - Reading) <rbotterbusch@sayresd.org>
—|Robert Watkins <1irwatkins@sayresd.org=

Chris King <rseeking@gmail.com >

Rebecca Rosenberger < 14rrosenberger @sayresd, org =

Ross Willmot < 10rwillmot@sayresd.org= -

i [ |

Notice that Chris King is no longer there
not Deen senth
J I',Ru:ubin Mufts (Teacher - SE Fourth Grade) <rmunni@sayresd.org> -
Renee Botterbusch (Teacher - Reading) <rbotterbusch @sayresd.org>
J I-Ru:ul:uert Watking < 11lrwatkins@sayresd,org >
Rebecca Rosenberger < 14rrosenberger@sayresd.org = b
rRDss Willmot < 10rwilmot@sayresd.org >
Reese Booth < 15rbooth@sayresd.org=
Ryan Kipp <15rkipp@sayresd.org= -
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Deleting Your Entire TypeAhead Cache

This method will delete your entire TypeAhead Cache!

Start up MS Outlook 2010 and do the following:
With Outlook 2010 open, click File, and then click Options.

il Dutlook Dptions

[ General
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Mail

Calendar

Contacts

Tasks

i Motes and Journal

0 Search
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( Mobile
Language

I Advanced

Customize Ribbon

Add-Ins

Trust Center

Click the Mail tab.

Quick Access Toolbar

% General options for working with Outlook.

User Interface options

" Show Mini Toolbar on selection '
¥ Enable Live Preview L
v Always use ClearType

LColor scheme: ISihrer vl

ScreenTip style: IShnw feature descriptions in ScreenTips ;l

Personalize your copy of Microsoft Office

User name: |rraua
Initials: Ir
Start up options

¥ Make Outlook the default program for E-mail, Contacts, and Calendar

lll outlook Options 2xl

General

Calendar

Contacts

Tasks
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Motes and Journal
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El Search
Maobile

Language

¥ USE gnicode rormart ;I

Send messages

[ —* Default Importance level: I% MNormal vl
Default Sensitivity level: INormaI vl

[T Mark messages as expired after this many days: IU E‘

[T Commas can be used to separate multiple message recipients

W Automatic name checking

W Delete meeting requests and notifications from Inbox after responding
W LCTRL = ENTER. sends a message

W Use Auto-Complete List to suggest names when typing in the To, C¢, and Bee

lines Empty Auto-Complete List

Under Send Messages, click Empty Auto-Complete List.

Outlook will generate a new nickname cache. Close and restart Outlook.
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