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There are two options you can enable for this e-mail.
Delivery receipt which informs you when the e-mail

1 Is received by the recipient.

Read receipt which informs you when the e-mail is
Read by the recipient.
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m Receipt’'s can be enabled by individual e-
mail or for all your mail.

= You will receive a receipt confirmation e-
mail.

= When tracking is enabled the recipient will
receive a notice that you have asked for a
receipt. They then have the option of not
sending you one.
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With the e-mail now opened select Actions on the toolbar.
And then Recall This Message.

A dialog box will appear like the one on the next page. Select
The options you need and hit ok.




recall Iims message E

Some recipients may have already read this message.

Message recall can deleke or replace copies of this message in
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RECALLING E-IMILS

m Only unread e-mails are
recalled.

m This function does work outside
of our system as long as the
recipient has outlook.




