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HOW TO USE MARK MY COMMENTS FEATURE 

MS OUTLOOK 2003 

1. On Tools menu, select Options. 

 
 

2. Under Preference tab, select E-mail Options. 

MS OUTLOOK 2007 

1. On Tools menu, select Options. 

 
 

2. Under Preference tab, select E-mail Options. 
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3. On replies and forwards section of E-mail Options window, 
select the Mark my comments with checkbox and type the 

text that you want to use to identify your comments. 

 
 

3. On replies and forwards section of E-mail Options window, 
select the Mark my comments with checkbox and type the text 

that you want to use to identify your comments. 
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When you reply to the original message, your response will be preceded by the identifier you have set earlier enclosed in square brackets ([]). 
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