REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? l

ﬁuﬂook Read Receipts \

In some occasions, it becomes a need to know if the

recipient has already started reading your message.

With Read Receipts, you can easily track down the

important e-mails you have sent. This intrinsic feature of
Outlook lets you know immediately when the person

y

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

<Back I | Next > I Missed an issue? Click here to visit the Productivl.T.y section

in Mylink for back issues.

starts reading your message.
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OUTLOOK READ RECEIPTS

When you send an e-mail, you can request a Read Receipt to let you know that it has been opened by the recipient.

IMPORTANT: Limit the use of this feature for CRITICAL and TIME-SENSITIVE e-mails only. To the extent possible, refrain
from using this feature when sending emails to mass recipients.

REQUESTING READ RECEIPT FOR EEMAILS

MS OUTLOOK 2003 MS OUTLOOK 2007
1. Before sending the e-mail, navigate to Options toolbar, 1. Before sending the e-mail, navigate to Options tab, and
and select Options... menu. This will load the Message enable the Request a Read Receipt option from Tracking
Options window. panel.
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Subject: from
S T T AT S S MF N DOSEStss AT 001 o5 5t When the recipient has read the message, Outlook will send a
receipt back to the sender with the same subject containing
date/time of when e-mail was sent and received.
2. Enable the Request a delivery receipt for this message
option from the Message Options window.
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[¥]save sent message to: |Sent Ttems | [ Browse. ., l il | L :’,:' ,‘.':.': o | R ¥ X Seseat *
[[]Da not deliver hefore: | | | | fopend fchom Opbeos fnd
: — From  RenelN. Mayor Sent  Sat 2122011 234 PM
[ JExpires after: |' | | | To Ferdnand ¥. G. Pekson
Attachment format: Default v SN S S #
Encoding: |Auto-SeIect | Your message
T | Yo Ronel N. Mayor
Contacts... | | Subject: Emadl
; [ Sent Saturday, February 12, 2011 2 23.29 PM (UTC+08 00) Bepng
Categaries.., | | | Chonggng. Hong Kong. Unungy
was read on Saturday, Fabruary 12. 2011 2.33:20 PM (UTC+08:00) Besing
= Chongang, Hong Kong, Unumae >
When the recipient has read the message, Outlook will send a
receipt back to the sender with the same subject containing
date/time of when e-mail was sent and received.
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From Ronel N, Mayor Sent:  Sat 2222011 234 MM

To Ferdnand . G. Pekson
Subject: Read Umadt

Your message =

Yo Ronel N. Mayor

Subject: Emadl

Seat Saturday, February 12, 2011 2 23.29 PM (UTC+08 00) Bepng
Chonggng. Hong Kong. Unang
was read on Saturday, February 12, 2011 2:33:20 PM (UTC+08:00) Beging
Chongang, Hong Kong, Unumae
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