Recalling aMail Message

Step 1

b Things | have been meaning to tell you... - Message (HTML) E]@
Eile Edit Mew Insert Faormat  Tools  Actions  Help -
Mormal ~ Yerdana -0 - AB J U EEEIZIZEIE—
=send | [l & B R0 @Ee| ! || Homos. B4 7.

Frorm. .. |
To... |Shenker Mark;
|
Bcc... |

Subject: |Thiru;|5 I have been meaning to kel vou,

There are some things I have wanted to tell vou for a long time but 1 think now is
finally the opportune moment. Mot anly are you

Suppose you have created the above e-mail by accident... Notice that it is
incomplete. Viewers may choose to add the appropriate content.
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Step 2
Actions  Help

X =7 | @oReply fBiReply to Al W& Forward | [Z5SendfReceive  BgFind g [ Tvpeccontatiofnd - (3)
Messages | =3 B4 E é’_'l £l Dther User's Falder...

! 0¥ @|From To Subject

b} Shenker, Mark Shenker, Mark Things I hawve been meaning to tell you...
=) YWalden, Susan L Shenker, Mark RE: December Data Collection
23 0 Eammon OBoyle Kevin ‘Warne; Negron, Karin; Phylis Scott; Shen... BrigoTurkz, PG
=] 0 Omer Shenker Shenker, Mark Rie: updsted version
=] Martinez-Buley, Elena Shenker, Mark RE: PASS-RPTE
= #4570 SmarkBrief Shenker, Mark December 22, 2003 - Emphasis on testing, accou
2 Harringtan, Sarah L Shenker, Mark RE:
ﬁ i Selig, Carol A Shenker, Mark F: Parker Elementary's Holidays Around The ¥
23 @ Andrews, Ruby ) Shenker, Mark Do the Rice Thing at Welch

The message arrives in the receipient's mailbox. Luckily the receipient has not yet
read the message. Once the message is read (opened) you cannot recall it. If this
occurs, it might be a good time to freshen your resume.

Step 3

http://dist.houstonisd.org/westcentral/tech/how_to/email/recall/index_friendly.htm (2 of 6) [12/31/2003 2:56:08 PM]



Recalling aMail Message

I Sent Items - Microsoft Cutlook

File Edit Wiew Faworites Tools  Actions  Help

Eikew » & [& Serint... % ™ ¢ Reply 54 Reply to Al & Forward f;ﬁend,l'ﬂegeive %Fi_nd “m

W <bpack (&5 SentTo ~ | (51 bd B _-[ﬂ [} Other User's Falder...
< Back e
Falder Lisk x
- @ Archive Folders
B Haldng |4 0O |% @ To Subject
% Calendar L Shenker, Mark Things I have been meaning ko kell youl

(& Deleted Items
1 Fee For Service

TE Inbox

“F1 Incoming (1302}

qﬁ Journal
B Mark (7Y
T2 Read (1144)
“E1 Sent Items (S64)
T Tasks
- @ Cutlook Todayw - [Mailbox - Shenk
% Calendar
'ﬁfﬁl iZonkacks
& Deleted Items (2)
f} prafts (3)
@ Inbox (1)
(ﬁ Journal
=4 Mokes
@ Outbox (1)
+ PocketMirror
ﬁi‘l Sent [kems
1 Share
T Tasks

) Mailbos - southwest From:  Shenker, Mark
@ Mailbiox - West Cenkral Diskrick - | Subjeck: Things I have been meaning ko tell wou, ..

3 OFfline

@ Personal Folders There are some things I have wanted to tell you for a long timl
3 Public Folders

+-[FH - [F- - [F

Click on your "Sent Items" folder. The message you sent should be listed there.
Double-click on the listing of the message to open it.
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Step 4
. |
2 Things | have been meaning to tell you... - Message (HTML) g@
Eile Edit Mew Insert Formakt  Tools | Ackions | Help -

4 Reply ﬁREpI':.-‘ to sl o Forward % J:I Mew Mail Message  Chrl+M - ﬁ @ .

Frarm: Shenker, Mark Tue 12/30/2003 6;43 PM
T Shenker, Mark ¥ Follow Up,.. Ctrl+Shift+G
Ce: 5 CreateRule...
Subject:  Things I have been meaning to kell you, Find Al ,
There are some things I have wanf Junk E-mail ¥ 5 but I think now is
finally the opportune moment. Not| ey pen, CHl+R

50 Replytoal  Cerl4+Shift+R

@J Post Reply to Folder

W Forward Ckrl+F
Recall This Message. ..

Resend This Message. ..

From the Actions menu select "Recall This Message..."

Step 5
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Recall This Message

Mo recipients have reported reading this message.

Message recall can delete ar replace copies of this message in
recipient Inboxes, if they hawve not wet read this message,

Are wou sure you wank fo;
(¢ Delete unread copies of this message

(" Delete unread copies and replace with a new message

v Tell me if recall succeeds or Fails For each recipient

Zancel

Select the appropriate option from the dialogue window that opens. Note the second
option provides you a chance to replace the message with something more positive.
The recall notice (referred to by the checkbox) may or may not actually arrive. It

depends on your settings.

Step 6

actions  Help

' % 0 Fram

< v Reply €5 Reply to Al 4 Forward E’:E’E.iﬁend,l'ﬂegeive %Fi_nd ER
Messages ~ | 5 bdA E| _-fJ -é[l Other User's Folder,..

To

Subject

Wealden, Susan L

Shenker, Mark

RE: December Data Callection

@ Eammon O'Bovle

0 Omer Shenker
Martinez-Buley, Elena
850 SrnartBrief
Hartrington, Sarah L

d selig, Carol &

0 Andrews, Ruby ]

loeerrnol

Kewin Warne; Megron, Karing Phyllis Scott; Shen, ..
shenker, Mark
Shenker, Mark.
shenker, Mark
Shenker, Mark
Shenker, Mark
shenker, Mark

BrigonTurkz, JPG

Fe: updated version
RE: PASS-RPTE

December 22, 2003 - Emphasis on teskiy
RE:
Fuv': Parker Elementary's Holidays Aroul
Do the Rice Thing at Welch

Notice that the message has disappeared from the receipient's inbox.
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