Recalling Email Messages @ Oak Ridge Schools
Outlook

You may occassionally need to recall an email message in order to correct information, add additional
details, etc.

1. Navigate to the Sent Items Folder in Outlook.
2. Double-click the email you wish to recall. From the ribbon, you will see an additional “Actions”

option.
= * 4 s This i just a test - Message [HTML) T m - OX
MESSAGE
=1 B Tech info 22 70 Manager = Rules - Ee M
> lgnore x 2 Z =3 £ Mieximg Pty [ =+ T Manage ¥ les b Il | 4 a}_\ # Find Q
Delete | Reply Reply F - iy b o [ T Wi Fotlow | Troayy  Related™ |
. . Delete leply Reply Forward _ - P e B Mav . ssign  Mark Categorize Follow ranslate o
iy Junk 4 A__’ = More - + Reply 8 Delete  F Create New v 7 =n:|c~, * Unead = Up- - Select =
Delete Respond Quick Steps " Move Tags % Editing Zoom N

3. Select “Recall this message” from the dropdown menu. From the pop-up window, you will need to
select how you would like the message recalled.

Recall This Message
Some recipients may have already read this message.
Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.
Are you sure you want to

(®) Delete unread copies of this message

i) Delete unread copies and replace with a new message

[#] Tell me if recall succeeds or fails for each recipient

0K Cancel

*Note: Message recall will not be successful if one or more of the following conditions are true:
e The recipient is not using Outlook.
o The recipient is not logged on to the mail service provider.
e The recipient is using Cached Exchange Mode and is working offline.
e The original message is moved from the Inbox. This can occur when rules are used.
e The original message is opened first and marked as read. This can occur when the
message is displayed in the Preview Pane or Reading Pane.




