Mess

Compose a New Message by clicking the
New button.

Inside the Message Window click the
Options button.

From the Message Options box you can set

the Importance and Sensitivity of your
message. //

Importance: Low, Normal, High
Sensitivity: Normal, Personal, Private,
Confidential

You can also use Voting Options to receive
feedback from a question within your email.
Check the Voting Buttons check box and
choose a response series from the pull-
down menu.

Check the Request a read receipt for this
message check box to receive a receipt

once the recipient has read the me?

You also have the option of delivering the

—

age Options in Outlook

¢ File Edit
New - | = Y X | g Beply

mail

Fawarite

Help
4 Reply ta Al 5 Forward | S send/Receive - | %}F'ujd

Wiew Go  Tools  Actions

EY Untitled Message

E File Edt W¥ew Insert Format Tools Table Window Help
Lj Ink g 7 e I
=] iidsend | ] - @2 B |54 1 OB | ¥ | & [ options,.. - | HTML .
L Fo Ll 7o

=) 5=
T

= Et My

Subject:

il 6 o B | el

-0 -A-|B L U I_Ii-

Sarah McCorkle

Center for Instructional Technology & elearning
Ohio Dominican University
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Arranged By: Date

The message arrives in
the recipient’s mail box.

= Today
B McCorkle, Sarah  3:09 PM ‘??

Flagged as —
“High Importance”

The Infobar provides
information about the

message:

Confidential, High Importance

Vote
McCorkle, Sarah

To: McCorkle, Sarah

m

Were the email Options easy to use?

Sarah Mc_Cork

chnology & elearning
Chig Dominican

Click the Infobar to select your choice and place your Vote to the question within the email.

After the recipient places their vote, they will be
presented with the Respond box. Choose to Send
the Response Now or Edit the Response before
sending.

Editing the response before sending will allow the
recipient to type a message within the email before

sending. \
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Were the email Options easy to use?

Microsoft Office Outlook
‘fou have chosen to respond: Yes.
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The tutorial was great!

Sarah McCorkle, ClTe
Phone: G714, 2571 4762
hitp.Helearning. ohiodorminican. edu
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Because this message was sent with a Read
Receipt, the recipient will be presented with this box
after the message has been opened.

The message recipient will then have a choice of
sending the Read Receipt back to the person who
sent them the message.
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McCorkle, Sarah
To: McCorkle, Sarah

Were the email Options easy to use?

Microsoft Office Dutlook
Sarah M
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[Joon't ask me about sending receipts again

MicCorkle, Sarah has requested a read receipt be
sent when message "Wote' has been read. Do wou




