Read Receipt & Delivery Receipt
Do you wish to be notified when your Outlook messages are read or delivered?
 

     If you answered "yes" to either read or delivered, please do one of the following:

 

     To be notified about all messages you send:

 

     1.  On the Tools menu, click Options.

     2.  Click E-mail Options.

     3.  Click Tracking Options.

     4.  Select the Read receipt or the Delivery receipt check box.

 

     To be notified about a single message you send:
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     1.  In a message you are about to send, click                      on the toolbar.    
2. Under Voting and Tracking options, select either the Request a delivery receipt for this message or the Request a read receipt for this message check box.

 



 

Why do you receive the following message when someone sends you an Outlook message?  
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The sender wishes to know you have read their message--they are requesting a read receipt.  As a recipient of Outlook messages where the sender wishes a read receipt, you have three options:

 

     1.  On the Tools menu, click Options.

     2.  Click E-mail Options.

     3.  Click Tracking Options.

     4.  Do one of the following:
a. Selecting Always send a response
Outlook 1) will always notify the sender you have read their mail and 2) will never send you the above message again.  The sender is happy--they get a read receipt; you are happy--you won't see that "annoying" message again.

b.   Selecting Never send a response
Outlook 1) will not notify the sender you have read their mail and 2) will never send you the above message again.  
c.   Selecting Ask me before sending a response
Each time a sender requests a read receipt, Outlook will send you the above message.  If you select "Yes," Outlook will notify the sender you have read their mail.  If you select "No," Outlook will not notify the sender you have read their mail.

