Sending an Important Message
in Outlook 2010
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We can set the email
to High Importance so
that the recipient can
sort through their
messages by the level
of significance.

Send several messages
as high importance.

High Importance
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Emergency meeting on Wednesday - Message (HTML)

September 6, 2011
Charles Robbins
LAN Administratar
The tBl'g Company

Charles,

assignments.
Hope to see on Wednesday,

Bob Smith
President

o See more about: crobb59.

We will be having an emergency meeting on Wednesday at 10 AM in the conference room.

The fire chief inspected or storage building and we have until the end of the week to fix a number of problems.

Contact me if you cannot attend or send your assistant to the meeting ready to receive your department’s
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Request a Recelpt

We can also annotate
the delivery and read
receipts checkboxes.
The first will confirm
that the electronic
message is in their
mailbox and the second
that the message was
opened and hopefully
read.

Send several messages
to people with receipts.
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September 6, 2011

Charles Robbins

LAN Administrator

The Big Company

Charles,

We will be having an emergency meeting on Wednesday at 10 AM in the conference room.

The fire chief inspected or storage building and we have until the end of the week to fix a number of problems.

Contact me if you cannot attend or send your assistant to the meeting ready to receive your department’s
assignments.

Hope to see on Wednesday,

Bob Smith
President

o See more about: crobb59,




