
Outgoing Message Options 
 
You can customize options on messages you are sending.  To get to these options, create your new 
mail message (but don’t send it yet).  Click on the SEND OPTIONS tab.  This is the window you will 
see:  

Options are Normal, Proprietary, 
Confidential, Secret and Top Secret 
and For Your Eyes Only.  The 
classifications will appear in the 
first line of the body of your 
message. 

A High Priority message will appear 
with a RED envelope.  A Low Priority 
message will appear with a gray 
envelope. 

You can specify a date and time to 
automatically send the message. 

Here you can specify how long you 
want the message to remain in the 
recipient’s inbox. 

This message will appear with an 
envelope surrounded by arrows.  In 
the first line of the body of your 
message, it will state “Reply 
Requested” by the date you selected. 
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