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Checking your Sent Messages:  
 
 

 
 
 
 
 

Click once on the 
folder called Sent 
Items.  This will 
show you a list of 
all the messages 
you have sent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the message 
you want to check by 
clicking on it once.  
Then RIGHT CLICK on 
the message (click 
once using the right 
mouse button).  A 
menu will pop up. 
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From the menu, 
choose Properties 
by clicking on the 
word Properties 
with the LEFT 
mouse button. 

From this window 
you can see when 
your message was 
delivered and if 
and when it was 
opened by all of 
the recipients. 

To exit out of Properties, click on the “x” in
the upper right hand corner of the window. 

NOTE:  You will only be able to tell if your 
message has been opened if it was sent to 
someone else in-district. 


