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Request Read Receipts
Confirmation that messages have been opened

1. Open a new message and click on the Options tab
2. Inthe Training group, check Request a Read Receipt*
3. Send

n.degon@aic.edu

paula.ames Baic04.onmicrosoft. com;

VERY IMPORTANT

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Praesent auctor justo massa, eget ornare
tellus tempor et. Nunc lacinia eros vel arcu condimentum, vel tempus felis ornare. Nunc vel
consequat ante, in dignissim sem. Maecenas tempor magna sit amet turpis pretium, a sodales
nunc venenatis. In eu sem sit amet nibh aliquam euismod. Donec ac egestas dui, non interdum
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paula.ames@aic04.onmicrosoft.com

No need to use use Request a Delivery Receipt

When the recipient opens the message they will see a pop-up
“Sender requested a read ceceipt be sent when message is read. Do you want to send a receipt?”
The recipient clicks Yes




