End User Settings
Instructions and screen shots are shown using Outlook 2003.

When utilizing Outlook to distribute policy, then end user must assure that some needed settings are turned on.

Follow the steps listed below to configure the needed settings.

Item #1:  Read Receipts

Step 1:  With Outlook open, go to Tools then click on Options.
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Step 2:  in Options on the Preferences tab click on the E-mail Options button.
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Step 3:  In E-mail Options click on the Tracking Options button.
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Step 4:  On the bottom portion of the Tracking Options screen, mark either the


“Always send a response” radial button OR


“Ask me before sending a response” radial button.
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NOTE:  If you use the “Ask me before sending a response” option, users are REQUIRED to always send a response to official business emails.
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Step 5:  Click OK at the bottom of each screen to get back to the main Outlook page.

Item #2:
Use of the Reading Pane

If you are using a Reading Pane, you MUST actually open the email to trigger the Read Receipt.  Viewing the email in the Reading Pane DOES NOT qualify as opening the email.

Example of a screen with the reading pane turned on.  Yours may look slightly different depending upon if you have the pane set to be on the right or the bottom of the screen.

[image: image6.png]Ble Edt Vew Go Iooks Acions Help AdobePDF

iadnen - | 23 X | Cueply

SReplyto Al 3 Forward |

sendiReseive < | BRI (G Tvee sconescriaind - | @ ) B9 29 8

Type aque

Favorte Folders

(3 Inbox (1)

(3 Unread Mail (159
(23 For Follow Up [1]
[ sent tems

Al il Foders

ToEx ]
Texas Recognized &
Ters
Uptoun Vilage
war
Watch Commander,
Web Page (7)
Worker Comp aims
Wredker
3 eleted Items (775)
(Aorstis
2 [ nbox (11)
LegalfPolicy
3 [ Ciy related
Ifected
ok emsi 2
(2 oubor
RS Faeds
3 Sert s

Laok for:

~ SearchIn~ Inbox

FindNow Clecr

Inbox

anged oy Date ewestontop

Today

Brown, Pam

Test emal
(22 Adams, Robert 906 AM
Fils Methad Lsed to Ereach the Se... O
1 rkparker43 148 AM
[TPCA-RPGroup] Facial hair for civian
11 Dahl, Jim 31 AM
RE: SUGA 2010 Atendee List 031010
1 Rhodes, Steve 114 AM
RE: Recagniton Program Lser's Group

2 MarnPrce siteam
Re: Useof Ouk For peley distrbutin

2 Tamkian, Axmen a00m
Complaint. i)

Mtk price Tiatam
Use o Outlok for poly datrbution

22 Merin Price 732 M
Recogrition Program Liser's Graup Mee.

S Yesterday

[ TAatlAaclcom  Wed 7:47PM

SunGard Public Sector Users' Group .. O

(23 Tamakian, Armen Wed 5:16 P

Test email

Brown, Pam
To: Brown, Pam

This is an example vith the reading pane tumed on

P. A Brovm 030
Lieutenant

Technical & Information Services Division

Cedar Hill Palice Department
972-2915181x 2030
pambrovm@cedarhillex com




This symbol (a closed envelope) indicates that the email has not actually been opened, even though the user can view the contents of the email in the reading pane.  Also, note that the senders name is in a bold font-another indication that the email is not opened.
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This symbol (an open envelope) indicates that the email has been opened.  Also, note that the senders name is no longer in bold font.
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Suggestion:  If your users are not very computer savvy, you may want to request that they turn the Reading Pane off so that it forces them to open the email to see the contents.
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