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Recall a message in Outlook on the web 

1. Go to https://owa.usm.my. Login into Microsoft account. 

2. Select Sent Items in the left folder pane, then double-click the sent message to open it in a 
separate window. 

 

 

3. From the ribbon, select Recall Message, then select OK in the confirmation dialog box. 

 

 

 

 

https://owa.usm.my/
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4. Then click OK. 

 

 

5. Shortly thereafter, you'll receive a Message Recall Report in your inbox. Select the link in 
that message to see whether your recall has succeeded, is pending, or failed. 
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6. Click View Message Recall Report to view the report status. 

 

 

 

7. Report status ‘Message succesfully recalled’ 
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Recall a message in Outlook Client (Outlook 2016) 

1. Logon email in outlook client. 

2. In the folder pane on the left of the Outlook window, choose the Sent Items folder. 

3. Open the message that you want to recall. Double-click to open the message. Selecting the 
message so it appears in the reading pane won't allow you to recall the message. 

 

 

 

 

 

 



             

 

 

   Recall a message in Outlook on the web & Outlook Client  

 

 

  Seksyen Perkhidmatan Awan // NHH // MAY 2024 // Page 5 of 7 
 

1. From the Message tab, select Actions > Recall This Message. 

 

 

 

2. Select Delete unread copies of this message or Delete unread copies and replace with a 

new message, and then select OK. 

3. If you’re sending a replacement message, compose the message, and then select Send. 
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4. Shortly thereafter, you'll receive a Message Recall Report in your inbox. Select the link in 
that message to see whether your recall has succeeded, is pending, or failed. 

5. Click View Message Recall Report to view the report status. 
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6. Report status ‘Message succesfully recalled’ 

 


