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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 openitina
separate window.

< » C 25 outlook.office.com/mail/sentitems/id/AAQKADImY2MxZTgzLTI3M2QtNDdhZCOS YWJILTImZmYWNmNhOWE2NQAQAOMJE [ + ¢ in] Q New Chrome available
B3 Connect to Exchang... @ NewTab @ USMNet Network D, ¢ Virtual Office Young.. @ W% Restoreadeleted gr.. [ httpsy//ezbizssm.co.. @ E-learning by Tracy.
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Y * Favorites Sent Items 77 o = Test Recall Message
v Today %
o v
& Folders = - = I X% Translate message to: English | Never translate from: Indonesian
53l Inbax 169 £ 0 Zaiyana Mohamed Hussain
v Test Recall Message 252 PM 3
7 Drafts Y -~ Assalamualaikum & Salam sejahtera, 5., @7 Noor Hazizi Hassan © a & -~
P T o N N - ——— {" To: Zaiyana Mohamed Hussain Mon 2024-05-27 2:52 PM
~ B> sent Items = N Halimah Mohamed Ali
= Pt ke How to remove ‘rules settin...  10:58 AM
- W Deleted tems 92 Assalamualaikum & Salam Sejahtera,
Assalamualaikum & Salam sejahtera,
€3 dunk Ernal Halimah Mohamed Ali “
5 Archive test mail 10:18 AM
Assalamualaikum & Salam Sejahtera,
(@ Notes
v Last week
B3 AKAUN USER DIGO... Sekian, terima kasih
Syamsul Yakin
B3 Conversation History test polls Fri 3:58 PM Noor Hazizi Binti Hassan
3. From the ribbon, select Recall Message, then select OK in the confirmation dialog box.
< T e Test Recall Message - Noor Hazizi Hassan - Outlook - Google Chrome — O X ﬁ
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— — -~
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4. Then click OK.

L @ Test Recall Message - Noor Hazizi Hassan - Outlock - Google Chrome = O X

B8 Con @ aboutblank Mrac

Recalling this message will delete it from the

mailboxes of all recipients. Do you want to
proceed?

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.

Sent Items 77 g = Test Recall Message
~  Today -
5% Translate message to: English | Never translate from: Indonesian
0] Zaiyana Mohamed Hussain —_———— T T T -
Test Recall Message 2:52 PM Ofecall attempted at 2024-05-27 2:54 PM.’ p)

e - ——

Assalamualaikum & Salam sejahtera, S...

Halimah Mohamed Ali
How to remove 'rules settin...  10:58 AM
Assalamualaikum & Salam Sejahtera, ...

W Noor Hazizi Hassan 0 «a «

To: Zaiyana Mohamed Hussain Mon 2024-05-27 2:52 PM

Halimah Mohamed Ali “
test mail 10:18 AM
Assalamualaikum & Salam Sejahtera, ...

Assalamualaikum & Salam sejahtera,

~  Last week

Syamsul Yakin

) Sekian, terima kasih
test polls Fri 3:58 PM
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6. Click View Message Recall Report to view the report status.

Focused Other Q= Message Recall Report for r ge: "“Test Recall M ge”
Office365Reports@... & X £ "
O Message Recall Report for...  2:54PM i I Office365Reports@microsoft.com © & & P
To: Noor Hazizi Hassan Mon 2024-05-27 2:54 PM

Your message recall request You tried ...

HK Hebahan Kejuruteraan
Aktiviti cuti sekolah : ‘Space... 2:12PM Your message recall request
Assalamulaikum wbt dan Selamat Seja

: 7 You tried to recall the message described below. Click this link to view the recall results in

Halimah Mohamed Ali « 2 ; 9 b bk o u

> your browser: — - —
How to remove ‘rules settin... 10:45 AM - = o~

Assalamualaikum, Saya hantar bahan ~ View Message Recall Report e ’
e - —

Aswan Zakaria
> Recalled Message
’ Permohonan untuk Penamb...  9:33 AM

B335 alll dn>33 aSile LI dan Sala...
Subject: Test Recall Message

v Last week
To: zaiyana@usm.my

Message Recall Report for message: "Test Recall Message”

Office365Reperts@microsoft.com
To: Noor Hazizi Hassan

Your message recall request

You tried to recall the message described below. Click this link to view the recall results in
your browser:

View Message Recall Report

Recalled Message

Subject: Test Recall Message

To: zaiyana@usm.my

« If prompted, login with your email address and password.

* The recall status might show “Pending” for up to several minutes. The more recipients there
are, the longer it can take. We'll continue trying to recall for up to 24 hours.

 Access to this report will expire after 7 days.

“\ Reply  ~ Forward

7. Report status ‘Message succesfully recalled’

Message Recall Status Report

Message to Recall Message Recall Request

Sender Noor Hazizi Hassan Submitted By Noor Hazizi Hassan
zizie@usm.my zizie@usm.my
To zaiyana@usm.my Sent Monday, May 27, 2024 2:54:47 PM
Subject Test Recall Message Total Recipients 1

£ Export O Refresh /O Search
Recalled (1) Pending (0) Failed (0)

-

- -~
Recipients { - Details ~ \
Zaiyana Mohamed Hussain <zaiyana@usm.my> ~ Message successfully recalled ¢
4 e B »

Seksyen Perkhidmatan Awan // NHH // MAY 2024 // Page 3 of 7



UNIVERSITI
llBMl mﬁm Recall a message in Outlook on the web & Outlook Client

Recall a message in Outlook Client (Outlook 2016)
1. Logon email in outlook client.

2. Inthe 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.

Sent ltems - zizie@usm.my - Outlook

Send / Receive  Folder View  ESET Q Tell m.

=1 {2 Ignore N or. ) 3 To M =7 Team Email ¥ = < [ |
— & a )(><Ch-:‘anupv x Eé@ H [T Meeting LJ‘DQ anager =1 Tearn Emai ) Eﬂ \E—| H

one (¢ Reply & Delete
New  New New zs.Junk' Delete Reply Reply Forward T More - ¥ Create New . Move Rules OneNote Assign Unread/ Categorize Follow
Email Items~ Meeting All v < Policy ~ Read v Up~
New TeamViewer Delete Respond Quick Steps = Move Tags
Drag Your Favorite Folders Here < P - . =
S ~ Search Sent ltems (Ctrl+E) £ |currentFolder ~ €2 Reply @Reply All £ Forward
4 zizie@usm.my All Unread, _ o 0 e ByEom~ Azl = [ Mon 27/5/2024 2:59 PM
Detected Items = Zaiyana Mohamed Hussain ~ N Noor Hazizi Hassan
b Inbox 1 < e ibwim e &R Test Recall message in Outlook 2016
~ sgsalgmualaikum & Salam Sejahtera, - . .
KELAB PPKT T mm e - - To Zaiyana Mohamed Hussain
Drafts [28] Zalyan§ lMohamed Hussain
- -~ Noor Hazizi Hassan 252 PM Assalamualaikum & Salam Sejahtera,
(557“ Iltems Assalamualaikum & Salam sejahtera,
—
Deleted Items 74 Halimah Mohamed Ali Dengan hormatnya merujuk kepada perkara di atas.
Archive Noor Hazizi Hassan 10:58 AM
) Conversation History Assalamualaikum & Salam Sejahtera,
JAB. PENDAFTAR 1 Halimah Mohamed Ali
E-PANEL (KLINIK) Noor Hazizi Hassan 10227 AM Sekian, terima kasih
Assalamualaikum & Salam Sejahtera,
SPA TEAM o s
oPKT INFO Halimah Mohamed Ali = Noor Hazizi BII-ItI Hassan
Noor Hazizi Hassan 10:18 AM Seksyen Perkhidmatan Awan
INFOSEC (SECURITY SIBER) Assalamualaikum & Salam Sejahtera, Bahagian Pengurusan Digital
Pusat Pengetahuan, Komunikasi dan Teknologi
AKAUN USER DIGODAM . !
Syamsul Yakin UNIVERSITI.SAINS.MALAYSIA
SERVISDESK Noor Hazizi Hassan Fri 24/5

Aszzalamualaikiim & Salam seiahtera

message in Outlook

Message

‘ <y ‘ — ; Rules - S
@ Ignore x [ | [ Meeting 3 To Manager [=1Team Email ¥ Rules S i P a’% P Find q
o\ R Done < Reply & Delete i OneNote ) Related -
& Junk~ Delete Reply Reply Forward Bymore~ % create New . MO% [ tions - ASaN Mark Categorize Follow Tuems\alel . 200
All - Policy - Unread - Up~ - [ Select
Delete Respond Quick Steps . Move Tags R Editing Zoom ~

Mon 27/5/2024 2559 PM

&’ Noor Hazizi Hassan
d

Test Recall message in Outlook 2016

> Zalyana Mohamed Hussain

Assalamualaikum & Salam Sejahtera,

Dengan hormatnya merujuk kepada perkara di atas.

Sekian, terima kasih

Noaor Hazizi Binti Hassan

Seksyen Perkhidmatan Awan

Bahagian Pengurusan Digital

Pusat Pengetahuan, Komunikasi dan Teknologi
UNIVERSITI.SAINS.MALAYSIA
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1. From the Message tab, select Actions > Recall This Message.

) ¥ Test Recall message in Outlook 2016 - Message (HTML)

VESTErY ESET  Q Tell me ant to do...

—
SN - N =~ . fuleg = .
& Ignore x ﬁ @ D J [71 Meeting (=5 To Manager l;lTeam Email W s Rules ﬂ §Q‘ III a l £ Find q
Delete R (I- R (I- TerrEd v/ Done £ Reply & Delete M Fucralotg A . @i el T SR | 5

Junk -~ Delete  Reply Reply Forward = nore - N OV g o Assign Mark Categorize Follow  Translate oom

& Al <y # Create New v - (D_A:tz?s, g p— - Up - . Select~
Delete Respond Quick Steps M Edlt it Megsagg., — ~ Editing Zoom
-~
g Mon 27/5/2024 2:59 PM G, Recall This Message... » )
Noor Hazizi Hassan i} Regencmlls'Messa e...

@ J Recall This Message

Test Recall message in Outlook 2016 View in Browser Recall a message that you have

To Zaiyana Mohamed Hussain Other Actions sent.

. X Message recall can delete or replace
Assalamualaikum & Salam Sejahtera, copies of this message in recipient
Inboxes if the message has not

Dengan hormatnya merujuk kepada perkara di atas. been read.

Sekian, terima kasih
Noor Hazizi Binti Hassan
Seksyen Perkhidmatan Awan

Bahagian Pengurusan Digital
Pusat Pengetahuan, Komunikasi dan Teknologi

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.

L ¥ S Test Recall message in Outlook 2016 - Message (HTML)

YIIXELEM ESET  © Tell me what you want to do...

N - N = . . -
& Ignore x Eﬂ @ g FlMeeting = To Manager I;lTeam Email L7 oRules E §m i a% A Find q
€'« v Done =& Reply & Delete I OneNote D Related ~
zQJunk' Delete Reply Reply Forward E@ More ~ ¥ Create New - Move [P Actions = Assign Mark Categorize Follow Translate i Zoom
All - Policy ~ Unread > Up~ - ClE
Delete Respond Quick Steps i Move Tags I Edltlng Zoom

! Mon 27/5/2024 2:59 PM

@ Noor Hazizi Hassan
4

Test Recall message in Outlook 2016

To  Zaiyana Mohamed Hussain Recall This Message X

Some recipients may have already read this message.
Assalamualaikum & Salam Sejahtera,

Message recall can delete or replace copies of this message in recipient Inboxes, if

Dengan hormatnya merujuk kepada perkara di atas. they have not yet read this message.

Are you sure you wan( to
— —

<@ Delete unread copies of this message b
—

@) Deléte uriTead Top TopieSand replace W|th anew message
Sekian, terima kasih

Tell me if recall succeeds or fails for each recipient

Noor Hazizi Binti Hassan , =

Seksyen Perkhidmatan Awan _ 7/ Cancel
Bahagian Pengurusan Digital

Pusat Pengetahuan, Komunikasi dan Teknologi
UNIVERSITI.SAINS.MALAYSIA

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



UNIVERSITI
SAINS

Recall a message in Outlook on the web & Outlook Client
MALAYSIA

)

ESET

¥

want to do...

Q Tell me what yo

Message

=1 Team Email
[/_:(] Reply & Delete

To Manager

f’\T(\gnore x @ @ @ E‘_Meeting 5‘3

2®Junk' Delete Reply Rt;[:lly Forward ’QTD NoieE

Done
¥ Create New

Delete Respond Quick Steps

{- . Mon 27/5/2024 2:59 PM

@1 Noor Hazizi Hassan

Test Recall message in Outlook 2016

To Zaiyana Mohamed Hussain

o You tried to recall this message on Monday, 27 May, 2024 3:00 PM.

Assalamualaikum & Salam Sejahtera,

Dengan hormatnya merujuk kepada perkara di atas.

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.

gl fix Ignore - . ¥ = >
=1 = a =g x | TIMecting (5 ToManager =9 Team Emal g &} ™
- , 7 Clean Up ~ o L ('; R_(I- . ')rd © V/ Done 2 Reply & Delete " RI—' = A'__‘ ul e L ooy L Adres Book s.
ew  New ew . . elete Reply Reply Foward Tymore- 5 croate love Rules OneNote Assign Unread/ Categorize Follow . Store
Email ltans | Masting | @20k Al s feate Hew - . Policy - Read - Up- T Fitter Email
New TeamViewer Delete Respond Quick Steps Move Tags Find Add-ins
< T T -
Search Current Mailbox (Ctrl-+E D | Current Mailbox CaReply E2Reply All (3 Forward
4 zizie@usm.my All  Unread By Date ~  Mewest & 7/5/2024 201 PM
Detected Items 4 Taday Office365Reports@microsoft.com
Inbox 2 Office365Reports@microsoft.... Message Recall Report for message: “Test Recall message in Outlock 2016"
CELAB PRET Message Recall Report for message: ... 3:01 PM o Noor Hazizi Hassan
Your message recall request
Drafts [28]
. Office365Reports@microsoft.... g
Message Recall Report for message: “Test 25500 X Your message recall request
Deleted Items 74 Your message recall request
L Hebahan Kejuruteraan . ; . . .
Conversation History Aktivitl cutl sekolsh : ‘Space Camp’ u... 2:12 PM You tried to recall the message described below. Click this link to view the recall
Assalamulaikum wbt dan Sela results in your browser:
JAB. PENDAFTAR 1 el ot dan selamat H —
" " -
E-PANEL (KLINIK) Halimah Mohamed Ali ¥ R 7z View Message Recall Report N
T Re: How to remave 'rules setting in owa’ 1046 AM ~ o = -
Assalamualaikum, Saya hantar bahan B - -
PPKT INFO
Aswan Zakaria Recalled Message
INFOSEC (SECURITY SIBER) Re: Permohonan untuk Penambahan Rua. 9:33 AM S I] T Rg l] . Ou l k 2016
AKAUN USER DIGODAM 8335 ol 45395 81 2SN dan Salam ubject: éSl call message in Outlool
To: zaiyana@usm.my
SERVISDESK A Last Week
X ; More information
JABATAN BENDAH... Megat Hasnul Zamani Ismail =
PENTADBIR EMEL USM 2 Res TIKET no: PMELO435-24 Permohonan Fri 24/5 + If prompted, login with your email address and password.
AP e T Waalaikummussalam Puan, maaf saya +  The recall status might show "Pending" for up to several minutes. The more
. . recipients there are, the longer it can take. We'll continue trying to recall for up to 24
= &5 5] ass Roslina Hanoum Osman Mari... h P! 2 trying P
Far PANNIIAN PFNYAIAN HINANGAN S1 Fri 24/5 - onrs
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6. Report status ‘Message succesfully recalled’

&« C (33 https://outlook.office.com/mail/messageRecall html?messageid=TYZPRO1MB42091D45E7221A5987900125CEFO2@T...  AY {7 m = Q2

Outlook

Message Recall Status Report

Message to Recall Message Recall Request

Sender Noor Hazizi Hassan Submitted By Noor Hazizi Hassan
zizie@usm.my zizie@usm.my
To zaiyana@usm.my Sent  Monday, May 27, 2024 3.00:51 PM
Subject  Test Recall message in Outlook 2016 Total Recipients 1
i Export C) Refresh D Search

Recalled (1) Pending (0) Failed (0)

—— —
- - -

Recipients ’ - Details ~
Zaiyana Mohamed Hussain <zaiyana@usm.my> \ ~ Message successfully recalled g
q ~ —- = »
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