
Recall or Replace an Email Message That You Sent 

 

To recall and replace a message 

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

2. Open the message that you want to recall. You must double-click to open the message. 

Selecting the message so it appears in the reading pane won't allow you to recall the 

message. 

3. If you have the Classic Ribbon, from the Message tab, select Actions > Recall This Message. 

 
 

 

If you have the Simplified Ribbon, select the Message tab and then select More commands (...). 

Point to Actions and select Recall This Message. 

 

 

4. Click Delete unread copies of this message or Delete unread copies and replace with a new 

message, and then click OK. 



 

5. If you’re sending a replacement message, compose the message, and then click Send. 

 

Office 2017 

To recall and replace a message 

1. In Mail, in the Navigation Pane, click Sent Items. 

2. Open the message that you want to recall and replace. 

3. On the Message tab, in the Actions group, click Other Actions, and then click Recall This 

Message. 

 

4. Click Delete unread copies and replace with a new message or Delete unread copies and 

replace with a new message. 

Note: If you are sending the message to a large number of people, you may want to clear the Tell 

me if recall succeeds or fails for each recipient check box. 

5. If you’re sending a replacement message, compose the message, and then click Send. 

If you do not see the Recall This Message command, then probably you do not have an Exchange 

Server account or you are not using Microsoft Office Outlook 2007. Both are required to use the 

recall feature. 

You can check the Account Settings dialog box in Outlook for the types of e-mail accounts in your 

Outlook profile. 

1. On the Tools menu, click Account Settings. 

2. On the E-mail tab, the Type column lists the type of account for each entry. 



 

 

 

 


