esse)( Town of Essex - Information Systems
33 Talbot Street South ® Essex, ON @ N8M 1A8
— Telephone: (519) 776-7336 ® Fax: (519) 776-8811

Title: Outlook - Delay Email Send
Created By: Jack Barron

Date: June 23, 2022

In Microsoft 365 Full Client, this is how to delay send an email.

In Outlook create your message — then click the options Tab

How to delayed send an email - Message (HTML)

File Message Insert Drai Format Text Review Help Laserfiche Acrobat Q@ Tell me what you want to do
B [emmas kA E A BB @ F & B | B |8
— = | High Import
Paste L B T U £. A- EE = | §= 5= | Address Check Attach Link Signature Request Attach instant Assign  * 'gh Impartance Dictate
v Qﬁ - - - — = = Book Mames File ~ ~ ~ Signatures file link Palicy ~ J, Low Impaortance
Clipboard Tn Basic Text ] Names Include Adobe Acrobat Tags Nl Voice
E- From ~ jbarron@essex.ca
Send To © Smith, Sara;
Cc
Bce
Subject How to delayed send an email

Here is how to do it. |

Jack Barron | IT Manager

Town of Essex | Corporate Services
33 Talbot Street South, Essex, ON, N8M 1A8
519-776-7336 ext 1122 | 519-816-2447

Click - Delay Delivery

How to delayed send an email - Message (HTML

File Message Insert Draw Options Format Text Reviem elp Laserfiche Acrobat Q
-  — | [u] —_ @
el el = st | T Q2
Emt1 % equest a Delivery Receip ]
Fonts ~ ’ . 6:)
Themes Page Bcc | From Encrypt | Use Voting Request a Read Receint Save Sent Delay  Direct
~  [DlEffects~ Calar~ > Buttons ~ 1 F [tem To ~ Delivery Replies To
Themes Show Fields Encrypt Tracking (] Maore Options ]
B- From jbarron@essex.ca
Send To © Smith, Sara:
Cc
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Check — Do Not Deliver before and set your date and time.

Click Close

Properties

Settings Security

Importance | Mormal

Sensitivity | Mormal

Do not deliver before
I:‘Expires after

2022-06-24

w
Mone -

Save copy of sent message
Contacts...

Security Settings...

k00 AM
12:00 AM

E Change security settings for this message.

Select Names...

Categories Mone

Close

Then on your email click Send

TTIEMES IMNUW rigids

jbarron@essex.ca

© Smith, Sara;

Subject

Here is how to do it. |

CIUypPL

How to delayed send an email

Your email will sit in your outbox and be sent after the set date and time.
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The “How To” for Office.com

Log into Office.com — in Outlook compose your email.

On the bottom Send — Click the Down Arrow — Send Later

B Send MJ Attach ~ E Discard

To 55  Smith, Sara X

Cc

Delay Send on Office.com

Here's how to do it

g |Ca|’|br|' u P -,E_ s @
N ' = oo
Send
Send later
That will open the calendar option
Send this email later X
‘ Tomorrow morning Fri 8:00 AM ‘ You can pick a preset time or
1 : select - Custom time
‘ Sunday morning 00 AM
' <« i
/ Custom time
‘ Cancel ‘
Page: 3
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Set custom date and time & X

June 2022

s M T W T F

O =
2628 20 30 1

]

25

=

For Custom time — Select your Date

| bf27/2022

| and Time and click send.

| =

Page: 4

**Note - Once you click Send the
message will be sent — there is no
editing it after.
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