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In Microsoft 365 Full Client, this is how to delay send an email. 
 
In Outlook create your message – then click the options Tab 
 
 

 
 
 
Click - Delay Delivery 
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Check – Do Not Deliver before and set your date and time.  
Click Close  
 

 
 
Then on your email click Send 
 

 
 
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 
 

 
 
 
That will open the calendar option  

 
 
 
 

You can pick a preset time or 
select - Custom time  
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For Custom time – Select your Date 
and Time and click send. 
 
**Note - Once you click Send the 
message will be sent – there is no 
editing it after.   


