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Using Outlook on the Web
1. After typing in your message, click on the down-arrow right beside
the Send button at the bottom. Then click on Schedule send.

< |calibri Mz v
Send

Schedule send @

2. A box will appear with two suggested time options. If the suggested
times are not when you want to send the email, click on the Custom
time button at the bottom.

Schedule send X
’ Tomorrow morning @ Tue 8:00 AM ‘
‘ Sunday morning Sun 8:00 AM ‘

/ Custom time

Cancel ‘

3. After pressing the Custom time option, choose the date and your time
when you want the message to be sent, then click Send.
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4. You can find your scheduled email saved in the Drafts folder.
5. To send a scheduled email right away, go to the email in your Drafts
folder, then click on the down-arrow beside the Schedule send

options pencil icon at the top right corner of the email. Then select
Send Now.
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Send Now @

6. If you want to cancel/delete the scheduled email, then go to your
Drafts folder and click on the trash icon on the right side of the email.

Software & Application Support Centre
Studio for Teaching and Learning



O® Saint Mary's
‘g" University

() Drafts % = Filter

Today

O [Draft] Software and Applica... £
Email Subject 9:20
Hi, Your message here. Thanks, Musa

Using Outlook Desktop Application
1. Type in a new message. Then at the top of the navigation bar, click
on the Options tab. Then select the Delay Delivery button.

Format Text Review Help Acrobat
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@ ER [‘E‘] [[] Request a Delivery Receipt I \l’ QQ

Bcc  From Encrypt | Use Voting R - Save Sen] Delay
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v Buttons v [ Request a Read Receip Item To Y Delivery
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2. Check the Do not deliver before option and set your date and time
when you want the email to be sent. Then click on Close.

Properties X
Settings Security
Importance  Normal v Change security settings for this message.
Sensitivity | Normal Vi Security Settings...
[J Do not AutoArchive this item
Voting and Tracking options
5|, [Juse voting buttons v

[:] Request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

@‘\ [:I Have replies sent to Select Names...
4] Do not deliver before | 2023-03-20 v | |5:00 PM v I
|| Expires after None v | [12:00 AM v

EI Save copy of sent message

Contacts...

Categories w None I

Close
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Now press Send. Note: The Outlook desktop application must
remain open in order to send the message at the scheduled time.

3. Go to your Outbox folder and you can find your scheduled email.

vMusa.Moinak@smu.ca
> Inbox
Drafts
Sent Items
Deleted ltems 30
Archive
> Conversation History

Junk Email

I Outbox (1 I

R3S Feeds
Scheduled
> Search Folders

> Groups

4. To send a scheduled email right away, double-click on the email in
your Outbox folder. Go to the Message tab from the top navigation
bar, then click on the Message options pointed arrows at the

bottom right corner of the Tags section.

F Ft' Follow Up v

e | High Importance

[
Policy v \L Low Importan
o @

Uncheck the Do not deliver before option as seen on step 2, and

then click Close. Then press Send.

5. To cancel/delete a scheduled email. Go to your Outbox folder,
and then click on the Trash icon on the right side of your

scheduled email.

ByDate v T

Delete the item |
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