ﬂ Open a new message and draft your desired email. Once you
have your email ready, click options

Setting up An Email to Send at a Later Time! - Message (HTWL)

File Message Insert Draw Options Format Text Review Help Acrobat ) Tell me what you want to do
X — 0] M Follow Up ~
L — P | B S © ~ 0
High | rta
paste a1 U 2. A. ===/ % — | Addess Check | Attach Link Signature | AttachFile | * = ' | Dictate | Sensitivity
~ F == == = = = — — | Book Mames | File~ - - vialink~ | |, Low Importance - .
Clipboard [lw Basic Text [y MNames Include Adobe Acrobat Tags a1 Woice Sensitivity A

E"'__:;,, S5amantha.Koszalka@tn.gov

Bce

Subject Email - Delayed Delivery Tip!

Hil

TDOT

Sammy Koszalka | HR Generalist ||

2 Once in options, click delayed delivery.
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you want your email to be delivered:

e By checking the 'Do not deliver before' box, you ensure
vour email will not be sent before the time and date you
select.

e The date and time you select is when your email will be

delivered. Once that has been selected, you can click, 'close

@ The delayed delivery box will appear. Here, you will set when
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4 Now that you have your email drafted, your delayed delivery
settings set, and a recipient of the email, you can click send.
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until it Is sent based on the delayed

5 Your email will appear in your outbox
delivery settings you selected




