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SCHEDULE AN
EMAIL

When you are ready to
send your email, click on the
drop-down arrow beside —>» %) Schedule send

the SEND Button, and then
select "'Schedule Send' @—@L O E A
Schedule send X
A screen will open up and you can Mountain Daylight Time

select from the list of options or

. . Tomorrow morning Sep 20, 8:00 AM
pick your own date and time by —
clicking 'Pick date & time" at the This afternoon Sep 19, 100 PM
bOttom, Then CIiCk on Monday morning Sep 26, 8:00 AM
'Schedule Send'
[ Pick date & time
Inbox
You can find your Scheduled S
Emails inthe list on the left > gy
pane.
You can cancel your send by
opening scheduled emails K @ R 2
and CheCking the box and "'_5 By Messages in Scheduled will be sent at their scheduled time.
CIiCking on Ca'ncel Send at é; Annelise Computer - Shari Morse Technology S
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