Deferring Delivery of an Email Message in Outlook 2007

Jon Radue, 16 May 2010

Microsoft Outlook allows you to delay the sending of an email message for a specified amount of time. During

that time (say, 3 minutes after hitting the send key) you often have second thoughts, or realize that you did not

attach the promised attachments, or you forgot to Cc: someone—now you can retrieve the message, change it

and resend it! [Outlook 2010: http://www.groovypost.com/howto/microsoft/delay-defer-schedule-delivery-
outlook-2010-email/#2-delayall ]

Follow these 8 simple steps for Outlook 2007.
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Click on Tools and select Rules and Alerts...
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And from the Rules and Alerts box click on New Rule...
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3. Inthe Start from a blank rule section, click on Check messages after sending, and then press Next >

Stark from a emplate or from a blank rule
Step 1= Select 3 emolate
Stay Organized
-3 Move messapes from someons o a folder
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Simp J: Edit the rule description (cick an underined value)
Apply this rule after | send the messape

4. On the next screen, scroll down and select on this machine only, and then press Next >
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Apply this rule after | send the message
on this machine anly
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5. On the next screen select defer delivery by a number of minutes and then press Next >

Wikt do you went to do with the message?
Step 11 Select action(s)

|C] mswign it t the category cotegory

|[] move a copy to the spedfied fokder

[_] flag message for achon in 8 number of davs
[] chear meseaps's catagaries

|'_ mark it &5 mportance

|C] stop processng mare rules

[C] perform @ custom action

[_] mark it s sermithity

|_ rokify me when it is read

[[] ratify me when it is delvered

|[] €t the massage to v digtribytign dat
[+ 'defer deivery by 3 number of minutes

Step 2 Edit the rule cescription (cick an underined valic)
| Apply this rule after I send the message
| &n this machine only

defer defvery by B number of minutes

6. Click on a number of, and in the resulting popup window select the number of minutes by which you want

to defer delivery of the message being sent, and then press OK. | have found that 3 minutes gives me
ample time for sober second thoughts!

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after I send the message
on this machine only

defer delvery by g number of minutes
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As an aside, please realize that all your email will be delayed by this period, so don’t expect instant
delivery!
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7. You should end up with the rule shown in the green oval. Press Finish, and now you can have those

second thoughts about sending any email message!

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

[] assign it to the cateqory category

[] move & copy to the spedified folder

[] flag message for action in & number of days
[] dear message's categories

[] mark it as importance

[] stop processing more rules

[[] perform a custom action

[] mark it as sensitivity

[] notify me when it is read

[] notify me when it is delivered

[] cc the message to people or distribution list
defer delivery by a number of minutes

S;p’z:"é&:c?ﬁ; rule desa’ip:dhﬁam\underlined value)

’.ﬁ.pply this rule after I send the message
an this machine only

8. You'll be able to retrieve and edit, within the 3 minutes after pressing Send, an unsent message from your

Outbox:

L7 Drafts [15]

[ 2 Inbox [1019)

L @ Junk E-mail [21]
(= Outbox [1]

N T = |
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Once updated, you will need to Send the message again (as initially done.)
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