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Delay Sending of an Email 
 

1. Go to Options tab. 

 

 
 

2. Click on Delay Delivery button or the expansion button at the lower right corner of the More Options group. 
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3. Make sure that “Do not deliver before” is selected/checked. 

4. Select the desired delivery date and time using the drop-down list. 
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5. Click Close and make sure you’re done in composing your message before clicking on the SEND button. 

 

Note: The scheduled email (to be sent) will stay in the outbox folder until the date and time you have set. 

 

 

 
We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 
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