Mail-Later E-mail Scheduler for MS Outlook User’s Guide

Overview

The MailLater add-in is a convenient e-mail scheduler; it is developed for Microsoft Outlook (2000, XP, 2003). With its help, you can send your e-mail correspondence at specified time even if you are away from your computer.
The MailLater is easy to use and manage; no special skills are required.
Features
1) The "MailLater" icon will appear next to the "Send" icon on the open message toolbar for your convenience;
2) Messages are sent automatically at the scheduled time. Computer has to be online with MS Outlook open,
3) Messages stored in Drafts folder can be edited, removed from the folder or sent manually; 

4) Messages stored in Drafts folder can be reset the time that e-mail will be sent;
System Requirements
Microsoft Windows OS
Microsoft Outlook 2000, 2002 (XP), or 2003;

Incompatible with: MS Outlook Express, MS Outlook versions prior to 2000
Installation

1, Make sure your system meets MailLater installation requirements;
2, Please close the Microsoft Outlook;

3, Open the installation pack (MailLater.exe), follow Installation Wizard instructions;
4, Restart the Microsoft Outlook;

5, Select New Message, you will see the “MailLater” icon [image: image1.png]7 Maillater



 on the toolbar.

Now you are all set to start using the MailLater.
How To

Schedule time for your e-mail to be sent:

1. Select New Message, Reply or Forward from MS Outlook toolbar

2. Click the “MailLater” icon [image: image2.png]7 Maillater



 on the message toolbar

3. Scheduler dialog will appear. Select date and time when you would like your massage to be sent. Click “Send Later” 
4. Message will be sent at the selected time and saved in the drafts folder. 
Send e-mail manually before scheduled time:

1. Open the drafts folder; click the item you want to send right now.

2. Click the “MailLater” icon [image: image3.png](%I MailLater



 on the message toolbar
3. Scheduler dialog will appear. Uncheck the “Schedule time for this e-mail to be sent” box.
4. Click “Send Now” button.
5. Message will be sent right now.
Change the scheduled time:

1. Open the drafts folder; click the item you want to send right now.
2. Click the “MailLater” icon [image: image4.png](%I MailLater



 on the message toolbar
3. Scheduler dialog will appear. Select another date and time when you would like your massage to be sent. Click “Send Later”
4. Message will be sent at the selected time and saved in the drafts folder.
Uninstall

1. Close MS Outlook

2. Go to Start->Control Panel->Add or Remove Programs

3. Find MailLater and click “Remove”

Support

Feedback, questions and bug reports are welcome and should be sent to the customer support, at support@lv2000.com.
