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By Grace McMillan 

 

Shannon went to Hawaii for Christmas (I know … totally unfair) and wanted to set up an automatic email before she left 

– so that I would receive a reminder email on Thursday to water her plants (adding insult to injury). Here’s how you do 

that: 

Write an email – and save it (File>Save) – it will automatically go to your Drafts folder. 

Go to your Drafts folder, locate the email – RIGHT click and choose “Options.” Click on the “Do not deliver before” box 

and fill in the date and time. 

 


