Cheat Sheet - Outlook

How to show that an e-mail expires in Outlook

What are you | How to do it? Where is it?
going to do?

Show that an Create a new e-mail.
e-mail expires I_ | .
Click Delay Delivery on the Qo v
SETTINGS tab. =
The dialog box Properties Save Sen - Dlred
opens. ltem To v Delivery Replies To
More Options P
Select Delivery options and fill SE—
in a check mark at Expires & e _
] Q [ Have replies sent to
aftel’..., select date and time. [[] Do not deliver before | None 00:00
I Expires after 14-08 v| |17:00 v |

Save copy of sent message

Click OK to close the dialog
box.

Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen

You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
www.planlaeg.dk




