Instructions for Scheduling Weekly EMPOWER Emails
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1. Open the email template in Microsoft Outlook.

2. Copy and Paste the information and subject line into a New email.

3. Select your distribution list (whatever your agency all staff email address is).

4. Before you click send, go to Options/Delay Delivery – check the box “Do not deliver before”.

· Don’t forget to select the date and time when you would like the email to be sent.

5. Click Send.
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