M VASTAFFER

How to
Schedule




Y VASTAFFER

HOW TO SCHEDULE EMAILS

Navigate to

https.//mail.google.com/mail/u/0/?tab=rm&ogbl#inbox

2 Click "Compose"

Q, Search mail

BAi==0
& Primary o Pm"jm'frl" m — &, Social
[ 1 D foodpanda Your order has been placed - Order info Summy
Snoozed 0 ¢ D foodpanda Your order has been placed - Order info Summi
el [ ¥ D foodpanda Here's your refund § '%; - Philippines’s best re:
Drafts
- 0 # D foodpanda Your order has been placed - Order info Summ
ore
O % D Zoom Your meeting - Chismis has been deleted - HiV
Labels
O & D LestPass EXTENDED! Last chance to save 20% Q
» B+ Det riggs
[] 4 I} PayPal Communicatio. We're making some changes to our
Drew Burks
O ¢ D Instantly Use the campaign dashboard - Hey Kr

3

Choose your recipient.

o F'mmnimns m

FARFET

&, Social

0] Updatn-s (3 new

Your order has been placed - Order info Summary: Order number: g7tn-rchz Order time: 2024-08-09 02:02:...

our order has been placed - Ord
Here's your refund ¢ §; - Philipp
Your order has been placed - Ord
Your meeting - Chismis has been
EXTENDED! Last chance to save
anicatio.
Use the campaign dashboard - H

Take action: Improve your email d

Last chance! Mﬂﬁsndstoriyl

We're making some changes tool -~

New Message

From Krystin Teofilo <krystinvastaffer@gmail.coms =

To knf

= &

Krystlr' Teofilo
fy_s_m{\.'astarremqmaul com

krystinchupl@gmail.com
krystinchupi@grhail com

Thitnes:

Y VASAFEER

Krystin Danielle Teofilo
EXECUTIVE ASSISTANT

et Thrastaffar mam

VASTAFFER.COM



https://mail.google.com/mail/u/0/?tab=rm&ogbl#inbox

MVASTAFFER

Promotions

FARFETCH, foodpanda, Grab Ph...

&, Social

Click the "Subject” field.

1-50 of 1307 ¢ >

[
4

® Updates €l

Your order has been placed - Order info Summary: Order number: g7tn-rchz Order time: 2024-08-09 0Z:02:...

Your order has been placed - Ord
Here's your refund § & - Philipp
Your order has been placed - Ord

Your meeting - Chismis has been

EXTENDED! Last chance to save
wnicatio. We're making some changes to o
Use the campaign dashboard - H
at Take action: Improve your email d

Last chance! 20% off ends toniah

Click here.

Your order has been placed - Ord

Your meeting - Chismis has been

EXTENDED! Last chance to save
unicatio. We're making some changes to o
Use the campaign dashboard - H
b Take action; mprove your email d

Last chance! 20% off ends tonigh
Your free Instantly trial ends soon
Your order has been placed - Ord
Drew Burks commented in “The fi

How to start your campaigns - He

i New Humanizer Toal: %

Mew Message
Krystin Teofilo

|
Subject| |

Thanks,

Y VASAFFER

Krystin Danielle Teofilo
EXECUTIVE ASSISTANT
hites-ifvastaffer com

Type your email subject and your email body.

TEST

TEST Email

Thanks,

Y VAS AR

Krystin Danielle Teofilo
EXECUTIVE ASSISTANT
Emall: krystin vastafien@gmail com

© o SansSerif ~ T~ B I U A~ = u
="
¥ADCOBBAB 7
7

VASTAFFER.COM

HOW TO SCHEDULE EMAILS



MVASTAFFER

7

unicatio.

Click here.

Your order has been placed - Ord
Your meeting - Chismis has been
EXTENDED! Last chance to save
We're making some changes to ol
Use the campaign dashboard - H
Take action: Improve your email d
Last chance! 20% off ends tonigh
Your free Instantly trial ends scon
Your order has been placed - Ord

Drew Burks commented in “The fi

TEST

TEST Email

:I:hanks.
VY VASIAFEER

Krystin Danielle Teofile
EXECUTIVE ASSISTANT
hitps:astaffer com

Email: krystin vastaffer@gmail com

T~ B I UA-E

£
How to start your campaians - >0 §fhﬁdul& nd
/MHumaﬁaerTml:Hewr'rﬁJ #$ALDP>OOE AR 2

Click the time you want to schedule or select a custom

date and tim

e In "Pick date & time"

Schedule send
Singapore Standard Time

Tomarrow moges Aug 13, B:00AM
Tomorrow dfternoon ) Aug 13, LOOPM

Menday morning Aug 19, 8:00 AM

[ Pick date & time

HOW TO SCHEDULE EMAILS

VASTAFFER.COM




CANCELLING A
SCHEDULED EMAIL

9 Click "Scheduled"

Inbox

4

Primary L4 3 F'romotmnl.s m &, Social
FARFE ILH, TO0dpanda, Lral Fin

foodpanda Your order has been placed - Order info Summ:

Starred

foodpanda Your order has been placed - Order info Summ:

0410 B

£ foodpanda Here's your refund § '§; - Philippines's best re:
Fo | Schediled
0 Dmfts foeadpanda Your order has been placed - Order info Summs

More Your meeting - Chismis has been deleted - HiV.
LastPass EXTENDED! Last chance to save 20% - Qur sur
Labels
PayPal Communicatio. We're making some changes to our PayPal lega
+ B Deborah Driggs

Drew Burks Instantly Use the campaign dashboard - Hey Krystin, Wi

B
B
B
B
L Zoom
D
B
b
B

Apollo Support Take action: Improve your email deliverability b

B  emails and newsletters

el e—
chment || To ~ | Advanced search
. L J

-1af1 ¢ > mv m-
their scheduled time.

TEST - TEST Email (R, 2 [ - [ = )

M VASTAFFER HOW TO SCHEDULE EMAILS

VASTAFFER.COM



M VASTAFFER HOW TO SCHEDULE EMAILS

11 Click "Cancel send"

e B o

Tom 0OPM ¥ H .
G Incel sc}
\ 4

) 8

o

VASTAFFER.COM



MVASTAFFER HOW TO

Jeff ] Hunter

Founder VA Staffer
Pre-Trained, Pre-Vetted Executive
Assistants

PAGE 06



