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Startup & About SendLater

ABOUT SENDLATER (FOR MICROSOFT® OUTLOOK®)
Free/Pro Edition

Send delayed and recurrent* e-mail letters easily!

SendLater

- 4 '\'\ - -
- il advanced e-mail scheduling
-

SendLater is a software tool for delayed and recurrent* e-mail sending for Microsoft Outlook.
The software has two editions: Free and Pro.

SendLater is conveniently located close to the "Send" button on the message dialog and helps you quickly
set up a delayed e-mail in one click.

This software solution allows adjustment of time and range of sending for your letters.
Use cases include:
e e-mail reminders setup at custom or predefined delayed time intervals in one click
e delayed recurrent* e-mail
e sending e-mail even if Outlook is closed*
e Send Personally* for e-mails sent to a group
e DocTrack* - automatic sending of the frequently edited documents to selected recipients.

e Customized* SendLater Pro Add-in for Microsoft Outlook as an e-mail scheduling solution for your
company.

Now it is not necessary to stay by the computer when sending e-mail messages at the exact time and no
need to remember all the time about the e-mail that must be sent.

We would also like to extend a special "thank you" to our numerous customers in the USA, United
Kingdom, Australia, Belgium, Germany, Switzerland, France, Singapore, and other countries who
implemented our programs for their everyday business needs - from personal and family use to Medical
and Law Offices, Religious Services, Technology and Software production companies.

*These features are only available with Pro Edition.

Copyright ©2011 4Team Corporation. All rights reserved.

Support, Contact us
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END-USER LICENSE AGREEMENT EULA/SLA (FREE,
PRO/FULL VERSION)

THE LATEST VERSION IS AVAILABLE AT HTTP://4TEAM.BIZ/EULA.ASP

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT CAREFULLY BEFORE DOWNLOADING OR USING
THE 4TEAM CORPORATION SOFTWARE ("SOFTWARE").

YOU MAY HAVE ANOTHER WRITTEN AGREEMENT OR EXHIBITS DIRECTLY WITH 4TEAM CORPORATION
(E.G., A VOLUME LICENSE AGREEMENT) THAT SUPPLEMENTS OR SUPERSEDES ALL OR PORTIONS OF
THIS AGREEMENT.

ACKNOWLEDGEMENT

BY RECEIVING AND/OR USING ALITTERA LTD INC DBA 4TEAM CORPORATION USER LICENSE
AGREEMENT YOU (CUSTOMER) ACKNOWLEDGE THAT THIS IS A BINDING LEGAL AGREEMENT BETWEEN
ALITTERA LTD INC AND USERS OF SOFTWARE AND PRODUCTS BELONGING TO 4TEAM CORPORATION
WHICH IS DBA NAME OF ALITTERA LIMITED, INC. BY CLICKING ON THE "ACCEPT" OR "YES" BUTTON,
OPENING THE PACKAGE, DOWNLOADING THE SOFTWARE, OR USING THE EQUIPMENT THAT CONTAINS
THIS SOFTWARE, YOU (CUSTOMER) ARE CONSENTING TO BE BOUND BY THIS AGREEMENT. IF YOU
(CUSTOMER) DO NOT INTEND TO HONOR THIS AGREEMENT, YOU MUST NOT DOWNLOAD THE
SOFTWARE, OR TERMINATE THE SOFTWARE INSTALLATION IMMEDIATELY.

RIGHT TO USE AND DISTRIBUTE THE SOFTWARE

WHEN THIS SOFTWARE IS STORED IN YOUR SYSTEM'S MAIN MEMORY OR OTHER STORING DEVICES, IT
IS ASSUMED THAT "YOU ARE USING THE SOFTWARE".

FREE AND TRIAL VERSION: USE AND UNLIMITEDLY DISTRIBUTE THIS SOFTWARE FOR YOUR
PERSONAL OR BUSINESS PURPOSES. YOU ARE ALLOWED TO INSTALL AND OPERATE THIS SOFTWARE ON
YOUR COMPUTER SYSTEM.

FULL / PRO / ENTERPRISE VERSION (FULL VERSION): USE AND DISTRIBUTE THIS SOFTWARE FOR
YOUR PERSONAL OR BUSINESS PURPOSES. YOU MAY USE ONLY THE NUMBER OF LICENSED COPIES
THAT IS EQUAL TO THE NUMBER OF SOFTWARE LICENSES YOU HAVE PURCHASED FROM 4TEAM
CORPORATION OR ITS DISTRIBUTORS. CUSTOMER MAY MAKE ONE (1) ARCHIVAL EXECUTABLE COPY
PER LICENSE OF THE SOFTWARE PROVIDED. EXCEPT AS EXPRESSLY AUTHORIZED IN THIS AGREEMENT,
CUSTOMER SHALL NOT: COPY, IN WHOLE OR IN PART, SOFTWARE OR DOCUMENTATION; MODIFY THE
SOFTWARE; REVERSE COMPILE OR REVERSE ASSEMBLE ALL OR ANY PORTION OF THE SOFTWARE; OR
RENT, LEASE, DISTRIBUTE, SELL, OR CREATE DERIVATIVE WORKS OF THE SOFTWARE.

LICENSE GRANT (FULL VERSION)

BY PURCHASING THE LICENSE, YOU ACQUIRE THE RIGHT TO USE THIS SOFTWARE VERSION FOR YOUR
LIFETIME. AS LONG AS THE LICENSE IS USED ON THE COMPUTER AND OPERATING SYSTEM (OS) USER
ACCOUNT (OSUA) WHERE IT WAS INSTALLED, THE LICENSE WILL NEVER EXPIRE. EVERY OS USER
ACCOUNT (ON EACH COMPUTER) NEEDS AN INDIVIDUAL LICENSE. THE LICENSE IS VALID FOR SOLELY
THE PRODUCT VERSION OR PRODUCT UPDATE VERSION THAT YOU HAVE PURCHASED.

SINGLE USER LICENSE GRANT: 4TEAM CORPORATION AND ITS SUPPLIERS GRANT TO CUSTOMER A
NONEXCLUSIVE AND NONTRANSFERABLE LICENSE TO USE AND INSTALL THE SOFTWARE IN OBJECT
CODE FORM SOLELY ON A SINGLE COMPUTER AND OPERATING SYSTEM USER ACCOUNT (OSUA) OWNED
OR LEASED BY CUSTOMER.

MULTIPLE-USERS LICENSE GRANT. 4TEAM CORPORATION HEREBY GRANTS TO CUSTOMER (AND ITS
SUCCESSORS AND ASSIGNS AS PERMITTED HEREIN) A PERPETUAL, NONSUBLICENSABLE,
NONEXCLUSIVE, NONTRANSFERABLE (EXCEPT AS OTHERWISE EXPRESSLY SET FORTH HEREIN),
WORLDWIDE, ENTERPRISE-WIDE RIGHT AND LICENSE TO USE, INSTAL AND MAINTAIN THE SOFTWARE
IN OBJECT CODE FORM AND THE DOCUMENTATION INSTALLED ON COMPUTERS OWNED OR LEASED BY
CUSTOMER OF UP TO THE NUMBER OF OPERATING SYSTEM USER ACCOUNTS (OSUA) FOR WHICH
CUSTOMER HAS PAID A LICENSE FEE ("PERMITTED NUMBER OF USER ACCOUNTS").

AT 4TEAM CORPORATION'S OPTION, 4TEAM CORPORATION MAY TERMINATE THIS LICENSE FOR FAILURE
TO PAY THE REQUIRED LICENSE FEE.

NO USE / LICENSE TRANSFER (FULL VERSION)

YOU CAN TRANSFER THE SOFTWARE LICENSE (ACTIVATE IT ON ANOTHER COMPUTER) TO ANOTHER
COMPUTER AND OSUA ONLY IF YOU ARE NOT USING THIS SOFTWARE ON THE PREVIOUSLY LICENSED
COMPUTER AND OSUA, AND THE LICENSE IS DEACTIVATED*.

LIMIT OF WARRANTY
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THIS WARRANTY DOES NOT APPLY TO ANY BETA, FREE OR TRIAL SOFTWARE, ANY SOFTWARE MADE
AVAILABLE FOR TESTING OR DEMONSTRATION PURPOSES, ANY TEMPORARY SOFTWARE MODULES OR
ANY SOFTWARE FOR WHICH 4TEAM CORPORATION DOES NOT RECEIVE A LICENSE FEE. ALL SUCH
SOFTWARE PRODUCTS ARE PROVIDED AS IS WITHOUT ANY WARRANTY WHATSOEVER.

LIMITED SOFTWARE WARRANTY. 4TEAM CORPORATION WARRANTS THAT FOR A PERIOD OF
FOURTEEN (14) DAYS FROM THE DATE OF SALE OF SOFTWARE LICENSES FROM 4TEAM CORPORATION:
THE SOFTWARE SUBSTANTIALLY CONFORMS TO ITS STATEMENT OF WORK (SOW) AND/OR PUBLISHED
SPECIFICATIONS. EXCEPT FOR THE FOREGOING, THE SOFTWARE IS PROVIDED AS IS. THIS LIMITED
WARRANTY EXTENDS ONLY TO CUSTOMER AS THE ORIGINAL LICENSEE. CUSTOMER'S EXCLUSIVE
REMEDY AND THE ENTIRE LIABILITY OF 4TEAM CORPORATION AND ITS SUPPLIERS UNDER THIS LIMITED
WARRANTY WILL BE THE REPAIR, REPLACEMENT, OR REFUND OF THE SOFTWARE IF REPORTED (OR,
UPON REQUEST, RETURNED) TO 4TEAM CORPORATION BY CUSTOMER. FOR REFUNDS PLEASE REFER TO
THE REFUND POLICY OF THE PRODUCTS IN QUESTION. IN NO EVENT DOES 4TEAM CORPORATION
WARRANT THAT THE SOFTWARE IS ERROR- FREE OR THAT CUSTOMER WILL BE ABLE TO OPERATE THE
SOFTWARE WITHOUT PROBLEMS OR INTERRUPTIONS. THIS WARRANTY DOES NOT APPLY IF THE
SOFTWARE HAS BEEN ALTERED, EXCEPT BY 4TEAM CORPORATION, HAS NOT BEEN INSTALLED,
OPERATED, REPAIRED, OR MAINTAINED IN ACCORDANCE WITH INSTRUCTIONS SUPPLIED BY 4TEAM
CORPORATION, HAS BEEN SUBJECTED TO ABNORMAL STRESS, MISUSE, NEGLIGENCE, OR ACCIDENT.
MAINTENANCE AND SUPPORT WARRANTY. 4TEAM CORPORATION WARRANTS THAT SOFTWARE
MAINTENANCE AND SUPPORT WILL BE PROVIDED IN A PROFESSIONAL MANNER CONSISTENT WITH
INDUSTRY STANDARDS FOR THE PERIOD OF 1 CALENDAR YEAR FROM THE DATE OF SOFTWARE
PURCHASE. CUSTOMER MUST NOTIFY 4TEAM CORPORATION OF ANY SUPPORT DEFICIENCIES WITHIN 14
DAYS FROM PERFORMANCE OF THE DEFECTIVE SERVICE.

FOR ANY BREACH OF THE SUPPORT WARRANTY, IF SEPARATELY PURCHASED, THE CUSTOMER'S
EXCLUSIVE REMEDY, AND 4TEAM CORPORATIONS'S ENTIRE LIABILITY, SHALL BE THE REPERFORMANCE
OF THE DEFICIENT SERVICES, OR IF 4TEAM CORPORATION CANNOT SUBSTANTIALLY CORRECT A
BREACH IN A COMMERCIALLY REASONABLE MANNER, CUSTOMER MAY END THE RELEVANT SERVICES
AND RECOVER THE FEES PAID TO 4TEAM CORPORATION FOR THE DEFICIENT SERVICES.

SUPPORT AND MAINTENANCE

MAINTENANCE PROVIDES CUSTOMER OF A COVERED PRODUCT WITH SOFTWARE BUG FIXES AND
UPDATES GENERALLY MADE AVAILABLE BY 4TEAM CORPORATION TO THEIR CUSTOMERS.

SUPPORT AND FREE MAINTENANCE WILL BE PROVIDED TO CUSTOMERS WITH SOFTWARE VERSIONS
PURCHASED USUALLY NOT MORE THAN A YEAR AGO AND ELIGIBLE TO APPLY. TO GET SUPPORT AND
MAINTENANCE AFTER USING THE SOFTWARE FOR MORE THAN ONE YEAR, CUSTOMERS MUST PURCHASE
SOFTWARE UPGRADES OR/AND SUPPORT AND MAINTENANCE CONTRACT. FOR DETAILED INFORMATION
ABOUT THE TERMS OF BASIC TECHNICAL SUPPORT FOR A PARTICULAR PRODUCT, OR ANY OTHER
SUPPORT OPTIONS PLEASE CONTACT US BY PHONE +1-954-796-8161 OR E-MAIL (SALES@4TEAM.BIZ).
ALL CUSTOMER BASIC SERVICE AND MAINTENANCE MATTERS SHALL BE DEALT WITH ONLY VIA E-MAIL
(SUPPORT@4TEAM.BIZ), OR THROUGH SUPPORT LIVE CHAT OPTION AVAILABLE ON THE SOFTWARE
PRODUCT WEB SITE. ANY QUESTIONS, COMPLAINTS, COMMENTS OR SUGGESTIONS MUST BE SENT TO
INFO@4TEAM.BIZ.

ISSUES IN THE SOFTWARE MUST BE DEMONSTRABLE IN THE CURRENTLY SUPPORTED RELEASE(S) OF A
LICENSED SOFTWARE PROGRAM, RUNNING UNALTERED, AND ON THE ORIGINAL HARDWARE AND
OPERATING SYSTEM CONFIGURATION, AS SPECIFIED IN THE DOCUMENTATION SUPPLIED WITH THE
SOFTWARE.

SOFTWARE UPDATES ARE PROVIDED WHEN AND IF AVAILABLE AND 4TEAM CORPORATION SHALL HAVE
NO OBLIGATION TO DEVELOP ANY FUTURE FEATURES OR FUNCTIONALITY FOR THE PRODUCT UNDER
THE SOFTWARE MAINTENANCE POLICY.

DICLAIMER

THE SOFTWARE, DOCUMENTATION AND MAINTENANCE, AS WELL AS ALL SERVICES, ARE PROVIDED "AS
IS," AND 4TEAM CORPORATION AND ITS SUPPLIERS HEREBY EXPRESSLY DISCLAIM ANY AND ALL
WARRANTIES OF ANY KIND OR NATURE, WHETHER EXPRESS, IMPLIED OR STATUTORY, INCLUDING
WITHOUT LIMITATION THE IMPLIED WARRANTIES OF TITLE, NON-INFRINGEMENT, MERCHANTABILITY
AND FITNESS FOR A PARTICULAR PURPOSE. 4TEAM CORPORATION AND ITS SUPPLIERS DO NOT
WARRANT OR REPRESENT THAT THE SOFTWARE, DOCUMENTATION OR MAINTENANCE WILL BE FREE
FROM BUGS OR THAT THEIR USE WILL BE UNINTERRUPTED OR ERROR-FREE, OR MAKE ANY OTHER
REPRESENTATIONS REGARDING THE USE, OR THE RESULTS OF THE USE, OF THE SOFTWARE OR
DOCUMENTATION IN TERMS OF CORRECTNESS, ACCURACY, RELIABILITY, OR OTHERWISE. CUSTOMER
ACKNOWLEDGES THAT 4TEAM CORPORATION IS NOT RESPONSIBLE FOR AND WILL HAVE NO LIABILITY
FOR HARDWARE, SOFTWARE OR OTHER ITEMS OR ANY SERVICES PROVIDED BY ANY PERSON OR ENTITY
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OTHER THAN 4TEAM CORPORATION OR ITS EMPLOYEES, AGENTS OR CONTRACTORS OR FOR NETWORK
FAILURE. CUSTOMER FURTHER ACKNOWLEDGES THAT IT HAS RELIED ON NO WARRANTIES OTHER THAN
THE EXPRESS WARRANTIES SET FORTH IN THIS AGREEMENT.

TERM AND TERMINATION

THIS LICENSE IS EFFECTIVE UNTIL TERMINATED. CUSTOMER MAY TERMINATE THIS LICENSE AT ANY
TIME BY DESTROYING ALL COPIES OF SOFTWARE INCLUDING ANY DOCUMENTATION. THIS LICENSE
WILL TERMINATE IMMEDIATELY WITHOUT NOTICE FROM 4TEAM CORPORATION IF CUSTOMER FAILS TO
COMPLY WITH ANY PROVISION OF THIS LICENSE. UPON TERMINATION, CUSTOMER MUST DESTROY
AND/OR DEACTIVATE ALL LICENSED COPIES OF SOFTWARE.

SURVIVAL. ALL SECTIONS OF THIS AGREEMENT EXCEPT LICENSE GRANT, NO USE, SUPPORT AND
MAINTENANCE, SHALL SURVIVE ANY TERMINATION HEREOF.

GENERAL

THIS LICENSE SHALL BE GOVERNED BY AND CONSTRUED IN ACCORDANCE WITH THE LAWS OF THE
STATE OF FLORIDA, UNITED STATES OF AMERICA, AS IF PERFORMED WHOLLY WITHIN THE STATE AND
WITHOUT GIVING EFFECT TO THE PRINCIPLES OF CONFLICT OF LAW. IF ANY PORTION HEREOF IS
FOUND TO BE VOID OR UNENFORCEABLE, THE REMAINING PROVISIONS OF THIS LICENSE SHALL
REMAIN IN FULL FORCE AND EFFECT. THIS LICENSE CONSTITUTES THE ENTIRE LICENSE BETWEEN THE
PARTIES WITH RESPECT TO THE USE OF THE SOFTWARE.

IMPORTANT NOTES

*DEACTIVATION IS A FEATURE AVAILABLE WITHIN THE PRODUCT, WHICH REMOVES THE PRODUCT
LICENSE FROM THE OSUA. ON SELECT SOFTWARES, YOU CAN DEACTIVATE THE LICENSE ONLINE (WHEN
YOUR COMPUTER IS CONNECTED TO THE INTERNET) FROM THE SOFTWARE'S "ABOUT" DIALOG OR, IF
PROVIDED, USING 4TEAM ACTIVATION SERVER.

YOU NEED INTERNET ACCESS AND WHITELISTED (APPROVED) DOMAIN 4TEAM.BIZ** IN ORDER TO
ACTIVATE YOUR LICENSES OR 4TEAM ACTIVATION SERVER LOCATED IN YOUR LOCAL AREA NETWORK.
THE 4TEAM ACTIVATION SERVER SOFTWARE CAN BE PROVIDED FOR FREE BY REQUEST.

**INCLUDING ANY SUB-DOMAINS, I.G. SYNC2.4TEAM.BIZ.

***4TEAM ACTIVATION SERVER REQUIRES INTERNET ACCESS TO DOMAIN 4TEAM.BIZ** FOR ONE-TIME
LICENSE.

THERE IS NO LIMIT OF DEACTIVATION TIMES FROM THE PRODUCT'S "ABOUT" DIALOG OR 4TEAM
ACTIVATION SERVER. IN THE CASE THE PRODUCT HAS BEEN UNINSTALLED, IT CAN BE INSTALLED
AGAIN ON THE SAME OSUA.

IN THE CASE OF A COMPUTER CRASH OR UNAVAILABILITY OF THE PREVIOUSLY ACTIVATED COMPUTER,
AS WELL AS BEFORE THE LICENSE ACTIVATION, PLEASE SUBMIT A LICENSE DEACTIVATION REQUEST
FORM AVAILABLE HERE: HTTP://WWW.4TEAM.BIZ/MEMBER/MEMBER _LOGIN.ASP, OR CALL US OR SEND
AN E-MAIL WITH YOUR DEACTIVATION REQUEST TO SALES@4TEAM.BIZ (PLEASE INCLUDE YOUR
ORDER/ACTIVATION ID). A DEACTIVATION/TRANSFER OF THIS TYPE, OF EACH LICENSE CAN BE
PERFORMED UP TO 3 TIMES DURING THE PRODUCT SUPPORT PERIOD (USUALLY ONE YEAR AFTER THE
PURCHASE DATE). AFTER THE PRODUCT SUPPORT PERIOD HAS EXPIRED, WE CONSIDER ANY
DEACTIVATION REQUEST AS A SUPPORT CASE. YOU WILL NEED TO PURCHASE THE PRODUCT UPGRADE
OR SUPPORT, OR MAINTENANCE CONTRACT IF YOU WANT US TO MANUALLY DEACTIVATE THE LICENSE.

VERSION 11152011
ALITTERA LTD INC. 4TEAM CORPORATION 1999-2011© ALL RIGHTS RESERVED.

4TEAM IS A WEB SITE THAT IS NOT AFFILIATED WITH ANY MICROSOFT WEB SITES AND SERVES ONLY
AS A MEANS OF INTRODUCTION AND DISTRIBUTION OF SOFTWARE PRODUCTS, WHICH MAY HELP THE
USERS OF MICROSOFT OUTLOOK UTILIZE THIS PROGRAM MORE EFFECTIVELY. ALL SOFTWARE
PRODUCTS LISTED BELOW WERE DESIGNED AS MICROSOFT OUTLOOK’S COMPANION PROGRAMS AND
WERE NEVER MEANT TO REPLACE IT OR SUBSTITUTE ANY OF ITS PARTS. MICROSOFT, OUTLOOK,
WINDOWS, AND THE WINDOWS LOGO ARE TRADEMARKS, OR REGISTERED TRADEMARKS OF
MICROSOFT CORPORATION IN THE UNITED STATES AND/OR OTHER COUNTRIES.

SENDLATER® IS A PROGRAM THAT IS NOT AFFILIATED WITH ANY MICROSOFT® PRODUCTS. MICROSOFT®, OUTLOOK®, OFFICE®, WINDOWS®, AND THE
WINDOWS® AND MICROSOFT® OFFICE® LOGO ARE TRADEMARKS OR REGISTERED TRADEMARKS OF MICROSOFT® CORPORATION IN THE UNITED STATES
AND/OR OTHER COUNTRIES.
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HOW TO BUY Pro Edition

+ To buy the Pro Edition license, please click here.

e All of our customers who have purchased the program license or who have added a new license are
eligible to get free updates for a year from the purchase date.

e You can purchase SendlLater Pro Edition as part of discounted product bundles available at:
http://www.4team.biz/save and bundle/

e If you are looking for other 4Team products, you can get them at significantly reduced prices; just
send us an email with your order number, product name, and the number of licenses that you wish to
purchase.

e For more information please check out SendLater website.
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HOW IT WORKS

The SendLater button is available from the e-mail message toolbar.

Outlook Today - Microsoft

Click it when the e-mail is ready.
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The immediate and quick method to set up an e-mail delay is to click the drop-down menu button and
select a predefined delay time.
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The SendLater Wizard will open a form where you can adjust the SendLater options for e-mail messages.
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All delayed e-mail messages will be stored in the SendLater folder in default Microsoft Outlook Personal
folder, which is created after SendLater installation. The time value until the message is sent, as well as

all the contents and SendLater options can be edited.

The delayed messages will be sent automatically when the time comes regardless* of whether Outlook is

open or not (PC must be on).

*These features are only available with Pro Edition.
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FEATURES

Click on each feature to find out more.
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FREE VERSION FEATURES:

+ Personal FREE tool for email scheduling

The easy-to-use free tool SendLater allows you to send delayed messages at the specified time
with Microsoft Outlook in a few clicks

+ Send e-mails once at a scheduled time automatically

Schedule date and time for your e-mail message to be sent using the time-and-date selector.
+ Send E-mails on Specified Dates

Specify dates and time for an e-mail to be sent without a recurrence pattern.

+ One-click setup of delayed e-mail with predefined delay time.

The immediate and quick method to set up e-mail delay is to click the SendLater drop-down menu
button and select a predefined delay time. Next time you just need to click the SendLater button
to set up your delayed e-mail.

+ Convenient Outlook e-mail personal reminders

Set up your own e-mail address as a recipient, specify reminder sending time and never miss an
important date or deadline again.

+ Address the reminder to one person or to multiple recipients
Use SendLater as a reminder. Address it to one person or to multiple recipients.
+ Manage SendLater e-mails in the SendLater folder

Messages stored in the "SendLater" folder can be edited, removed from the folder or sent
manually.

+ Schedule e-mail and forget about its sending

Scheduled messages are saved in the "SendLater" folder and sent automatically at the scheduled
time.

Integration with standard Outlook Message Options dialog

The "Do not deliver before" option in the "Message Options" dialog will be applied for SendLater
messages. Vice versa, if the SendLater "Send once" option is set for the message, it will also be
shown in the standard "Message Options" dialog.

+ Very simple and intuitive user interface making it easy to get started

Reach SendLater easily from the email message toolbar. The "SendLater" icon will appear next to
the "Send" icon on the opened message toolbar for your convenience. In a few clicks specify
options for your delayed e-mail, special skills are not required

PRO EDITION VERSION FEATURES:

+ Features of Free version plus below

¥ Send repetitive e-mails at scheduled time intervals

Schedule date, time and recurrence for your Microsoft Outlook e-mail message to be sent. Send
the reminders or repetitive email messages at daily, weekly, monthly, yearly or custom intervals.

Continue to send the messages until a certain date or without any end date set. Specify the
number of times the repetitive e-mails should be sent.

+ Send E-mails on a Specified Day Each N Hours
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Specify hourly intervals to send the SendLater e-mails.
¥ SendLater sends all e-mails even if Outlook is closed

SendLater does not require keeping Outlook open when the time has come to send an e-mail.
Moreover - SendLater now has an option to send your unsent Outlook e-mails from Outbox
without opening Outlook.

+ DocTrack. Attach documents to the scheduled delayed e-mail automatically.

The DocTrack option allows you to send the linked documents automatically as soon as they are
modified.

+ Re-send e-mail with a modified file automatically

Using the DocTrack mode of sending, files will be resent every time, when they are changed,
automatically.

+ Use Link to file/folder to send an up to date file version/Attach a folder to the
outgoing e-mail

Using a link to the file/folder instead of a usual attachment allows sending the newest version of
the file at a scheduled time.

+ Use Send Now feature to send e-mail messages from mailto links without opening
Outlook

Use the Ready2Send/Send Now feature to send email messages from mailto links on web pages,
Microsoft Word and Excel or other programs without opening Outlook. No more unsent messages
in your Outbox.

+ Send Personally. A group message sent personally to a single recipient.

Use the Send personally feature to conceal any information about other recipients of the same
group message. In this case the recipient will only see his/her name and address in the To, CC or
BCC fields, as if the message has been sent to the recipient personally.

+ Avoid E-mail Server Sending Limitations

Split large recipient lists into smaller groups. Now it is possible to send e-mails to a group of
recipients at specified time intervals, so that the large quantity of sent e-mails would not lead to
blocking your e-mail account because of the server limitation violation.

+ Custom e-mail scheduling Add-in for Microsoft Outlook and Exchange for your
company.

4Team will develop an e-mail scheduling tool designed specifically for your needs.
You can request your solution here:

http://www.sendlateremail.com/Questionnaire.aspx

11


http://www.sendlateremail.com/Questionnaire.aspx

SendLater Printed Documentation

SYSTEM REQUIREMENTS:

Software:

-

Operating system: Microsoft Windows® 2000/XP/2003/Vista/ Windows 7.
Microsoft Outlook version XP/2002, 2003, 2007, 2010

L8 A

Incompatible with Outlook Express®, or Outlook versions prior to 2000/XP (SP-2)

-

Hardware:
" CPU: at least Pentium 600 MHz (1GHz recommended)

% Memory: minimum requirement is 128MB (512MB recommended)

-

Minimum requirements for optimum functioning of the program are:
+"  Microsoft Windows Administrator rights in order to install SendLater for Microsoft Outlook.

12
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Demo

Before you start working with SendLater, in order to better understand its functionality, please check this
demo link.

Note: Be sure that your computer is online (connected to the Internet) if you want to use this link.

13
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SENDLATER VERSIONS

b Free - free version is feature limited SendLater. In the bottom of the message advertising text
(tag) is displayed. The ad message will be removed after Pro features activation.

#  Pro Edition - a future rich version.

Free and Pro Edition versions comparison table

14


http://www.sendlateremail.com/free-and-pro-comparison.aspx

Working with SendLater

SOFTWARE UPDATE & ACTIVATION
Pro/Full/Enterprise Edition only.

B

3

1
2
3.
4

5.

What happens if you don't activate your copy of the product?

Before you activate SendLater Pro Edition you may run it as Free version in Reduced
Functionality Mode. In Reduced Functionality Mode, you will not be able use SendLater Pro
Edition Features. No existing Outlook items or contacts will be harmed, and you can easily get
SendLater Pro features of this mode after activation.

Product Activation:

Connect to the Internet.

Go to Microsoft Outlook Help menu, point to 4Team About and select SendLater.
In the opened Form click the Activate... button.

Enter your* Activation Code in the Activation Code field.**

Click Next.

The program will continue functioning as a full version.

If you receive the Activation failed dialog, click "< Back" and reenter your Activation Code. If this does
not help go to Support by phone or LiveChat.

*An Activation Code will be sent to you by e-mail after you purchase the product. You can purchase the
product by clicking here.

**In order to activate the product, you need to purchase it and obtain the activation code. Click the Buy
online button in the About SendLater form to go directly to product website.

Software Update

1. Connect to the Internet.

2. Go to Microsoft Outlook Help menu, point to 4Team About and select SendLater.
3. In the opened Form Click the Check for Update button.
4

If a new version of the product has been released, remove the old version (Control
Panel— Add/Remove Programs) and download and install the new one.

Note: All your data will be saved and securely translated into a new version. Your Activation Code
(your order number) will be required. Please click “Activate” in the product menu and enter the
Code. You may purchase a group license or separate licenses for each group member from the
product website. For program activation, the Code has to be entered on each group member’s
computer.

About product activation

In order to use Full/Enterprise/PRO version features you will need to activate your copy of the
product in order to using it. This wizard will guide you, step-by-step, through the process of
activating via the Internet or over the telephone.
4Team Product Activation is an anti-piracy technology designed to verify that software products
have been legitimately licensed. It is quick, simple, and helps protect customer privacy.
Product Activation works by verifying that a software activation code, which you must use in order
to activate the product, has not been used on more personal computers than intended by the
software's license.

Note: Please be aware that your Activation (License) Code is linked to your computer(s), and the
program can be installed only on as many computers as licenses you have purchased. If you need to
move the program to another computer, please contact our customer support.
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An Activation Code will be sent to you by e-mail after you purchase the product. You can purchase it by
clicking here.
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Installation

e Prior to installation:

2

1. You need to have Windows® Administrator rights in order to install SendLater for
Microsoft® Outlook®.

2. Please check that you are running Microsoft Outlook 2002 (SP-2), 2003 or 2007 or 2010 as
SendLater is incompatible with any Outlook version prior to 2002/XP (SP-2); check
other System Requirements as well. You can update your Microsoft Outlook version here.

3. Download the latest version of SendLater setup file from the SendlLater website and save it
to an easy to find place.

Installation steps:

1. Close Microsoft® Outlook® and all open programs.

2. Install the previously downloaded product by opening/clicking the "setup" file from the location
where you saved it. Follow the instruction on the screen.

Start Microsoft Outlook.

4. You are now ready to start using the program!

e If installation was interrupted or incomplete,

...the problem might be related to Microsoft Outlook integrity. Prior to reinstalling SendLater, please
perform the following:

1.
2.

Uninstall Product (Start— Control Panel— Add or Remove Programs).

Use the Detect and Repair feature in Microsoft Outlook Help menu to make sure it is operating
properly. You may need the original Microsoft Office® or Microsoft Outlook CD-Rom. If Detect
and Repair was unsuccessful, please address the issue to Microsoft support team. Installation of
4Team software will not be possible until Microsoft Outlook integrity is restored.

Please keep in mind that the “Detect and Repair" feature is not related to our software and
recommended to be performed each time you experience functional problems with Microsoft
Outlook.

Please refer to our FAQ & Troubleshooting section of the HELP documentation.
For IT Professionals in order to restore Microsoft Outlook integrity:

Use the “Detect and Repair” feature in your Microsoft Outlook (you may need the original
Microsoft Office or Microsoft Outlook CD-Rom). If this feature is successfully fulfilled, you may
proceed to the next step. If not, we recommend that you save your *.pst file and repeat the
procedure, but this time with "Discard my..." checked. Use the SCANPST feature, which will
check the integrity of your *.pst file. Find this file in your computer and remember the name.
Close Microsoft Outlook.

Find the SCANPST.EXE file on your hard disk. Launch the program by clicking on SCANPST.EXE.

In the dialogue box click "Browse..." and choose the path for your *.pst file. Click "Open". Then
click "Start”. If the program finds any problems, click "Repair". Click "Close". If the problems
persist, address them to Microsoft support team.

Our customer support will be happy to answer all your questions regarding product installation and
functionality, by e-mail or through Live Help Chat/Feedback on our Web site at:
http://www.sendlateremail.com, over the phone at: (954) 796-8161.
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Working with SendLater
SENDLATER IN MICROSOFT OUTLOOK

After SendLater is installed to Microsoft
the SendLater menu is added to the Outlook toolbar menu.

ol @ G & e

S Home Send / Receive Folder View Sendlater
SOX O
J
Opeén Options About
Folder Lat
Sendlater

The SendLater button is available from the composed Message toolbar.

3z

= E¥ Untitled Message

3 * o[
T | nessage Insent Options Format Text F ] ]
ri’ : 3 Edit  Wiew Insel
- (=Y A.
- = Calibri (Boch * 11~ .
) Hiisend | ] - | 42 &
Tomorrow | Paste B I Q|%®-A- "-: >
v . J Format Painter i | L
Sendlater |} Cipboard Bl BasicTed|  [=3 T
From ~ Info@4team.biz &l 3 M e
| -
To... qustomer Bcompany, com; friend @domain.com @ Subject:
Send = ?:_’-éi 1
Cc.. 2 = H
: #Sendlater g !l £
Subject: Product Upgrade Reminder I'| 1—

Outlook,

When an e-mail message is ready, the immediate and quick method to set up an e-mail delay is to click

the drop-down menu button and select a predefined delay time.

File Message Insert

| | . iy P
C

=l ek

|T::| mo rrnw| Paste
-

| Smin -
10min L @dte

15min
stormer

20min

1lhour

For advanced e-mail delay options, click SendLater button (instead of "Send").

The SendLater Wizard will open a form where you can adjust SendLater options for the e-mail messages.
The delayed e-mail message is stored in the SendLater folder, which is created after SendLater

installation. All contents and SendLater options can be edited until the message is sent.
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.
ME? O e %5 Product Upgrade Reminder - hes
File | Message Ergert Dptigns Faomat Text Rawnew Develaper
— = '
s " - - |

] B o Calibii Boch = 11 = A" A" | iZ- =~ & EE.
Sendlater | Paste wr . - I= g= Address

. « o Format Painter B I I A- |EER FF Baak
_S-e"l.'ll.::u Clipboard i Bagic Text - har

From = inf o 4team.biz

To.. QuEtomer Econgany,com: frand Sdoman, com
CL...

Send

Subject: Praduct Upgrade Reminder

p
€ SendLater Wizard £
Dear| ¢

Select sending mode
@ Send orce
Send e-mad masssgs once M & speched date sed s
Send repehinve e-mals
Schedule ard send iepatitvg &-mals 8¢ dady, weskly, monthly of weady nbsivals
DocTisck @
Send a-mad mactage &t 100n &5 e rked with # have basn modihed

Selact date and lime

Date:  [13/20/2011 |

Twre 900 AM -
Serd parsonsly

1] Send perzonaly

Esch e-mad iz peh 10 the smghs isepient [endies pinvay of a-mad sddressez)
SendLalei sendng opteons [slfects ol e-mads]
7] Send e-mals in groups to avoid cubgoing serves milstions

| Hep | Back | [wtiendiniers]| [uEancal

o .

¥ All unsent SendLater e-mails are stored in the SendLater folder until it is time to send them.
See more...

b The Sending once mode is used to send an e-mail later. Only date and time can be adjusted. See
more...

+  When the Recurring* mode is selected, recurrence settings become available. See more...

b DocTrack* is the e-mail sending mode when an e-mail is sent automatically every time changes to
linked files or folders are made. See more...

b Send personally* - Use the Send personally feature to conceal any information about other
recipients of the same group message. In this case, the recipient will only see his/her name and
address in the To, CC or BCC fields, as if the message has been sent to the recipient personally.

#  Send e-mails in groups to avoid outgoing server limitations* - it is possible to send e-mails
to a group of recipients at specified time intervals, so that the large quantity of sent e-mails would
not lead to blocking your e-mail account because of the server limitation violation (spam filters).

*These features are only available with Pro Edition.
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SendLater Wizard
SENDING ONCE

In the "Sending once" mode only date and time can be adjusted for delayed e-mail messages.

-

891 SendLater Wizard E

Selach sendng mode
@ Send once
Send e-mad massags once M & specihied date snd bme
Send iepativg &mads
Schedule srd send (epatitve e-mads ot dady, weskly, manthly of year intenvals
DocTisck @
Send e-mad masssgs &t soon &% e mked with # have been modihed

Sislact date snd lime:

Daie  [12/20/2011 =]
Time:  5:00 AM v
Serd parsonaly

|| Serd peasonaly

Each e-mad is senk 1o lhe smghs iscpient [eroures pirvacy of a-mad sddresses)
SerdLaber sending ophions [slfects o &-mads]
| Send e-mads in groups bo avoid cutgoing serves Bmdstions

[ Hep Back || Sendster || Concal

Select date using calendar or enter it manually.

B Select time from the list or enter it manually.

When date and time are adjusted, click SendLater button to finalize delay options and save the message
to the SendLater Folder.
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SENDING RECURRENTLY*
In the Recurring mode the SendLater Wizard offers two options steps: Scheduling and Sending.
Scheduling includes recurrence settings:
(@7 SendLater Wizard .

Range of recumence

Start Drate: | 4 f19/2002 = End b

2 [al P T
Start Time:  5:00 AM % End afer
Mo end date

Recunence pathem
@ Dy @ Every 1 dawls)

ekl Every 1 veeekdapls]

Mantidy |Serdevey 1 = howlz)

Veal | Exchude weskerds

Cuustorm

Heb | [ <Bock || mews |[ Cocel |

The following recurrent patterns can be selected:

o Daily - the message will be sent every day at the adjusted time.
e Weekly - the message will be sent every selected number of weeks on the adjusted day and at

specified hour of the week.

Recuwrence patbemn

Dby Recw every 1 week(s] on
@ ‘Weeky [ Sunday " Manday [7] Tuesday |'Wednesday
Mokl [W7 Thursday Friday 7] Saturday
Veary | Sendevery 1 = haouils)
Cusstoam

e Monthly - the message will be sent every selected humber of months on the adjusted day of the
month.

Fecumence pathern

Dby @ Day 19 of mvesy 1 mreanithiz]

Weekly The | Thid v | [Thasday  w|ofeveny 1 monthis)
@ Monthly

ey

Custom

e Yearly - the message will be sent every year on the adjusted day of the year.
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Fecunence patlam

Draiy @ Every | Apil | 13

Weskly The |Thad «| [Thusday =] ct [Api -
Monthiy

@ ealy
Custom

e Custom - the message will be sent on the selected day(s) and at the selected time.

Recunence patten

Daiy Select date Selected days
& [27/2012 [41922012 ot 00 AM
Weekl 2 = o E/B/Z0N2 al 1230 PM
[ * o |Es2rsmz 730 PM
Monthy
Yeatly Sebact fime: Remove
& Cusbom 11230 AM -

The following Range of sending can be selected:

e Start on - the starting date of sending a recurrent e-mail.

e No end day - the message will be sent recurrently, without the ending date.

o End after <n> occurrences - the message will be sent until the adjusted number of recurrences
is exceeded.

e End by <date> - the message will be sent until a specified date.
Time - the time for e-mail sending is adjusted.
Sending options:

You can here adjust Send Personally, Avoid the e-mail server limitations, and manage attachments.

£ SendLater Wizard =

Send personally
Send perzonaly

Each email iz sert to the single recipient [ensues pivacy of emal addiesses)

Sendlater sending options [alfects all e-mals}t

[ Send e-mails in groups to svoid outgeing server imilations

l Manage sitachmers... ]

| Hee | | <Back || Sendiater || Cance

5, ’,

When settings are adjusted, click the SendLater button to finalize the delay options and save the
prepared message to the SendLater Folder.

*This feature is only available with Pro Edition.
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DOCKTRACK SENDING*

DocTack is an e-mail sending mode when email is sent automatically every time some changes to linked
files or folders are made.

In the DocTack mode, the SendLater Wizard offers two options: Sending and Attachment.

o

i B
B9 SendLater Wizard i

Sedect sending mode:

Send once
Send email meszage once at a speched date and bme,

Send repeblive smals

@ DocTrack &
Sered e-mail messans a5 soon &2 fles Irked with il have been modified,

Help Back || Meas || cancel

L™ "

Sending:

-
297 Sendlater Wizard 2

Range of recunence

Stait Date: | 4 /19/2012 ~| Endby. | 4/28/2012 =]
@ End alter. 10 oCCUTlances
Mo end date
Send perzonally
[T Send personally

Esch email iz sert bo the single recipeent [enswes piivacy of emal sddresces)

SendLater sending options |alfects sl e-mals)

| Send e-mals in groups to svoid cutgoing server limilslions

Help « Back Mt » Carecel

Ly r,

The DocTrack mode requires the Range of recurrence to be specified:

e Start on - the starting date of DocTrack sending.
¢ No end day - the DocTrack mode will not have the ending date.

e End after <n> occurrences - the e-mail with DocTrack will be sent until the adjusted number of
recurrences is exceeded.

¢ End by <date> - the e-mails with DocTrack will be sent until the specified date.
Attachments options:

Here you can add/remove files and folders, open attached documents and adjust filters.
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. .
@9 SendLater Wizard &
Files to sand
|sze [Mame  [Path | Addiie.. |

) 7.6TIK <Folder> C:\Users\Public\Documents \Amazon Gan
A 94% smplepdf  C:Users\PubliciDocuments\simple. pdf

o 19¢  Capturel.gif C:Wsers\Public\Doouments\Capture 1.g
el 35 EllA.doox  C:Users\Public\Documents\EULA. docx

4 FIf F

Added fles or foldeis sending options:
Send [ only modiied fles [Recommended)

I ‘
b

] lgnome fles:  thumbs.db, ~$ Add file name, .,
] Igniore system and hidden files

Towlsize:  BE7IK Seeoninedens.. | Setas defaul | | Restore defauts |
Waming: The size of sttachments may exceed B.E7TK
The majonty of emal servers wil not process emails exceeding 10,000 in size

(oo [t ) oo )

L

The DocTrack option can-not send files with changes, until at least one of the linked files is opened.

Learn more about working with Attachments in the Attachments and Attachment Options.

When the Range of sending is adjusted and Attachments options are set, click the SendLater button to
finalize the e-mail delay options and save the prepared messages to the SendLater Folder.

Read about other DocTrack sending options in SendLater Options.

*This feature is only available with Pro Edition.
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ATTACHMENTS AND ATTACHMENT OPTIONS

Open Attachments Tab to specify attachments for an e-mail message.

# SendLater Wizard

Filez ta zend:

Size | Mame Path Add file...

Add folder...

Attachment size

Send

Added files or folders sending options:

[v lgnore files: |thuml:us.|:||:u, ~§ Add file name...

| only modified files [Fecommendead) ﬂ

v ilgnare systern and hidden files

Total zsize:  <Unknown: See online demo. .. Set az default | Restore defaultz |

Help < Back | SendLater | Cancel |

Two types of attachments are available for the SendLater e-mails:

File Link

Adds a file link to the e-mail attachment. The file is attached to the e-mail just before sending.
This option allows to send the up to date version of a file, if it was changed.

Folder Link

Adds a link of a folder to the letter. Files from the folder are attached to the email just before
sending. This option allows to send the up to date versions of files, if they were changed.

Icon, Name, Path and Size of attached files are displayed.

To manage attachments, the following 5 buttons are used:

Add File... is used to add a file link.

Add Folder... is used to add a folder link.

Open opens attached file from the SendLater form.
Remove removes the selected attachment from the list.

Attachment size calculates the total size of attached files/folders.

You can choose one of the following attachment options:
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Added files ar folders zending options:

Send | only modified files [Fecommended] W

| only modified files [Fecommended)
890 Al files from the selected folder, in case if any file haz been modified

|gnan 2l files

Tatal size:  <Unknown: See online demo.,. ’ Set as default ] ’ Restore defaultz l

o [ oo ]

You can also specify which files should not be sent:

Added files or folders sending options:

Send | only modified files [Recommended] j

[w |anore files: |thumhs.dl:n, ~% Add file hame...

Iv ilgnare system and hidden files

Total size:  <Unknown: See online demo. .. Set az default | Festore defaults |

Help < Back | SendlLater | Caricel |

When all links are attached, button SendLater is used to save options and close the email.
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SENDLATER OPTIONS

Specify SendLater Options available from Outlook>"Tools" or via SendLater toolbar in the "New"

message window by clicking the SendLater Options button.

Sendlater - Options &
SendLaber sending ophions [affects all Sendlaber e-maiz]
By defoull send all e-mails vathout exact bme sethng on the followang tme:

Send e-mals n gioups bo avord oubgoing serves imitations
Amourk of e-mails to send at once 20 ill emails

E-mal sending interval ] ﬁ rmrntes

DocTisck® options:

Check for documert changes every B

Email seiver sccourt

&

900 AM -

ad
;

Lise 1S Outhook on your PC ooy

@ Lze e served dinsctly
Manage your sccourt settngs that are used by SendLater to send e-mail messages
Settings.. |
| Send Mow - to send ursent mezzages in pour Dutbos when Outlook: iz hened off.

ok || Cancal

SendLater Options:

B

2

Default time: by default, send e-mails without exact time settings at a specified time.

Avoid e-mail server sending limitations - it is possible to send e-mails to a group of recipients
at specified time intervals, so that the large quantity of sent e-mails would not lead to blocking
your email account because of the server limitation violation (spam filters).

Check for document changes every X minutes - with the DocTrack option, you can specify
how often you want DocTrack to check for modified documents to send with SendLater delayed
messages.

"Email server account" - specify if you want to send your unsent messages via Ready2Send
(use mail server directly) or via Outlook when Microsoft Outlook is launched. Specify the SMTP
account that will be used to send e-mail messages. By enabling the Ready2Send option you'll
avoid failures to send your delayed e-mail when Outlook is closed. Please keep in mind that in
order to send your delayed e-mail your PC must be up and running.

"Send Now - to send unsent messages in your Outbox when Outlook is turned off." -
specify if you want to send your unsent messages using the Ready2Send option. This option is
handy when you create messages from the Web mailto e-mail links without opening Microsoft
Outlook. With this option on you can be sure that all e-mails your created are sent immediately
after you click "Send" in the message dialog.
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Ready2Send* - Send e-mail when Outlook is closed

The Ready2Send/Send Now SendLater features helps sending delayed e-mail messages that are ready to
be sent from the SendLater folder and e-mails from mailto links on Web pages, Microsoft Word and other
programs without opening Outlook. No more unsent messages in your Outbox.

Set up the Ready2Send and Send Now features from SendLater Options by selecting Ready2Send "Use
mail server directly" and checking the "Send Now" check box.

With Ready2Send turned on, you must provide the outgoing e-mail SMTP server information that can be
found by clicking the "Settings" button.

rd
SendLater - Options iz

Ermnail zerver account:

32 M5 Qutlook on wour PC anly

I @ Use mail server directly I

M anage your account setlings that are used by SendLater to send e-mail messages,

I Setings...

| [V Send Mow - to send unsent messanes in your Dutbox when Outlook, iz hened off, |

[ Help ] [ Ok ][ cmm]

L 4

All e-mails sent using the Ready2Send feature will be saved to your default "Sent items" folder.

*This feature is only available with SendLater Pro Edition or by installing Ready2Send Application.

You can download the trial or buy Ready2Send as a separate application from
http://www.ready2send.com/.

SendLater Options
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SendLater Folder
SENDLATER FOLDER

All unsent SendLater e-mails are stored in the SendLater folder, until it is time to send them.

Mail «
Mail Folders s
2] Al Mail ltems -

= E_—,ﬁr Personal Falders
fa] Deleted fems
L;#| Drafts [1]
H L Inbox
L@ Junk E-mail
U= Outbox

U7 Sent Items
# LE3 Search Folders
H = Archive Faolders

Quick access to SendLater Folder is available from the SendLater menu on the Outlook toolbar.

o9 X i

Home Send / Receive Folder View Sendlater
SEab ol
Opeén Options About
Folder

The SendLater folder will allow you to:
e quickly review your last and next delayed recurrent e-mails.

W Oy (@) To Subject Feceived 5. Mode Hext Ocourrence Last Sent

4 Date: Yesterday
34 custem.., Product Upgrade Rem... Tue 12/20/2... 2.. Once Thu 4/19/2012 9:00 AM None
e Make any changes to e-mails
e Send the" Send once" mode messages.
e Keep Recurrent and DocTrack mode e-mails until they are sent.
e After sending, the date of the recurrence is set to the next sending date.
The following two buttons are used to manage e-mails in the folder:

= Send Mow

+ The Send button sends e-mail from the SendLater Folder immediately.

#-1 sendLater

+ The SendLater button opens the SendLater form for editing of options

(time, range, attachments, etc.)
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SEND SEVERAL E-MAILS FORM

If several e-mails for editing are selected, you can choose one of the options in the displayed SendLater-
Several E-mails Form.

‘# SendLater - Several emails selected E'

You have selected more than 1 email,
Please specify, what do vou wank to do:

i+ [Open zettings for every zelected email separately

Change SendLater time for all selected emails
together

O Cancel | Help

1. Open settings for every selected e-mail separately - SendLater will open the SendLater form for
each e-mail to make changes.

2. Change the SendLater e-mailing time for all selected e-mails - all e-mails will have the same
settings.

Only time can be changed for several e-mails together. The e-mail sending mode is changed to Send once
in this case.
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How to...

REMOVE ADVERTISING TEXT (TAG) AT BOTTOM OF E-MAIL

Purchase the license of the SendLater Pro Edition (http://www.4team.biz/purchase sendlater.asp)

Get the Activation Code and use it in the Activation form.

The ad message will be removed automatically after activation.
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ADJUST DOCTRACK OPTION

1. Select the DocTrack sending mode in the SendLater Wizard.

o

)
£ SendLater Wizard =

Sedect sending mode:

) Send once
Send email meszage once at a speched date and bme,

Back || Neas || Cancel

2. Attach links to files or folders in the Attachments options, and make all necessary changes.

L™

L.

@9 SendLater Wizard P
Files to send
|sze |[Mame  |Path | Addfie. |

B 7,671K <Folder> C:Weers'Public\Docunents\Amazon Gas
oA 945 simplepdf  C:Wsers\Public\Documents\simple. pdf

o 15¢  Capwrel.gif C:\Wsers\Public\Documents\Capture 1.g
] 3% BULA.docx

el C:WsersPublic\Documents ELLA. docx

o | ] | b

Added fles or foldeis sending options:

Send | only modiied fles [Recommended) -
] lgnome fles:  thumbs.db, ~$ Andd file nanne,..
] Igniore system and hidden files

Total zize:  BETIE See online dema... [ Sﬁmlﬂuu Restare defaulls |
Wamning: The size of altachments may exceed BETTE
The majonty of emal servers wil not process emails exceeding 10,000 in size

(o) (et (o)

L r,

3. If you use a Folder link, specify which additional files should be sent within this folder in the
Attachments options (Note that all files from the folder will be sent when it is done for the first time).
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Added files ar folders zending options:

Send | only modified files [Fecommended] W

| only modified files [Fecommended)
890 Al files from the selected folder, in case if any file haz been modified

|gnan 2l files

Tatal size:  <Unknown: See online demo.,. ’ Set as default ] ’ Restore defaultz l

o [ oo ]

If you use a Folder link, you can also specify which files should not be sent within this folder.
Added files or folders sending options:
Send ||:|r'|I_I,I modified filez [Recommended) j
[w |anore files: |thumhs.dl:n, ~% Add file hame...
[v Ignore system and hidden files
Taotal size:  <Unknovrn: See online demao. .. Set az default | Restore defaults |

Help < Back | SendlLater | Caricel |

5.

Click "SendLater" to save the applied options.
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SEND GROUP EMAIL PERSONALLY TO EACH RECIPIENT
Select several recipients of the e-mail.
2. Open the SendLater form by clicking the SendLater button.

3. In the Personal mailing select the Send personally option.

Each email iz zent ta the zingle recipient [ensures privacy of email addreszes)

4. The SendLater button is used to finally apply the changes and save the prepared message to the
SendLater Folder.

You can also send e-mails to a group of recipients at specified time intervals by selecting the "Avoid e-
mail server sending limitations" option. More...

34



Working with SendLater

SEND SENTLATER EMAIL IMMEDIATELY
1. Open the SendLater folder.

2. Select an e-mail that should be sent immediately.

i Send M
3. Click the Send button b on the toolbar.
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CHANGE SETTINGS OF THE UNSENT MAIL
Open the SendLater folder.

2. Select an e-mail, the settings of which should be changed.

1:,] SendLater

Click SendLater button on the toolbar.

4. Make changes and click the SendLater button.
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FAQ, Tips & Troubleshooting
Frequently asked questions (FAQ)

¥  Purchase

How do I purchase your software? What delivery options do I have?

You can use your a credit card, PayPal, wire transfer, or check (for US only). All these options are
available when you order a product from our website. All software from our website is downloadable,
but you can also order the 4Team BCD, which contains installation files and documentation and is
sent by regular mail.

Do you provide a discount for non-profit organizations?

Yes, we do. Send us your NPO statement of exemption by fax and indicate the name of the actual
purchaser and his/her email address where we can send the Promo Code that will generate a 15%
discount.

I've just purchased the program but still don’t have the Activation Code.

We email Activation Codes within 24 hours after the purchase. But on workdays we usually send
Activation Codes within 1 hour. Please send us an email or call us if you don't receive it within this
period.

I have purchased additional licenses, but my new activation code activates the wrong number of
licenses now. What should I do?

Please send us an email or call us after the purchase, and we will send you a new Activation Code.
+  Installation

I'm not a PC professional. Can I get help to install and tune-up the trial?

Yes, you can get a free email and LiveChat Help support in order to install and tune-up the program
properly. Please check the Support part of our Online Help.

Must I have administrator's privileges in my computer's Windows user account if I want to install
Product?

Yes, you need to have Administrator rights to install SendLater.
Will T lose all Product data if I reinstall it?

No.

+  Trying out SendLater

The Demo that we have downloaded has now expired and we didn't get the chance to test it properly.
Is there any way that we can download and try it again for another 14 days?

Please send an extension request to support@4team.com. Please provide your name, phone number,
and your team size and describe the purpose of the extension.

I have downloaded the product trial a month ago and now I am trying to install it. But I get message
that "Your trial is over". What should I do?

Please refer to 4Team support by e-mail or via live chat.

How do I update from the previous product version to a new one?

You must uninstall the previous version (go to Control Panel— Add or Remove Programs) and
download and install the new one.
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Trial (License) Version Expired

If you have a special/customized build of SendLater Pro/Enterprise, the program will work in trial mode
with full functionality, without license activation

Your trial version will expire in 14 or 30 days.

If you do not renew (activate) the trial version that is about to expire, you will not be able to use your
custom SendLater Pro/Enterprise build. It is required to purchase the license to make the program
work after the trial is expired.

Click here to buy SendLater Pro Edition.
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Product Update

To update SendLater to a newer version, please do as follows:

1. Connect to the Internet.

2. Go to Microsoft Outlook Help menu, point to 4Team About and select SendLater.
3. Inthe opened Form Click the Check for Update button.
4

If a new version of the product has been released, remove the old version (Control Panel—
Add/Remove Programs) and download and install the new one.

Note: All your data will be saved and securely translated into a new version. Your Activation Code (your
order number) will be required (for SendLater Pro/Enterprise). Please click “Activate” in the product
menu and enter the Code. You may purchase a group license or separate licenses for each group member
from the product website. For program activation, the Code has to be entered on each group member’s
computer.
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To Uninstall:

1. Close Microsoft Outlook.

Go to Start— Control Panel— Add or Remove Programs.

3. Find SendLater and click Remove.



Support, Contact us

Other 4Team software

You can get acquainted with the entire 4Team Product line at www.4team.biz.

Request your custom solution for Microsoft Outlook at http://custom.solutions-outlook.com/Default.asp

¥ Groupware and Sharing tools for Microsoft® Outlook®:

ShareO Groupware, sharing any personal Outlook folders without server.

ShareCalendar Share and synchronize Microsoft Outlook Calendar folders without a server.
ShareContacts Share and synchronize Microsoft Outlook Contacts folders without a server.

Sync2PST Synchronize Microsoft Outlook PST files. Sync Outlook folders between multiple PCs without a
server using an external USB device or shared network folder (LAN), and a shared PST file.

Sync2 Synchronize Microsoft Outlook data between multiple PCs using external USB device, shared
network folder or FTP.

L Backup Tools:
Safe PST Backup - a free tool to auto backup Microsoft Outlook PST files.
o Fax Tools:

Fax40Office Internet and regular fax solutions integrated with Microsoft Outlook and other Microsoft Office
products.

o Mail tools for Microsoft Outlook:

Send2 Send bulk e-mail to recipients from selected folders, e-mails, contacts, meetings, or tasks in one
click.

SendLater Set a schedule for sending your e-mail messages.

EmailResponder Autorespond to incoming e-mail, based on your status (Away, Out of Office, Vacation,
etc.)

ReplyWith MS Outlook tools simplifies the process of replying repetitive email messages using predefined
email templates.

Duplicate Killer Management of duplicates items in the Contacts, e-mails, Notes, Tasks, Calendar Folders
of Microsoft Outlook

Voice2Mail Make voice memos and send voice messages with your Microsoft Outlook. Record Skype and
MSN. It is quick, easy and personal.

Attachment2Zip Automatically zip and encrypt (protect) sensitive e-mail attachments when sending
Outlook messages.

Ready2Send Send e-mail messages from Outlook even it is not running.
+  Time saving tools:

Workgroup Calendar Merge and synchronize Calendar folders within your Microsoft Outlook. View all of
your appointments and events in one calendar.

Easy2Add Quickly create new events or tasks from plain English in your Outlook Calendar (appointments,
meetings, all day events) and Outlook Tasks folders.

Outlook Date Stamper Insert date and time into Outlook Contacts, Tasks, Emails, Appointments and other
MS Outlook items with a click of a button

+  Contacts Tools:
Signature2Contacts Capture name and address into Microsoft Outlook address book automatically.

Contacts2Distribute Add Contacts from selected categories to Distribution lists in a few clicks.

< Outlook Express / Windows Mail plugins:

Outlook Express Duplicate Remover Remove duplicates in the Inbox, and other e-mail Folders of Microsoft
Outlook Express or Windows Vista Mail.

Outlook Express Duplicate Killer Remove e-mail duplicates from Outlook Express and Windows Vista Mail.
Delete duplicated contacts from Address Book and Windows Vista Contacts.
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vCard Converter for Outlook Express Import vCard format files to the chosen Outlook Express or Address
Book Contact Folder.

L Import-Export Utilities for Microsoft Outlook:

vCard40Outlook allows its users to easily convert (import-export) all their Outlook Contacts information
from/to vCard format.

SyncWiz Convert (import-export) Outlook Calendar and Contacts from/to vCard, vCalendar, iCalendar file
format

+Developers Tools:
Sync2DB Connect any SQL database with Microsoft Outlook
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Report Problem, Suggestions

By Online Support Form: http://www.4team.biz/support form.asp

By "Live Help" at http://www.sendlateremail.com or http://www.4team.biz.

By e-mail at: support@4team.com.
By telephone at: +1 (954) 796-8161.

Support, Contact us

43


http://www.4team.biz/support_form.asp
http://www.sendlateremail.com/
http://www.4team.biz/
mailto:support@4team.com

SendLater Printed Documentation

Support, Contact us

+ Troubleshooting and Support procedure (Get Support):

1.

o un kW

Make sure that you are running the latest version of SendLater on your workstation. You can
download the latest product release from the 4Team Corporation SendLater website using the Try
Now link.

Update your Office/Outlook with the latest updates that improve the stability and security of
Microsoft Office. Click here to go to the Microsoft Office website.

Check System Requirements.
Refer to Installation procedure.
Search the product FAQ.

Contacting Support: If you cannot solve your problem by any of the previous steps, please send a
Bug Report e-mail (SendLater toolbar About button Report a Problem...) to support@4team.com, or
submit the Online Support Form, or use Live Help with the following information:

e A detailed description of the problem. Include the steps you have already taken to fix the
problem, and where appropriate, the steps to take in order to repeat the problem.

e The Product version that you are running (SendLater toolbar About button).
e The operating system and Office/Outlook version of the computer running the product.

e Screenshots if available (press PrintScrn on the keyboard and paste (Ctrl + V) to Word® or any
available picture editor).

Note: Please remember to keep all conversation history when you reply to our e-mails.

Click here to submit the Online Support Form.

We provide full support for product trial and full versions:

By e-mail at: support@4team.com and Online Support Form.

By telephone at: +1 (954) 796-8161 (pre-sale questions, activations, billing)

By "Live Help" at http://www.sendlateremail.com or www.4team.biz/.

To buy the license, please click here.*

All our customers who purchase the program or add a new license are eligible to get free updates for
one year from the purchase date.

If you are looking for other 4Team products for Microsoft Outlook, you can get them at significantly
discounted prices; just send us an e-mail with your order number, product name, and number of
licenses that you wish to purchase.

I Note: We do not provide support for Microsoft Outlook; please refer to the resources at Microsoft
website.

* Make sure that your computer is connected to the Internet if you want to use this page for orders and
support.
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