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Microsoft Flows Email Reminder


1. Go to: https://flow.microsoft.com/. Click Create.
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2. Select Schedule flow. Microsoft often changes what it calls this, as of March 2020 this is what Microsoft called the specific flow option.
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3. Microsoft will begin a wizard to guide you through the process. Provide a process name, start date, and repetition cycle. 
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4. In the search box, (1) search for email. (2) Select the mail icon as shown.  
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5. You will need to click it again.
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6. Enter email address(es), subject line, and email message. The Show advanced options expander will allow you to cc, bcc, add attachments, and other features that might be useful. If other steps are necessary, click the Next Step button; otherwise, click Save.
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7. To review current flows, click the My Flows tab. From here, you can send the flow on demand or edit as needed.
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Build a scheduled flow

Stay on top of what's important without the effort—you choose
‘when and how often the flow runs.

Examples:

« Automate team reminders to submit expense reports
« Auto-backup data to designated storage on 2 regular basis

Flow name.

‘Weekly Receipt Reminder

“This flow will run:
O Friday every week





image4.png
T,

B @ a0

NEFEC Power Automate 2 Search for helpful resources. a2

< Weekly Receipt Reminder

Home =
[ol recurrence
Actionitems \L
My flows
Choose an action

Create
Al Builtin  Standard  Premium  Custom My clipboard

Connectors -

= ) e E B OO0 ﬂ n
AlBuilder v wsi N ofice36s  Notestons Gt swm Spaert

Ouook
Solutions
Leam Triggers  Actions. Seemore

Send an emal notifcation (V3)
Mai °




image5.png
@NEFEC (ST WTLSN O scach for helpful resources

< Weekly Receipt Reminder & save

Home
Recurrence

S l
My flows
B - z

e
< ‘ectors ar
Templates
» Send an emal notifcation (V3)
B
Al Builder ~

Don't see what you need?

Solutions (© Help us decide which connectors and triggers to add next with UserVoice.




image6.png
‘Weekly Receipt Reminder & save 5 Flow checker

Recurrence

Send an email notification (v3) ®

e A st of vaid email agaresses separated by a semicolon or 3 comma,

*Subject “Tne subjectof the ema

~Emil Boy Font v 2vBIUZ
&

Tne content of the email.





image7.png
NEFEC Power Automate 2 Search for helpful resources.

| New v < import P search
e

@ Home
Flows

[ Actionitems v

Myflows  Teamflows Business process flows Ul flows (preview)

b create

- Name Modied Type
2 Templates

pt Reminder
5% Connectors

B  Data v

weather reports del

°§  AlBuilder ~

Solutions

M team




image8.png




