
   

 

DMX362 How to Demote (Stop) a Scheduled Email 

 This procedure explains how to demote (stop) a standard or staggered email that has not 

yet been launched. 

Order 

of Steps 

Tasks 

 

Step 1 Log into DocuMatix 

Step 2 Select the Product Suite product and the Emails module 

 

 

Step 3 Click the Scheduled tab 

 

 



   

 

 

Note: Emails will display in the Submitted tab if they have a future launch date scheduled. Emails set 

to launch ASAP cannot be demoted (stopped).  

Step 4 
Click the Options icon  on the email card 

Step 5 Select Demote 

 

 

Note: The date and time of a launch may be changed 5 minutes prior to launch. Once a launch has 

begun, or within 5 minutes of the launch, the support team will need to demote (stop) any remaining 

launches. 

Step 5 Click Yes to the confirmation message 

 

 

Note: Now the email can be found within the Drafts tab, and further modifications and updates can 

be made if desired. 


