Setting an Out of Office/Automatic Reply

Through Outlook Client

How to Set an Out of Office Reply in Outlook 2016 ard-Prior—

» Click File.
* Click Automatic Replies.
« Select Send automatic replies.

* Write the message you want sent to your coworkers. You may want to suggest other
colleagues that your coworkers should reach out to in your absence.

» Click OK.
Should look like this

Automatic Replies (Out of Office)

< Use automatic replies to notify others that you are out of office,
Automatic not available to respond to e-mail messages.
Replies

Check the option for “send automatic replies”.

*If you have a specific time frame you want the message to go out, check the box
and enter the dates you want the message to send.

Enter your message/reply and hit ok for the message to save

(O Do not send automatic replies
—(®) Send automatic replies
[J only send during this time range:
Wed 7/14/2021 5:00 PM
Thu 7/15/2021 5:00 PM

Automatically reply once for each sender with the following messages:

- ‘..4 Inside My Organization e Qutside My Organization (Off)
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If you want the same message to reply to outside contacts (Non Freeport Email
accounts), go to the second that says “Outside My Organization”. Follow the
same steps above and hit ok for the reply to save

O Do not send automatic replies
@Send automatic replies
|:| Only send during this time range:
Wed 7/14/2021 5:00 PM
Thu 7/15/2021 5:00 PM

Automatically reply once for each sender with the following messages:

&‘:‘_‘ Inside My Organization Q Qutside My Crganization (On)

é.. Auto-replyto people outside my organization
O My Contacts anly @Anyone outside my organization
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Through Outlook.com

https://outlook.live.com/owa/

Sign in and enter your work email credentials

Click on the gear/tool icon

You will see this menu. Either search “automatic replies” in the search bar or
click view all outlook settings.
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https://outlook.live.com/owa/

You will see this screen and you can enter your message. Make sure you turn on
automatic reply and save.

If you want to send this message to outside contacts, check the “send replies
outside your organization”

Settings Layout Automatic replies X
‘ P Search settings ‘ Compose and reply . ‘ . ‘ .
Use automatic replies to let others know you're on vacation or aren't available to respond to email. You can set your replies to
Attachments start and end at a specific time. Otherwise, they'll continue until you turn them off.
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Message handling Send automatic replies inside your organization
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