
Setting an Out of Office/Automatic Reply 

Through Outlook Client  

 

 

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 

 



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 

 

 

Done! 

 

 

 

 

 

 

 

 

 



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.   

 

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” 

 


