Out of Office Reply

In Microsoft Outlook click File>Automatic Replies
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Automatic Replies (Out of Office)

¢E| lUse autematic rzplies to notify others that you are out of office, o
vacation, or notavailab e te respond to e-mail messages.
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Replies
Mailbox Cleanup
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? Manage the size of your mailbex by emptying Deleted ltems and
erchwving.
Clzanup
Tools~
Rules and Alerts
<
Lﬁ lUse Rules ard Alerts to nelp organize your incoming e-mail
messages, and receive updates when items are added, chznged, cr
Manage Rules rermoved.
& Alerts

Select '‘Send Automatic Replies’>select *Only send during this time range’>select dates>write
message>click OK
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f:t send automatic replies
@ Send automatic replies

Starttime: [Sun6/1/2014  [=] [10:00aM [+
Endtme: Thu7/3/2014 [+| |1:00am [+

Automatically reply once for each sender with the following messages:

% Inside My Qrganization

E Outside My Organization {(On) |
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Thank you for your e-mail. I am currently out of the office untll Monday, August 26th and will reply
to your e-mail when I rzturn,

Thank you,

Marcia Mallard
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