HOW TO SET UP OUT OF THE OFFICE MESSAGE

1) Log onto Outlook. Under the MAIL tab, choose the FILE tab
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2) Onthe ACCOUNT INFORMATION page, select AUTOMATIC REPLIES.
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Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of off
available to respond to e-mail messages.
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3) Select SEND AUTOMATIC REPLIES and check the ONLY SEND DURING THIS TIME RANGE box.
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Automatically reply once for each sender with the following messages:
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Thank you for message. | am away from the callege today, December 23rd unfil January 2nd,
and | will not be checking email messages during this time.

I will respend to your message upon my return.
Thank you,

Cris




4) Enter the START TIME and END TIME. Auto-messages will automatically stop at the END TIME.
5) Enter a message for INSIDE MY ORGANIZATION and OUSIDE OF MY ORGANIZATION tabs
6) Select OK.



