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in Microsoft

Outlook
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STEP 1.

Select > File on the left end of the ribbon.

STEP 2.

Select > Automatic Replies.

STEP 3.

Select > Send Automatic Replies. (Here
You Can Also Set The Automatic Reply

Start Date & Time And The End Date &
Time)
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Automatic Replies (Out of Office)

<« Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to d to email

Replies

STEP 2

() Do not send automatic replies

® Send sutomatic raplies e
] Only send during this time range:

Thu 5/11,/2017 ~ | 200 PM o]
Fi 5,M12/2017 - 3:00 PM -
Automatically reply once for each sender with the following messages:
& Inside My Organization @ Qutside My Organizaticn (Off)
Calibri =) 12 =
B F U A T € 3

I'll be out of the office on May 5th. Please contact my manager,
joe@contoso.com for assistance,

Cheryl
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Automatic Replies - john@it.ie *

O Do not send automatic replies
@ Send automatic replies
Only send during this time range:

Start tim Mon 28/08/2023 - 10:00 £
STEP 4.

End ti Tue 29/08/2023 e 10:00 LV
On The InSlde My Organlsatlon Tab, Type Automatically r e for each sender with the following messages:
Th R Th tY W tT S d % Inside My Organization e QOutside My Organization (On)
€ Response at You vVvant 10 sena.
p Tahoma ~ |12 w
B I U Az 3=
Note: Sending Automatic Replies To Anyone i =

Outside My Organisation Will Send Your
Automatic Reply To Every Email. We Recom-
mend Choosing ‘My Contacts’ Only. ST@ 4

Automatic Replies - john@it.ie
) Do not send automatic replies
(®) send automatic replies
Only send during this time range:
Start time: | Mon 28/D8/2023 — 10:00 ~
Endtime: |Tue 29/08/2023 ~ 10:00

Automatically reply once for each sender with the following messages:

& nside My Organization &% outside My Organization (On)

[~ Auto-reply to people outside my organization

S T E P 5 (@) My Contacts only () Anyone outside my organization

B I u A = iz
Select > OK to save your settings. i -

I'm on anmal leave until 777 and will reply to your email on

i
i

retarn.

Kind Regards,

John Grennan
Marketing Manager

Address: Unit 35 Finglas Business Centre, Jamestown Road, Finglas D11 EP86 -

To Cancel Automatic Replies, Simply

SeleCt ‘Turn Oﬁ, That Wl” Be Slttlng JUSt | = File Home Send / Receive View Help Acrobat Group

. ® AUTOMATIC REPLIES Automatic Replies are being sent for this account. Turn off
Below Your Outlook Menu Ribbon.
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Dublin: Unit 35, Finglas Business Centre | D11 EP86
Cork: Unit P5, Marina Commercial Park | T12 PN7f
Galway: Galway Technology Centre | H91 D932

Phone: 1800 353 353

Email: hello@it.ie
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