Setting Up Automatic Replies in Desktop Outlook

1. Open Outlook
2. Click on the File tab

3. Choose Automatic Replies (Out of Office)

Automatic Replies (Out of Office)
JE AtOrmatic replies 10 notify others that you are out of office

not svailable to respond 10 &-mail messages

4. Select Send automatic replies

s N
Automatic Replies - sue.taylor-owens@washburn.edu @

(") Do not send automatic replies
@ Send automatic replies
[7] Only send during this time range:
Starttime: |Fri11/1/2013 -| [2:00 am

1Sat11/2/2013 9:00 AM
AutomatRally reply once for each sender with the following messages:

% Insi

VSegoe u o\

My Organization \ e‘ Qutside My Organization (On)
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Setting Up Automatic Replies in Desktop Outlook

5. Optionally, select Only send during this time range and set the date range you will be gone (if you
don’t do this step, you will need to come back to these settings when you want to turn the automatic
replies off)

[V Only send during this time range:

Start time: | Fri 11/1/2013 [v] [900am  [+]
Endtime: |Sat11/22013 || [BooPM  [+]

6. Enter the message for your reply to people at Washburn on the first tab

=
Automatic Replies - sue.taylor-owens@washburn.edu @

_) Do not send automatic replies
@ Send automatic replies
[7] Only send during this time range:
Starttime: |Fri11/1/2013  [v] (9:00aM [+]
Endtime: [Sat11/22013  |+| [s00pM  [+]

Automatically reply once for each sender with ti

% Inside My Organization Outside My Organizatiggf{On) |

Segoe UI E] 8 E] B I A :

=

7. Enter the message for your reply to people outside of Washburn in the second tab

[~ B
Automatic Replies - sue.taylor-owens@washburn.edu @

") Do not send automatic replies
@ Send automatic replies
[7] Only send during this time range:
Starttime: |Fri11/1/2013  [v| 9:00AM [+]
Endtime: [Sat11/272013  |+| [s00PM  [¥]

Automatically reply once for each sender with the following messages:

’ E:’; Inside My Organization‘ e‘ Outside My Organization (On})
|

@] Auto-reply to people outside my organization
(") My Contacts only @ Anyone outside my organization
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ick the OK button
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