How to

Setup Out of Office in Outlook 2010
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Automatic Replies (Out of Office)

ﬁﬂ Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Replies

Mailbox Cleanup

[1_—=?| Manage the size of your mailbox by emptying Deleted ltems and
archiving.

Cleanup

Tools -
Rules and Alerts

%‘} iv Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or

Manage Rules removed.
& Alerts
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Select “Send automatic replies”

() Do not send automatic replies

B2 Send automatic replies

" |Only sena during thi
Start me:  |Mom 10/1/2012

time range::

End kime:  |Wed 10/3/2012

3:00 AM
3:00PM

Automatically reply once for each sender with the following messages:

If you would like to enter the dates and times you will be out of the office check “Only send
during this time range:” and select the date and time.

(7) Do not send automatic replies

@ Send auto

Only send during this time range:

End time:

Automatically reply once for ea

Starttime: |Mon 10/1/2012  [~| |s:00aM [ +]
wed 10/3/2012 [ =] B:00PM

[-]

MESsages:

Type your out of office reply in the space alloted and click “Ok”

Automatic Replies -

L .

() Do not send automatic replies
(@ Send automatic replies
[ only send during this time range:
Stark time: | Fri 9/28/2012
End bime: | Sat 9/28/2012

Automatically reply once for eaghus

2:00 PM
2:00 PM

Urganization

% Inside [y

Jane Smith at 555-555-5535. |

will be out of the office Monday October 1, 2012 and returning to the office on Wednesday
Qctober 3, 2012, I will have limited access to email, if you need immediate assistance please contad

[ Ok ] [ Cancel
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Click “Yes”
Microsoft Qutlook

You changed your auto-reply message
for people inside your organization. Do
you also want to change your message
for people outside your organization?

e

Type you out of office message for outside of the Org

Automatic Replies -

anization and click ok

;==

(7 Do not send automatic replies
(@ Send automatic replies
[| only send during this time range:

Fri 9/28/2012 2:00 PM

Skart Limme:

2:00 PM

End time:  |Sat 9/29/2012

Automatically reply once for each

% Inside L

e Qutside My Organization (On)

Jrganization

[o-reply to people outside my organization

;

71 My Contacts only

i@ Anyone outside my organization
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ane Smith at 555-555-5555

I will be out of the office Monday October 1, 2012 and returning to the office on Wednesday
October 3, 2012, I will have limited access to email, if you need immediate assistance please contact;

~]lB r u A

[ Ok ] [ Cancel
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Your out of office reply is now turned on.
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Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

-

Automatic

L Automatic replies are being sent.
Replies

Turn off

Mailbox Cleanup

= Manage the size of your mailbox by emptying Deleted ltems and
archiving.

Cleanup

Tools -
Rules and Alerts

&- Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or

Manage Rules removed.
& Alerts

When you return to the office, click on “Turn off”. This will stop the automatic replies.
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