Setting Out of Office Message Instructions

1. Inside Outlook on Office Computer
2. File > Under Account Information > Second Block > Automatic Replies (Out of Office)

Account Information

m craig@ucpeark.org .
Microsoft Exchange
+ Add Account

/O Account Settings

[ Change settings for this account or set up maore
Account connections.

Settings ~ ®  Access this account on the web.

https://outlook.office365.com/owa/ucpcark.org/
" Get the Qutlook app for i0S or Android.

Change

Automatic Replies (Out of Office)

Q Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies

3. Select automatic replies and check Only send during this time range and set specific date and time (Note: | did
the End time below as the business day before upon my return)

4. Type your Out of Office send message for BOTH Inside and Outside My Organization. (See below)

Automatic Replies - craig@ucpeark.org X
O Do not send automatic replies
@Send automatic replies
Only send during this time range:
Start time: | Wed 3/10/2021 L 700 AM LY
End time: | Fri 3/12/2021 - 4:00 PM ~
Automatically reply once for each sender with the following messages:
T o —
Inside My Organization QEtsme My Organization (On) >
Segoe Ul v |8 ~| B I QLEE EEEE
| will be out the office until Monday March 15th.|
Rules... Cancel

If same message: Type your Inside message > Press Ctrl+A to select > Ctrl+C to Copy >
Select Outside message tab > Click in box > Ctrl+V to Paste message

5. Select OK to set and start the Out of Office on select day and time.
Note: You can setup your Out of Office at any time in future to start on a select day or period of days

(only one out of office message can be set at a time until end time)



