Out of Office Auto-Reply

When you're out of the office and unable to attend to your email, you can use the Out of Office reply feature in Outlook to send an automatic reply.

@ If you have exterior people contacting you, you will need to create both an 'Inside my Organisation' and 'Outside my organisation' reply.

Instructions

1. Open the Outlook Web App.

2. Click the settings cog (located upper right hand of screen).
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3. Choose 'Automatic replies' on the panel that opens up.

Settings x

Search all settings L

Automatic replies

Create an automatic reply (Out of office)

message.

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

Manage add-ins
Turn add-ins from your favorite app vendors on
and off.

Manage connectors
Connect Qutlook to your favorite services.



4. The following screen contains two sections, one for automatic replies to people inside the organisation and another for replies to people outside t
he organisation. (As shown below).

Automatic replies

Dion't send automatic replies

®) Send automatic replies

+| Send replies only during this time period

Start time | Thu 20-Sep-18 800 AM -
End time | Fri 21-Sep-18 300 AM -

Black my calendar for this period
Automatically decline new invitations for events that occur during this period

Decline and cancel my meetings during this period

Send a reply once to each serFE' e rmyff organization with the following message:
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v| Send automatic reply messages to send y organization

L

end replies only to senders in my Contact list

® Send automatic replies to all external senders

Send a reply once to each sender outside my organization with the following message:
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5. Make sure you select 'Send automatic replies' and 'Send replies only during this time period' for both the inside and the outside auto replies.
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Search all settings A
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Create an automatic reply (Qut of office)

Don't send automatic replies
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Turn add-ins from your favorite app vendors on
and off.
Send a reply once to each sender inside my organization with the following message:
Manage connectors

= v
Connect Outlook to your favorite services.

Il

B I UMAMA



6. The start time should be set to your last day (and hour) of work and the end time should be set to your first day back.

Don't send automatic replies
®) Send automatic repliss

w'| Send replies only during this time period

300 PM -

Start time | Fri 21-5ep-18

End time | Mon 08-Oct-18 8:00 AM w

Block my calendar for this penod

Automatically decline new invitations for events that occur during this pericd

Dedine and cancel my meetings during this period

7. Next fill out the message boxes with the message you would like to be sent back. This can be different in both sections. This message should
contain the day you left as well as your first day back to let the person know you are unable to attend to their email until that date.

8. Finally hit the 'OK' button in the top right to save your automatic reply

" OK X Cancel

Automatic replies

Dan't send automatic replies
®) Send automnatic replies

+'| Send replies only during this time period

Start time | Fri 21-Sep-18 I00FM

End time | Mon 08-Oct-18 800 AM

Block my calendar for this period
Automatically decline new invitations for events that occur during this period

Decline and cancel my meetings during this period

Send a reply once to each sender inside my organization with the following message:
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Hi,

| am out of the office from the 21,/09/2018 to 08/09/2018.

1. In the Outlook App, click 'File' in the top left corner.



2. In the info tab, click on 'Automatic Replies'

Inbox - Weber@br

Account Information

T/) W @brigidine.qld.edu.au
A Microsoft Exchange

Open & Export

Save As

+ Add Account

F‘ Account Settings
sy

Change settings for this account or set up more connections.
Account Access this account on the web.

Save as Adabe
PDF

Save Attachments

Print Settings * hitps://outleoloffice365.com/owa/brigidine.qld.edu.ou
Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile.

Office
Account Change
Support i i i
5 Automatic Replies (Out of Office

<« Use automatic replies to notify others that you are out of office, an vacation, or not available to
Options Automatic respand to email messages.

Replies
Exit

= Mailbox Settings

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

g
W

95.1 GB free of 99 GB

3. Choose 'Send automatic replies and check 'Only send during this time range'. The 'Start time' should be your last day (and hour) of work and the
'End time' should be set to your first day back.

Automatic Replies - Weberl@brigidine.qld.edu.au >

D Do not send automatic replies

@Send automatic replies
Only send during this time range:

Start time:  -ri 2150972018 |~ 300 PM w
End time: lon 81072008 |« 200 AM ¥

Automatically reply once for each sender with the following messages:

% Inside My Organization @ Cutside My Organization (On)
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Rules... Cancel




4. A message should be written for 'Inside My Organization' and ‘Outside My Organization (On)' if you usually receive emails from external people.
This can be done by clicking the different tabs. The defaults should be left in the 'Outside My Organization (On)' as shown below.

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

Start time:  “ri 21/09/2018 |~ 3:00 PM e
End time: lon 8M10/2018 |~ 3:00 AM e

Automatically reply once for each sender with the following messages:

.ﬁa Inside My Organization Q Cutside My Crganization (On)

Autn-reply to people outside my organization
(::I My Contacts only @Anyone outside my organization
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5. Write your message in both sections. This message should contain the day you leave as well as your first day back to let the person know you are
unable to attend to their email until that date.

6. Once you have written the messages select 'OK' to save the changes.

Related articles

Responding to your tickets (Email)
Out of Office Auto-Reply

Adding From field to emails

Setting Up Outlook

Sharing OneDrive file/folder for email


https://confluence.brigidine.qld.edu.au/pages/viewpage.action?pageId=34537531
https://confluence.brigidine.qld.edu.au/display/BISDKB/Adding+From+field+to+emails
https://confluence.brigidine.qld.edu.au/display/BISDKB/Setting+Up+Outlook
https://confluence.brigidine.qld.edu.au/pages/viewpage.action?pageId=21331976
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